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Welcome to the dual enrollment program at Ozarks Technical Community College! OTC provides a
convenient online registration process using DualEnroll.com. Here’s how to register for your OTC
course(s).

Log in to your existing DualEnroll account New students
First Time Students - Create an
Account passwor:
You can register by computer or on your smart [ oo | S
phone by navigating to Forgot your usermame or possword?
https://otc.dualenroll.com/login and selecting, tied o enter sour text cosfimation cade? [

CREATE MY ACCOUNT. If you have an existing
DualEnroll account from a different college, use your existing log-in. You cannot have duplicate accounts
in dualenroll. You can navigate between the various colleges via the college specific, DualEnroll link.
Login issues? See pages 6-7.

OTC has seven application steps. Completed steps are listed in green PrE—— e

under Application Steps, and the current step is shown in orange. s e £ et v P
Complete all required fields marked with an asterisk and click the R R e
update button after completing each step.

n, B or any wish to be
leave this field blank. Please do not indicat: preferred last

Preferred First Name

Sexatbirth +  Birthdate +

bwonss {8
1. Student Address g |
a. Provide your mailing address, phone, and email - e
address. Then, answer the additional application
questions.

Social Security Number + 5o

ity Number Confirmation +

2. Student Demographics

Cell Phone Carrier

d. Once you click REGISTER, you’ll receive Amanda Smth - CLNTRAL WIGH SCHOOL APPUCATION STEPS
either a text message with an activation .
code or an email with a link to confirm
your account. You must confirm your
account to proceed. If using email, be s n sccmstaton 1 b st h At weh Ot
sure to check your junk and spam folders o o

Verfcation

for the email. [ssues? See pages 6-7. e e At

Arts-Dises imingtian indarmation

3. Terms and Conditions T L I S L T A
d. Read and agree to the Ozarks ‘
Technical Community College terms.
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4. FERPA Consent Amands Smith - CENTRAL HIGH SCHOOL
d. Indicate that you agree | @ Tl Communty Collops FERms coment
. . RILIASTE OF STUDENT INFORMATION AUTHORIZATION
or disagree with the For sdkdaionsl nformetion on FERPA:
Various levels of bt/ (stadents. ot edu/regivirer /relesse of student informastion
| harsby authorise Onacks Technical Community Coluge to rebase the educational reconds o
FERPA Consent- information as indicated:

Flease Note: Counseling Canter and Services for Students with Disabilittes rocords are

Amanda Smith - CENTRAL HIGH SCHOOL

5. Parent Information

Parent or Guardian Contact Information
d. Enter parent contact

preference and
information. NOTE: Relationship *
Parent contact

Parent Or Guardian Name *

AL
i a

Preference

information cannot be

the same as student Parant Or Guardian Email ot St

contact information.

6. High School and Approver s gy ‘ Account
. ome >chool - hd Student Address
Contact Information ‘ _ ‘ .

Expected High School Graduation Date (or GED/HISET date)? # Student Demographics
w Terms and Conditions

d. Select ‘homeschool’.

. . Approver Contact Information FERPA Consent
Then' ldentlfy an Click on a name/email address to edit, 'Add’ for new. Parent Information
“approver” for the dual — © tigh school
. e ay a7 Tuberculosis Screenin,
credit eligibility step. Parent tess testparent @testdels.com Acadernics :
7 . Tuberculosis Screening poctments
d. Complete questions for [ ]
the ko
. . | Sndethddes
tuberculosis screening. e ——
| ermiadCondors
| rACeen
T
Your account is now ready for use, and you can T
R

begin the course registration process.

NOTE: You can edit any of the steps by clicking on
the ‘profile’ tab at the top of the screen.

egate setting (e g 8 correctional facility, » long term

rving chents who are at increased risk for

the Immune syster (e.g. #Y)
s of tuburcafions (w.g. Rever, night vweats,
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Register for Course(s):

Wes Test  Help Logout
Once you are logged into your o o
account, click on the Courses tab Narrons vour Search o _ o
. . . yo Browse all courses.or nam;lwthe se\ecqon? dlsp\a\n.zﬂ.uslng the search criteria
to review the llSt Of aVallable m Remember that using multiple search criteria may eliminate all courses
- Il college Now L High School B online course. B Regional Center
courses. The course finder shows you > AllActveTerms
. Lourse  Type Subject Title College
which courses are offered for your
ART200 [ ART ART AND EXPERIENCE Ozarks Technical Community
Schooll Select Program v College
ART-105 [l ART ART HISTORY. Ozarks Technical Community
College
810100 . 10 LIFE SCIENCE Ozarks Technical Community
College
Use any of the filtering options on the sois B S0 nUrAmONroRLVNG Orars TechiclCommuniy
= ) Colleg=
left to narrow your search. Click on the ) College Neow 1 :

. © bigh School 1@ Bus-115 [ BUS PERSONAL FINANCE Ozarks Technical Community
course name to see a detailed class e Calge
description and available sections. C Regionsl Center B e o Tl cemLriey

ENG-101 [ ENG COMPOSITION Ozarks Technical Community
College

Please note the term listed Course Detail: CONTEMPORARY MATHEMATICS -
under the course name.
For instance, for summer

COURSE NUMBER: MTH-1238

COURSE SUBIECT:  MTH

and fall enrollment, there REDTS: 30
WiII be courses Iistedfor COLLEGE:  Ozarks Technical Community College
DESCRIPTION:  This course provides students with a basic survey of mathematics. Topics include problem solving,

bOth terms' PIease ensure modeling, counting methods, probability, statistics and geometry. (MOTR MATH 120}

you are selecting the

correct term. Available Sections
Section Type Instructor Location Days/Time Start/End Date Options
WD1 o CINDY CUMMINS (Fully Oriine) 08/22/22 - Register
Fall 2022 12/16/22
WD3 [=§ MELISSA (Fully Online) 08/22/22 - Regist
Fall 2022 WITTMER 12/16/22
WD4 (=] MELISSA [Fully Online) 08/22/22 - Register
Fall 2022 WITTMER 12/16/22

Once you've chosen a
course, click the REGISTER button to start the registration process.
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The courses you are currently registering for are shown below.
The Steps column indicates what needs to be done to complete the registration process:
s Highlighted steps nesd to be completed by you. Click on the text link for detailed instructions.
s Other (non-highlighted) steps need to be completed by others (your high school counselor, parent/guardian, or college staff).

Check Registration
Status:

—

Your Courses
Course

BI0-100 LIFE SCIENCE WD2[+]
Ogzarks Technical Community College
Fall 2022

ENG-101 COMPOSITION | VDSRO[+]
Ozarks Technical Community College
Fall 2022

HST-120 U.5. HISTORY |: TO 1865 WD1[+]
Ozarks Technical Community College
Fall 2022

PHY-105 INTRODUCTION TO PHYSICS WD3[+]

Ozarks Technical Community College

Status

Instructor Approve Course: Complete

Parent Provide Consent: Complete

Student Select Another Course Section: Complete
Student declined Course Section

High School Approve Course: Complete

Parent Provide Consent: Complete

High School Approve Course: Complete
Parent Provide Consent: Complete

Collegs Review Registration Request: Complete
Designated Approver Approve Course: Complete

Steps

Failed
[History] [Notifications’

Complete

History] [Notifications] [Drop]

Complete

History] [Notifications] [Drop]

Complete

History] [Notifications] [Drop]

Status

Instructor Ap_prova Course: Cam clete
urther Actions Required
nave completed the registration request for this class. You
e notified via email and/or text message if you need to
lete additional steps for this class at a later time

Fe select one of the options below:

equest another class view current status logout

Parent Provide Consent: Complete
Student Select Another Course Section: Complete

Steps.

Failed

‘story] [Notifications]
»®

mplete
story] [Notifications] [Drop]

mpleta

story] [Notifications] [Drop]

mplete
story] [Notifications] [Drop]

Fall 2022 Parent Provide Consent: Complete

Student Select Another Course Section: Complete

You can check the status of your registration under the ‘status’ tab on the student dashboard. Click
‘view current status’ to see where your registrations are in the process.

Your part of the registration is done for now. You will receive an email when your registration is
complete, or if more information is needed. Now, your registration must go through the program
eligibility and parent consent steps before enrollment is complete.

**Please note that you can also drop courses from this screen by clicking the “drop” option for the course
in which you wish to disenroll. All drops and enrollments must take place in the student’s DualEnroll
account.

Review Dual Credit Eligibility

Homeschool students: i :
pprover Review [ligihitey Mecommendation
The designated approver e e R e e ,
appointed on your application mioes and Semors: A0 G or highes; O 2.5-2.99 G, with 3 reconvnandation from your seire
must Complete this Step.** ophamores. Curmulitive GPA of 1.0 or higher and 4 recommendation from your prncipal or gudence counwdot
Once the student registration steps s , , ‘ :
are complete, the registration gr 1 furing - :
moves to the approver/eligibility e on g 40 , A st be o ete i th
step.
Studmes Narme Action A an Acadneres Yoar
. . A0 Scale?

Your designated approver will T i i s SO

. . . I and recommend aophomor e
receive an email noting OTC’s Studeont doesnt Qually; but recommend amyway o

. Don’t spgeove or recommend, dedine request 1o enrodl Sancr
requirements for student
participation in dual credit. ===3
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Once your designated approver has clicked the link in their email notification they must:

1. Approve dual credit eligibility

d. Based on the outlined criteria, your approver will determine if you qualify for the dual
credit program.

2. Provide GPA information
d. GPA’s are calculated on the 4.0 scale.
3. Provide grade level

4. Click COMPLETE STEP

Parent Consent

Once you initiate the registration
process, your parents will
receive ongoing email and/or ave reviewed the informatic ereby grant permission for my child (student) to enroll in the OTC [
text notifications. The
notifications will provide them Expectations of student behavice and performance are held to a higher standard than in high school settings
with an update on the status of Class subject matter(s) are more complex and mature in nature than high schoc

your registrations, OR request  OTCis accredited and has transfer agreements with other colleges. Students e responsible for consulting
consent to register your \ny billing ared by the High S ct s the ond gal guardian’s res; Y
requested courses, for the given Payments ars processed through student’s online QuikPey sccounts. OTC does not mall tultion bills All delin
term. e e e B e s o b e e e fate saertios _

Parent: Provide Consant

Sometimes email notifications
are delivered to the JUNK or o . .
SPAM folder. If your parent thdraw after classes begin, no refunds are provided.

cannot find the consent email, \dditional Information i avallable at hitp//scademics.otc.edu/dualcradit
ask them to check their SPAM
mail folder.

Your parent will receive an email m

and text message with a link to a
parent consent form for each requested class. Parents must click the link provided in their email or

text notification to access the online consent form for each class requested by the student.
5
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Note: Parents do not and should not have DualEnroll accounts; only students can log directly into
DualEnroll.com. Students also receive text and email notifications throughout the registration process.
Please note that the links provided in the student notification of parental consent will direct students to
log into their DualEnroll account where they can check the status of their registration. Students cannot
approve or submit parental consents. All consent links must be accessed by the parent or designated
approver, through their specified email address/contact information.

Once your parent has clicked the link in their email
notification they must:

1. Provide an Electronic Signature

d. They must enter their first and last name
in the box provided.

2. Provide Payment Method

d. We strongly suggest parents choose the VISA ﬂ
‘pay now’ option. Parents who choose
the pay-later option must wait until the
designated OTC payment window to
make a payment on their student’s
account. Consequently, parents who
choose to pay during the payment
window, will have significantly more =
steps to complete to pay their student’s
account balance. Failure to pay the balance before the payment window closes will result
in a student registration hold and will prevent your student from registering for courses in
future semesters.

b. Homeschool students and students attending classes outside a school-paid district will be
required pay electronically, per class. Parents can also select the ‘pay later’ option. The pay
later option may appear as ‘Pay electronically via Student’s MyOTC.’

1. A convenience fee will be charged on all credit card transactions. ** No fee for E-
checks.

3. Click COMPLETE STEP.

If your parent/approver is not receiving email notifications, you can check/edit parent contact
information by clicking on the Profile tab at the top of your page. Click on the ‘Parent Information’

6
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option on the menu to the right of your screen, and update parent contact information. See page 2 for a
reminder on how to access parent information.

Login and Account Creation Troubleshooting

If you've forgotten your username or password, you can
retrieve your username and/or reset your password
using the link on the login screen.

Log into your existing DualEnroll account

When to contact the DualEnroll HelpDesk:

1 If i1l (ZARKS TECHNICAL
« If you still cannot access your account |Gttt ae ir e 3 S

after going through the ‘forgot
username or password,’ process, you

. : L Login
can submit a Help Desk ticket by clicking
the Help DeSk buttOIl ln the upper I‘lght Log in to your existing DualEnrell account Instructors with a college account
corner Of the lOg-lIl screen. UISERNAME USE MY COLLEGE LOGIN

PASSWORD

2.1f you receive an error message about
a duplicate phone number or email
address.
a. This occurs when a student has a duplicate account in DualEnroll, or when the student has
a sibling who has used the same parent contact information that the current student is
attempting to add to their application. The DualEnroll HelpDesk can resolve this.




