GWC Dual Enrollment Online Signh-Up Process

Updated July 2020



Online Sign-Up Process (2 Steps!)

e Step 1. Online GWC Application
* Link: https://bit.ly/gwcapply

* There are 2 parts: Students must create an Open CCC Account AND submit the online GWC application

e Students who previously applied to GWC and have enrolled in course within the last academic year DO NOT need
to reapply while still in high school.

e Step 2. Online Dual Enroliment Release Form
* Link: www.goldenwestcollege.edu/dualenrollment/apply

 Students will fill out online form, sign electronically and submit
* Form will be sent to their parent/guardian (if student is under 18) and high school principal to sign
 GWC will process the form once all required approvals have been collected
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Online Sign-Up Process (Students)

Link: www.goldenwestcollege.edu/dualenrollment/apply

Students will click on the button for
the Dual Enrollment Release Form

(after submitting GWC application)
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Online Sign-Up Process (Students)

Answer the checklist questions to make sure you are ready to fill out the release form

GWC Dual Enrollment Release Form Checklist

Students will click on the green button at
the end of the checklist to continue to the
Dual Enrollment Release Form
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Online Sign-Up Process (Students)

New users will need to create a Dynamic Forms account the first time they use the tool

(they will just sign in with their username and password if they already created an account)

Students will need to set up their own account with their own email
address! Parents will set up their account when it is their turn to sign
the form (the accounts have to be different to sign electronically).
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Online Sign-Up Process (Students

Students will fill out the Dual Enrollment Release Form online, listing courses they want to take;
they will sign it electronically and enter their parent/guardian’s contact information (if they are under 18 years old)

Sign electronically x

Please read the Disclosure / Consent before you sign your
form electronically.

Typing your name exactly as it appears below signifies you are
completing this form using an electronic signature. By signing
electronically, you are certifying that you have read and
understand the Disclosure/Consent and agree to electronically
sign. You also agree to receive required disclosures or other
communications related to this transaction electronically.

To continue with the electronic signature process, please enter
your name and click the "Sign Electronically" button to save
your information and submit your electronic signature.

Matt

Valerius

Sign Electronically

If you would like to opt out of electronic signature, please click
the "Opt out and print" link below to save your information and
print a local copy for your signature.

Opt out and print




Online Sign-Up Process (Parents)

If students are under the age of 18, the form will be emailed to their parent/guardian to review and sign

(the student’s parent/quardian will also need to create a Dynamic Forms account if it’s their first time using the tool)

dualenrollment@gwc.cccd.edu Valerius, Matthew 12:02 PM

Dual Enrollment Approval Required for Bruno Mars v

Bruno Mars is requesting permission to enroll in one or more courses at Golden West
College as a high school student.

You have been listed as this student's parent or legal guardian. Your permission is
required in order to complete the registration process. Please carefully review the Dual
Enrollment Release Form and indicate whether you grant permission for your student to
enroll in the indicated Golden West College courses. If you are not this student's parent or
legal guardian, please contact the GWC Dual Enrollment Office at
dualenrollment(@gwec.cccd.edu.

Please use the following link to review and sign the Dual Enrollment Release Form:
Click here to complete vour section of the form.

You will need to create § username and password if this is your first time using the
Dynamic Forms approvel sofiware.

\

Parents will click on the link in the email to open the form
and sign it.

(Parents will need to create their own Dynamic Forms account if they have
not used the online form tool before).




Online Sign-Up Process (Parents

Parents will need to sign the form electronically to give their student permission to enroll in a college
class while in high school. After the parent submits the form, it will be sent automatically to the high
school principal to review and sign.

Sign electronically x

Please read the Disclosure / Consent before you sign your
form electronically.

Typing your name exactly as it appears below signifies you are
completing this form using an electronic signature. By signing
electronically, you are certifying that you have read and
understand the Disclosure/Consent and agree to electronically
sign. You also agree to receive required disclosures or other
communications related to this transaction electronically.

To continue with the electronic signature process, please enter
your name and click the "Sign Electronically" button to save
your information and submit your electronic signature.

Matt
Ly
/ Valerius
// ~ Sign Electronically |

If you would like to opt out of electronic signature, please click
the "Opt out and print" link below to save your information and
print a local copy for your signature.

Opt out and print




Online Sign-Up Process (High School Staff)

The form will then be emailed to the high school staff to review and sign

(the high school staff will also need to create a Dynamic Forms account if it’s their first time using the tool)

/

- . : .
1. Click whether you approve for the student to take the 2. Complete principal’s recommendation section with:

requested courses. * Name
* School

(for each course listed — up to 4) « Signature



Online Sign-Up Process (GWC Staff)

* Once all signatures have been received, the form will be available to GWC staff to review

* In reviewing the forms, GWC staff may need to “Reject” a student’s form and send it back for them to re-submit. Some
common reasons a form will be rejected include:

The student’s and parent’s signatures are the same (which means the student and parent did not create unique accounts)
The student never submitted a GWC application and doesn’t have a GWC ID in the system (so it can’t be processed)

The CRN or course name are wrong or don’t match

The high school staff did not click Yes/No in the approval box for each course listed

If a form is Rejected, it goes back to that person to fix their part and re-submit. Students and parents should check their email
reqularly in case a form needs to be fixed and re-submitted.

* GWOC staff will process completed forms and automatically enroll the students in requested and approved courses.

 GWC will send an email confirmation to students once they have been formally enrolled in the approved classes —
please note this may take several days due to the high volume of submissions. We appreciate your patience.
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Tracking Students Through Process

All users (students, parents, high school staff, GWC staff) can log on to their Dynamic Forms account to view
completed or pending forms that have been submitted and download copies of PDFs

* Link: https://dynamicforms.ngwebsolutions.com/

/

Pending / Draft Forms — forms in process that still * View/download PDFs /

need to be signed * Complete forms that are in process

Forms History — forms that have been completed by

you and forwarded on to GWC * View forms waiting on parent signatures and send reminder emails


https://dynamicforms.ngwebsolutions.com/

Thank you!

Please contact us if you have any further questions

GWC Dual Enrollment Office
Email: dualenrollment@gwec.cccd.edu
Phone: (714) 892-7711
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