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Instruction: How to Create Your DualEnroll Account

For New Users

1) Go to https://nvcc.dualenroll.com/login.

2) If you are a “New User” (first time creating a DualEnroll account), then select the button

“Click here” to create your account.

Select “Click here” for
first time applicants

DualEnrll

Northern Virginia
Community College

Please log in. Need a Ia create one.

LOGIN:
PASSWORD:

REMEMBER ME:

L0GIN

Forgot your username or password?

Need to enter your text confirmation code?

3) Complete your new student registration

DualEnr=ll

Northern Virginia
Community College

New Student Registration

Find your
high school & enter your
personal data

You can use your myNOVA
username & password or
create a new set

It's recommended to use
the same email account
when you applied to NOVA.
Use a personal email (Gmail,
Yahoo, Outlook, etc.) & not your
school or VCCS.edu email
account. A verification link
will be sent to your email to
activate your DualEnroll
student account

NOVA Office of Dual Enrollment | Rev. 5/2020

Register now — Required fields are marked with a *

HIGH SCHOOL:"

>

Fassword must be at least & characters in length.
CREATE PASSWORD: "

CREATE LOGIN:®

RETYPE PASSWORD:"

NTS correct legal neme

FIRST NAME:"
MIDDLE NAME:
v
LAST NAME:

DATE OF BIRTH:"
Provide at least one preferred methed of contact:
EMAIL:"

CELL PHONE (text messages):

@ | prefer not to provide a cell phone

I'm not a robot



https://nvcc.dualenroll.com/login

Instruction: How to Create Your DualEnroll Account
For New Users

4) Verify your DualEnroll student account through email or text

Northern Virginia [ HELP DESK |

Community College
y 8 DualEnr=l1l

Please log in. Need a login? Click here to create one.

Verify your account first
before logging in

You have signed up successfully. Please check your email for instructions on how to confirm
your account.

LOGIN:

PASSWORD:

REMEMEBER ME:

Forgot your userngme or password?

Need to enter your text confirmation code?

DualEnroll.com: Please activate your new account Inbox x

noreply@dualenroll.com

1o [ -
Welcome I

You can confirm your I account using the link below:

Confirm my_account

5) Finish setting up your DualEnroll account

Northern Virginia [ HELP DESK |

Community College
y Colles DualEnrsll

Mark Ecleo | Help | Logout

below and complete the application.

ce or general information on Concurrent Enrollment go to wws.nvec.edu/dual-enrollment or email i g

Enter your 7-digit NOVA
student ID (EMPLID / SIS #)

NOVA Office of Dual Enroliment | Rev. 5/2020 2



Instruction: How to Create Your DualEnroll Account

For New Users

6) Agree to DualEnroll Terms and Conditions

Check the box to agree to
term & conditions

7) Enter your parent/legal guardian Information

Enter your parent/guardian
name and contact
information. Select a
preferred contact method

8) Select your HS counselor and enter your HS student ID number

Select your HS counselor &
enter your HS student ID #

Click ‘Finish” to finalize your
account creation

NOVA Office of Dual Enroliment | Rev. 5/2020

DualEnrll

Northern Virginia
Community College

| Help | Logout

Profile  Courses  Status

Agree to Terms and Conditions

T understsnd and agres to the fo
ual Enrollme:
il deterr

tain classas raquiring preraquisit:

ch must be sent to any collega/univarsity I zttend. Thare may bs times whan the

the first semester of a
chool are free of charge,
wailable if 1 am currenty

se academically

ith each ather and for my

academic infarm,

[ | e

DualEnrll

Northern Virginia
Community College

| Help | Logout

Profle  Courses  Status

Verify Parent Email

Parent/Guardian Notification

Tell us how to contact your parent/guardian

Parent Name:*

Parent Email:

Parent Cell Phane: Verify Parent Cell Phone:

Please note roviding both email and cell phone for your parent/guardian if possible. IF both email and cell phane are provided,

= will sand

Northern Virginia

Community College
Y € DualEnt=l1l

| Help | Logout

Profile  Courses  Status

High School Counselor

Confirm your high =

Don't worry if you don't see your counselor listed. Just pick *I don't know’ or 'Not listed' and we'll make sure your request gets to the right place

High School Studznt

Your High School Student 10 is the 1D provided by your high scheol district.
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9) Select your dual enrollment courses

Northern Virginia [ HELP DESK |

DualEnr=l1l

Community College

| Help | Logout

Profile Courses Status

Marrow your Search

Browse all courses or narrow the selections displayed using the search criteria

Remember that using multiple search criteria may eliminate all courses
Select your dual EINEE
Ll College Campus = High Schoel M onlinecourse B Regional Center
enrollment course
by clicking on the -
. BIO 101 = General Bialogy | Northern Virginia
course title. You 7 e
can only SeleCt BY COURSE TYPE ENG 111/112 = Collegs Compasition I/l Northern Virginia
Community College
one course at a Choose all that apply:
time College Campus T HIS 1217122 L United States History 1/Il -onherr Virginia
ommunity College
High Schogol P
= ITD 132/256 = Structure Quary Language and Advanced Northern Virginia
Onling k- Dstabase Mansgment Cammunity College
Regional Center Q
ITD 134/ITP 100 - PL/S0] Programming and Software Design ~ Northern Virginia
NOTE: you can
Show only classes meeting on: ITE 115 L Introduction to Computer ionzznd  Northern Virginia
Concepts Community College
only view & select o O Tee © we
. ITE 115/SDV 100/101 Introduction to Computer and  Northern Virginia
Thu Fri Sat
. Concepts/Collese Success Skills/Orientation to Community College
is offered at your sun Information Techrology
h 18 h school Show only classes mesting ITE 170/1TP 100 - Wultmedia Softwars & Softwars Desizn Nertharn Virginia
between: Community College
¥ - v
ITN 100/260 = Introduction to Telecommunications & Northern Virginia

Network Sacurity Basics Community College

10) Register for the course
Northern Virginia [ HELP DESK |

C ity Coll
ommunity College DualEnr™ll

| Help | Logout

Profile  Courses  Status

Course Detail: General Biology | &

COURSE NUMBER: BIO 101
CREDITS: 4.0
COLLEGE: Morthern Virginia Community College

REQUISITES:  ENGLISH: SAT 480; ACT E&R 18; AP Lit. or Lang. 3; VPT ENG 111 - MATH: SAT 530; ACT 22; SOL (Alg.
1, 1l or Geo.) 400; AP Calc. BC 3; IB Math 5; VPT MTH units 1 through 3

DESCRIPTION:  Focuses on foundations in cellular structure, metabolism, and genetics in an evolutionary context
Q ‘ Q ’ Explores the core concepts of evolution; structure and function; information flow, storage and
Cllck on Reg[ster exchange; pathways and transformations of energy and matter; and systems biclogy. Emphasizes
process of science, interdisciplinary appreach, and relevance of biclogy to soriety.
to add your DE

course. If the Available Sections

‘Confirm i Start/End Date
Prerequisites’ —_— N2 ™ S Regiter
dialogue box Confirm Prerequsites

appears, click on
lpp ! 'll)'h}.s course rquires r.\_rsikrqui?iteﬁ‘ which mu?} be corlrllple}ed .
i i efore you can be registered for the course. If you will not mee
Contl nue Wlth these quuiremenls‘ g\ease select a different cgurse.

this Course’

Continue with this course Choose a different course

NOVA Office of Dual Enrollment | Rev. 5/2020 4



Instruction: How to Create Your DualEnroll Account
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11) Selecting another dual enrollment course

Northern Virginia [ HELP DESK |

Community College
¥ % DualEnr¥ll

| Help | Logout

Profile  Courses  Status

General Biology | was successfully added

The courses you are currently registering for are shown below.
The Steps column indicates what needs to be done to complete the registration process:
* Highlighted steps need to be completed by you. Click on the text link for detailed instructions.
» Other (non-highlighted) steps need to be completed by others {your high school counselor, parent/guardian, or college staff)

Your Dual Enrollment Courses

Course Status Steps
BIO 101 General Biology | 0001[+] Pending: Completion of Per Term Steps
North: Wirginia C ity Coll
F\(ozozengn- zlurzgllma IR History] [Notifications] [Abandon
. i Tasks for the term: FY 2020 - 2021 (Northern Virginia Community College) Processing: Apply Staged Student
Click on ‘Select ASsessment Scores

P History] [Notifications
another course

to add another DE

No Further Actions Required

course. o )
;‘ou hgge;omplete_? yo&{r retgliltrallon requﬁest. You \‘élltl
i e notified via email and/or téxt message if you nead to
OtherW|Se, seleCt complete additional steps at a later Iimg Y
‘view status’ or Please select one of the options below:

‘logout” when
finished

select another course iew status logout

STUDENT REGISTRATION STATUS (email or text notification)

DualEnroll.com: Information (ref [ ) =~ >

noreply@dualenroll.com 1:57 PM (31 minutes ago)
1o

Dear Student,

This is to confirm that you have begun the registration process listed belowr. If you provided contact information for a parent of guardian. they have also been sent a message.

Student: -

College: Morthern Virginia Community College
Term: FY 2020-2021

You and/or your parent/guardian may receive additinal messages regarding status and other actions if required

Northern Virginia
Community College

DualEnroll.com: Provide Consent (ref [ ) =~ o~

noreply@dualenroll.com
tn&

Dear Student,

Notification has been sent to your parent/guardian via email _

If for some reason your parent/guardian does not receive the notification, visit your registration status page to resend

You may also

your profile page to change your parent's contact information.

Sludem:-

College: Northern Virginia Community College
Term: FY 2020-2021

No additional instructions provided for this task.

Northern Virginia
Community College

NOVA Office of Dual Enrollment | Rev. 5/2020 5



Instruction: How to Create Your DualEnroll Account
For New Users

PARENT/LEGAL GUARDIAN CONSENT STATUS

Primary Email Confirmation View (initial parent/legal guardian email confirmation)

€ Back ¥ W\ = B8 Archive BY Move T Delete ' Spam =+

DualEnroll.com: Information (ref | N 3

nnreili@dualenmll.:nm <

Dear Parent/Guardian,

alenroll.com> = Th

has begun the registration process for one or more dual enrollment courses at Northern Virginia Community College. Once the high school has reviewed the
registrations you will receive an email asking you to provide consent.

Student: -

College: Northern Virginia Community College
Term:  FY 2020 - 2021

Note: You have received this email because the student provided this address for their parent or guardian

Northern Virginia
Community College

Secondary Email Confirmation View if Students is Under 18 Years of Age
& Back W W = M Archive B3 M,

Dual€nroll.com: Provide Consent (ref [ I 8

nareili@dualenroll.oom <

Dear Parent/Guardian,

Your cth- has applied to participate in the dual enroliment program at Northern Viginia Community College.

As-is under 18, Nerthern Virginia Community College requires parentaliguardian consent.

Student: -

College: Northern Virginia Community College
Term:  FY 2020 - 2021

review the documentation and complete your task.
No addition structions provided for this task.

Note: You have receivi is email because-prnvided it as- parent/guardian’s email address on the dualenroll.com website when- signed up for the
class.

Northern Vir,
Community College

Parent/Legal Guardian Consent Pa

Northern Virginia
Community College

Dual Emsgll

Parent: Provide Consent

A parent/legal
guardian must

I understand and agree to the following;

My student has requested 1o participate in dual enrclimen. All students must demonstrate college readiness in order to
take Dual Enrollment classes by placement scares far English & Mathematics. Gertain classes requiring prerequisies or

specific placsment testing results will determine i the student is eligible to take a course p rOVid e consent
Dual enrollment courses are part of a NOVA transcript which must be sent to any college/university my student attends
There may be times when the college grading policies differ from those of the high school to a | IOW stu d ents

My student’s lack of participation/attendance may negatively affect their ability to stay in a dual enroliment course. Should

my student not pass the first semester of a 2-semester {full-year] course with a D or better, they wil be automatically .
dropped from the second semester of the D class. to be registere d
In accordance with the contract between NOVA and the school district, DE courses that take place in the high school are free

ofeneree for dual

Under section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA), disability services are.

available if your student is currently enrolled, has 2 documented dis
Iife’s major activities, and is atherwise academically qualified_ Plea
website (https://www.nvec edu/dissbility-services/]

blity that substantially limits them in one o more of I
2\i\ e infarmation on NOVA's Disability Services enrollment

courses.

Sign electronically by entering your first and(gst name:

saylg 0 take this course and agree o 1

ep’ (o give permission for yo!

Please click the COMJJJETE STEP" buttan below to confirm,
Ifyou have any proBlems or questions regarding payment or permission, click hiere to Contact support

NOVA Office of Dual Enrollment | Rev. 5/2020



Instruction: How to Create Your DualEnroll Account

Troubleshooting the Application Wizard

Common System & Technical Errors:
1) Forget your username or password tool

Select a method of delivery either through text message or by email to recover or reset your DualEnroll student
account. Go to: https://nvcc.dualenroll.com/users/password/new.

2)  Request your confirmation code

Enter your 10-digit phone number to receive a text message with your account confirmation code.
Go to: https://nvce.dualenroll.com/users/confirm.

3) System Browser

It is best to use Google Chrome or Mozilla Firefox for the application. If the application continues to not load or the
application cannot be viewed using the browser, close the application. Go to the browser’s settings and clear all caches
and cookies. Close the browser and open up a fresh browser. Restart the application process from step 1 (pg. 2). If this
method does not work, use a different browser.

4)  Any System & Technical Errors Not Covered Above

Contact the Office of Dual Enrollment and provide a detailed summary of the inquiry. Provided the applicant’s full and
legal name, DOB, district and high school name.

Who to Contact for Inquiries or Technical Assistance

Office of Dual Enrollment
3928 Pender Dr

Suite 211

Fairfax, VA 22153

Telephone: 703.764.5067
Email: dualenrollment@nvcc.edu

Visit the NOVA Dual Enrollment webpage at www.nvcc.edu/dual-enrollment/ for more information about the
program.

How to Report Application Errors

Contact the Office of Dual Enrollment and provide a detailed summary of the inquiry. Provided the applicant’s full and legal
name, DOB, district and high school name.

NOVA Office of Dual Enrollment | Rev. 5/2020 7
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Instruction: How to Create Your DualEnroll Account

NOTE: Please have the following ready before creating your DualEnroll account:

e Your NOVA EMPLID (7-digit student ID #)

e Acomputer

e |[nternet access

e Your personal email account (Gmail, Yahoo, Outlook, etc.)

STEP 1: Go to https://nvcc.dualenroll.com/login.

STEP 2: Select “Click here” to begin creating your account.

STEP 3: Find and select your high school and enter your personal data. Then, you will need to
provide your personal email to receive a verification code to activate your account. You may also
opt to enter your phone number instead to receive a verification code to activate your account.

STEP 4: Verify your account first from your email or text message before logging in.

STEP 5: Complete setting up your account. Enter your NOVA EMPLID when prompted to do so.
STEP 6: Check the box to agree to terms and conditions

STEP 7: Enter your parent/legal guardian name and contact information. Select a preferred
communication method (email or text).

STEP 8: Find and select your high school. Then, enter your high school student ID number. Finally, click on
‘Finish’ to complete your account set up.

STEP 9: Select your dual enrollment course. You may only select a course one at a time.

STEP 10: Click on ‘Register’ to finalize your course selection.

STEP 11: Continue to add your dual enrollment course. Otherwise, click on ‘view status’ or ‘logout’ when
you are finished.

NOTE:

Student will receive email notifications to track their enrollment status.

FINAL REMINDER:

A parent/legal guardian consent is required to allow students to register for dual enroliment courses,

especially for students who are under the age of 18. Parents/legal guardians must check their email
account or text message to acknowledge their consent.

NOVA Office of Dual Enrollment | Rev. 5/2020 8
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