


● Gather 3 separate email addresses 
1. Student email address

○ Do not use your @students.ocps/sdoc email 
address

2. Parent/guardian email address
○ This email must be different from your own

3. Counselor email address
○ N/A for homeschool students
○ Do not use the personnel email (i.e. 

111111@ocps)
● Write down the correct name of your high school 

guidance counselor (if applicable)



Log in to valenciacollege.edu/dual and Click on the “Apply Now” 
Button



Click on “first time user account creation”



Create a Login ID and a PIN and click “Login”
Make sure to write down your Login ID and PIN

*If you previously created an account, create a new one using a different login id



Select Application Type: “Dual Enrollment Student”



Select Admit Term and fill in the requested information 



Click on “Name” and then “Continue”



Provide all of the information that is required; 
then click “continue”



Provide all of the information that is required; 
then click “continue”



Click on “Lookup High School Code”, provide all of the 
information that is required; then click “copy selected high school 

information to data entry form”; then click “continue”



Provide all of the information that is required; 
then click “continue”



Provide all of the information that is required; 
then click “continue”



Provide all of the information that is required; 
then click “continue”



Once all of the items on the checklist have a green 
checkmark, click on “Application is Complete”



Read the terms and click on “I agree to the terms”



Click on “Dual Enrollment 
Application Signature Request Form”



Click on “Create New Account” for Dynamic Forms

*If you already have an account, please login using 
those credentials



and provide all of the requested information. Confirm 
your email address to activate your account.

a

Enter all information and select 
“Create Account”



Open another tab and navigate to 
your personal email account



Log into your personal email 
account, open the email and Select 

“Activate your account”
*You can also activate from your phone 



Return to the “signature page” tab in 
your browser



Click on “Dual Enrollment 
Application Signature Request Form”



Enter your login credentials and select “log in”



Provide your parent/legal guardian’s full name and email address 
Please note: parent and student email addresses must be different. 

An incorrect email address will delay the application process



Provide all of the requested information and click “Next”.

Fall 2021



Provide your electronic signature and click “sign 
electronically”.



Reminder: Your DE application is not submitted yet! 
An email has been sent to your parent/legal guardian. 

Your parent/legal guardian will have to create their 
own Dynamic Forms account in order to approve of 

your DE application.



Once you submit your signature, you will receive a 
confirmation email. 

(This may take a little while) 



Next, your Parent/Guardian will receive an email 
notifying them of the need for their signature

Parent/Guardian: Click the link at the bottom of the 
email to provide your electronic signature



Parent/Guardian: Click on “Create New Account” for Dynamic Forms

*If you already have an account with the email address you received 
the link, please login using those credentials. Your email must be 
different from your student’s email and must be the same email 
address the student entered for you when they completed their 

portion (the email address you received the link to sign)



Parent/Guardian: Once you have set up or signed into your account, 
click “Complete This Form”



Parent/Guardian: Scroll to the bottom of the page until you reach the 
section labeled “Parent/Legal Guardian Approval.” Read the terms 

and check all three boxes. Then, select “Next.”



Parent/Guardian: Provide your electronic signature and 
click “Sign Electronically”.



Reminder: your DE application is not submitted yet! 
An email has been sent to your guidance counselor 

who will then submit their signature of 
approval/denial.

Be sure to monitor your email. You will receive an 
email once we have processed your application.



Important Reminders: 

- Submitting an application does not guarantee 
admission to the DE program.

- CGPA has to be verified
- Test Scores must be received by the test score 

deadline (April 5, 2021)
- Allow 5 business days for your application to be 

processed and to receive your VID to your email.
- Acceptance letters will be emailed to the email address 

used to create the application account
- Do NOT use your student email address.  
- To check the status of your application, please contact 

your DE representative at your high school



Questions?

West | East | Osceola 

@vcdualenrollment

@vcdualenroll

Valencia Dual Enrollment

Website:
valenciacollege.edu/dual

Email:
dualenrollment@valenciacollege.edu

Find us on Instagram, Twitter, and 
Facebook!


