
DUAL ENROLLMENT PROGRAM 
MULTI-STEP REGISTRATION GUIDE




FOUR STEPS TO REGISTER


•  Step	1:	Apply	online	(click	link	to	start	application)	
•  Step	2:	Setup	your	“MyVCCCD”	portal

•  Step	3:	Complete	and	Submit	
Recommendation/MOU	form	

•  Step	4:	Register	for	course	through	portal

	

The	slides	to	follow	will	show	you	(in	
depth)	how	to	complete	each	step


(Click	on	images	to	the	left	and	right	to	be	redirected	to	interactive	
resources)	

(Click image!)
(Click image!)




STEP 1: HOW TO APPLY


APPLY




ONLINE	APPLICATION	LINK	(click	link,	then	watch	video	below	for	page-by-page	help)	
If	you	have	trouble	viewing	the	video	below,	you	can	view	it	through	this	direct	link:	Step	1:	Apply	

APPLY




STEP 2: SETUP YOUR MYVCCCD 
PORTAL


SETUP PORTAL




ACCESS	YOUR	WELCOME	EMAIL	

Click	on	the	“Start	the	MyVCCCD	Setup	Wizard”	link.		
(Link	expires	in	20	days,	email	mcdualenrollment@vcccd.edu	for	a	new	one	if	it	expired) 

WRITE	THIS	NUMBER	DOWN,	IT	IS	YOUR	ID	
NUMBER 

CLICK	HERE 

SETUP PORTAL




Click	“Begin	Setup”. 

SETUP PORTAL




Read	and	click	to	continue. 

SETUP PORTAL




Click	no	(you	can	set	this	up	later	in	the	process). 

SETUP PORTAL




Read	and	click	to	continue. 

SETUP PORTAL




Read	and	click	to	continue. 



SETUP PORTAL




Write	down	username	and	temporary	password.	Click	
“Account	Manager	Login”. 

WRITE	THIS	DOWN 

WRITE	THIS	DOWN 

CLICK	HERE 

SETUP PORTAL




It	might	re-route	you	to	a	similar	looking	page.	If	it	does,	click	
“Account	Manager	Login”	again.	 

SETUP PORTAL




It	will	direct	you	to	the	MyVCCCD	portal.	Type	in	your	username	and	password	
from	prior	page	(the	ones	you	wrote	down)	and	login.	Your	username	is	in	the	

format	”firstname_lastname_number”	and	will	always	remain	the	same. 

SETUP PORTAL




Type	in	a	backup	personal	email	address	to	have	on	file.	An	email	with	a	One	Time	
Passcode	will	be	sent	to	it	immediately,	so	make	sure	it	is	an	email	address	you	have	

access	to	right	now.	 

SETUP PORTAL




This	page	will	appear	next.	Now	go	to	your	personal	email	
account	inbox	to	find	the	One	Time	Passcode	that	was	sent	to	

you. 

SETUP PORTAL




Copy	the	One	Time	Passcode	in	your	personal	email	inbox	and	
return	to	the	setup	wizard. 

One	Time	Passcode 

SETUP PORTAL




Enter	in	the	One	Time	Passcode	and	press	
“Continue”. 

SETUP PORTAL




Press	“Try	to	continue	logging	in”	and	return	to	the	portal	sign-in	page.	Sign	in	with	your	
username	and	original	temporary	password	(not	the	One	Time	Passcode	from	the	

previous	page,	but	the	Temporary	Password	you	initially	wrote	down.) 

CLICK	HERE 

SETUP PORTAL




WELCOME TO YOUR PORTAL!


Click	on	“My	Account”	at	the	top	right	to	change	your	temporary	password. 

CLICK	HERE 

SETUP PORTAL




CLICK	HERE 

Change	your	password	by	pressing	“change	your	password	now”	link. 

SETUP PORTAL




Type	in	Temporary	Password	(the	one	you	wrote	down	at	the	
beginning	with	your	username).	Press	continue. 

SETUP PORTAL




Create	password	that	satisfies	rules	in	green	box. 

SETUP PORTAL




Press	“Return	to	the	Account	Management	Page”.	
You’re	done	setting	up	your	portal.	

CLICK	HERE 

SETUP PORTAL




STEP 3: SUBMIT 
RECOMMENDATION/MOU FORM


SUBMIT FORM




HOW TO SUBMIT MOU


SUBMIT FORM


Click the link below to complete the Digital MOU Form: 
 

Dual	Enrollment	Recommendation	&	MOU 



SUBMIT FORM


You will log into your portal, then this page will appear. Complete all 
sections with red asterisk: 



SUBMIT FORM


After listing Counselor/Principal email and Parent/
Guardian email, scroll down and list courses you 

wish to take: 
 

*Only upload additional paperwork here if you are a homeschooled student 
with a Private School Affadavit. If you are not, do not upload anything.


List courses here in the format listed, and click 
“Add” if you wish to list more than one course 
for clearance.




SUBMIT FORM


Scroll down and read through Memorandum of 
Understanding, and check the box at the bottom: 

 



SUBMIT FORM
Checking the box opens up a signature box, where you will 
then sign the form electronically and click “Submit”. 

 

Your School Counselor will then receive the form via email and sign it, and then 
it will automatically be sent to the parent/guardian to sign. Once the parent/

guardian signs the form, it will be sent to Admissions and Records for 
processing.




SUBMIT FORM

You will receive emails regarding the progress of your form at your my.vcccd.edu 

Gmail account. Make sure to continue to check your my.vcccd.edu email.  
 

Below is how to access your VCCCD email account, depending on which version 
of the portal you have. 

 



SUBMIT FORM


If you are having trouble with the Digital eForm, 
you can use the PDF method of submitting the 

MOU form, download below: 

PDF MOU FORM 
 

Make sure to fill out the form in its entirety (all 
highlighted sections on the left),  

and email it to mcadmissions@vcccd.edu from 
your my.vcccd.edu email account 

 



STEP 4: REGISTER FOR COURSE


REGISTER




•  Once you submit your MOU form, you will be cleared to take the 
course(s) listed on the form. 

•  You can then register for your course through the Register tab in 
your portal. Input CRN number (for Dual Enrollment classes 
offered on HS campus, ask your school official for the CRN 
number of your course) and then register for the class.  

*Do not “Search” for the CRN if you are taking a class with a 
CRN given to you by the high school. It will not appear through 
the Search function. Type it in manually. 

REGISTER


Click this link for a guide in picture format:  
 

*
STEP BY STEP REGISTRATION GUIDE 

(PICTURES) * 



YOU DID IT!

Congratulations, you are now a college student and have registered for a college 

class!






To confirm that you have successfully enrolled in the class, please check your Schedule Bill, 
accessed at the end of the registration process. Your Schedule Bill will list all the classes you are enrolled in, when 
they start, and deadlines to drop. If the class you are trying to enroll in is not listed, you are not registered for the 

class. See how to access your Schedule Bill below:


If your class has an online component, referred to as CANVAS, move to the next 
slide to learn how to access it.







ACCESSING CANVAS


CANVAS




Login to your portal


CANVAS




CANVAS


Click on “My Courses” in the top right corner




CANVAS


Then click on “Canvas Homepage”





