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Overview

 How to Apply

 Create a Quickbase Account

* Quickbase invitation
e Creating login credentials

e Login to Quickbase

* View login homepage and applicant dashboard

Edit and view student applications

¢ Understand the edit and view icons
* Upload documents to student applications

Upload supporting documents

e Submit completed application
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How to Apply - Overview

Students can apply by visiting the dual
enrollment consortium application
website below:
octo.quickbase.com/db/bmsi2h8z2

To begin your application, click the
“New Application” button and
complete Part One.

After you complete Part One, you can
choose to a) click the “Save & close”
button and finish your application
later, OR b) immediately complete Part
Two of the application, click the “Save
& close” button.

Applicants will not be able to log back
into their application until they receive
an email notification from the
Quickbase system within 24-48 hours
of clicking the “Save & close” button.

The notification will provide you with
directions on how to create a profile

and log back in to your application to
complete it.
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Quickbase Invite

* New applicants will receive a

Quickbase invitation email (f the user
does not receive an email from Quickbase within
24-48 hours, the user may need to check their
"Spam" folder. User email account filter may have
classified the email notification as spam).

» Click the “Go to this app in

Quickbase” link to create a
username and password.

CLICK HERE

& quickbase

(22 Susan Jones invites you
to join Dual Enrollment.

| want to share the Quick Base
“Dual Enrollment” app with you.
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Crea,te Login Cred entials Sign Up for Quickbase

All fields marked with an asterisk ( *) are required

« Username - school or personal email

address. | ',
Email address libralady.wms@gmail.com
Choose a password* | |
- Password — secure password the user will e '
remember. Quickbase does not have Must beat east 8 characters

Must include both numbers and letters

access to user passwords.

Please set up a security question in case you ever need to reset your password

Question: * | Selecta question... v
. Answer:* | |
* Click the check box after user has agreed oo S— |
to Quickbase terms and privacy policy. Sk e t e o

{J Ihave read and agree to the Quickbase Terms of Service and the Quickbase Privacy Policy

« Click “Register.”
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Login Screen

o After creating user login
credentials, the user will be
directed to the Quickbase
homepage.

» User must click “No” to precede to
the login page.

* Login with username and created
password.

 If user is unable to remember their
password then click “I forgot my
password.”

* Quickbase will send an emalil to
user email address with
instructions to recreate password.

Signin

We need to know where to send you to signin.

Do you have a OCTO (Office of the CTO, District of Columbia) corporate
username and password?

o -

Select“YES”in the box if you have a Select "NO”in the box if you don't have
dc.gov or k12.dc.gov email account. a dc.gov or k12.dc.gov email account.

© 2024 Quickbase, Inc. All rights reserved. Terms | Privacy
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Quickbase Homepage

« After logging in, user will view the
Quickbase “My Apps in OCTO”
webpage.

 User clicks the “Dual Enrollment” icon
to view the dual enrollment applicant
dashboard.

Quickbase - My Appsin OCTO

My apps

@ _ CLICK HERE
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Applicant Dashboard

Home

Show Guickbase Performance Sar

Dual Enroliment Application - Applicant Homepage

Program Information How To Apply

Part One:

The Cffice of the State Supenntendant of Education [O55E) is offening aligible students from partnaring local educaton agencies and high sch

courses a local institutions of higher education (FHEz) that are pariners of the DT Dual Enroliment Consartium Program daring the 2021-22

V. Ta begin your application, clck the “New Application” butten and complete part oneg of the BC D
A ou complete Part

| Enrefiment Consortium Program application

Maore information on the 0.C. Dual Enscliment Consortum program can be found by visiting the 0552 Dual Enrpliment O pportunitias webnags

butten

For mote information regarding the spplicition process, please contact your schools dusl snsollment coordinator o Kabecia Baity st Kalecis Buitylmde goy
om the CuickBase

 your application
" button

hich option you choose. you will not
Sy THRm w ours cking the ~Save & close” button. The not
[ ot Blready done 10 of update/add to yo

%

s -:-u"':"+l".e
PLEASE 'WAIT TO RECENWE THE EMAIL NOTIFICATION FROM CUMCKBASE BEFORE TRYIMNG TO LOG BACK IN. DO NOT ATTEMPT TO LOG BiyCK 1N WITH A MNEW EMAIL
ADDRESS.
Part Tweo:

1. Schoal Counselar: can uplosd the following decuments for studenty: High Schoal Transorpl, Counsslar or Principal Recommaendation Form, and Teacher Letter of

Recommendation
2. Swdents shou

view Part | of the application o ensure all requited materials listed below, are sucoessfully uploaded
s ‘Yourtransenpt

» Acopyof

¥

of recommendation from high school teacher

sedor oF Py Reco dation Form; and
8

tion until you are ready bo sulbmit your application to O55E
se check the “Submit™ box and click the ~Save & close

tion, please continue to click the "Save
and uploaded all requined documents to P, epl
button and your application will be forwarded to the OSSE Dual Enroliment Consartium Program Manager

My Application
First Marne Laat Parme Prirmary Bl

Mo spplications found

« The applicant will click the “application” button to open and create a new application.
* Please note that the database may take up to 24 hours to display an application on an applicant’'s dashboard.

* Applicants can view, edit and save their apBIic_ation_. Applicants can exit and return to their previously saved
application located on the dashboard to submit their completed application.

d* N K
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Edit and View Student Application

« Student applications are viewed two Saved Applications

e =]

= Pencil icon - is used to “edit” the student

. ! o tees - . Smith
application. The “edit” icon is used to
upload supporting documents. ) Test - Test
= Eye icon - is used to “View” the student Test!!
application.
Tester

Saved Applications

Smith

‘ Test - Test

Test!!

Tester
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Application: Part One

Students must complete ALL required (*)
information: Student information, parent
information, academic information and
colleges / semesters of interest.

o Applications Add Application

» Reports & Char

Part One _

~ Student Information
First Name *

Primary Telephone

Date of Barth *

Street Address

Selecta State/Region v

~ Parent/Guardian Information

Parent/Guardian First Name

Parent/Guardian Primary Telephone

Parent/Guardian Street Addres:

Parent/Guardian Last Name

Parent/Guardian Emad

2/29/2024
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Cont. Application: Part One

- Academic Information

v Colleges / Semesters of Interest _

High School *

>earch and select 7

Counselor Name Counselor Email

Grade Level

~

Anticipated High School Graduation Year

v

Current Cumulative GPA *

GED Ready English Language Arts Score (if applicable)

GED Ready Mathemetics, Social Studies or Science Score (if applicable)

Most Recent SAT or ACT Score (if you haven't taken the SAT or ACT, place "N/A" in the space)

Rank the colleges you are interested in attending below using the drop down field. For example, one (1) is the highest rank and three (3)is the lowest rank.

Please select the type of College you would [ike to attend for Dual Enrollment *

v

School Year

| am interested in participating in dual enrollment for the following semesters (check all that apply)
Spring

v How did you know about this Program? _

How did you hear about the dual enrollment consortium program *

A4

o Students must complete ALL required (*) information: academic information

and colleges / semesters of interest.

* o Kk
.w:
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College/Semesters of Interest

» Applicants must click the dropdown v Collees / Semesters of ntrest
menu tO Select one Out Of the th ree Rank the colleges you are interested in attending below using the drop down field. For example, one (1) is the highest rank and three (3) is the lowest rank.
types Of CO”eg eS beIOW. 1) Please select the type of College you would like to attend for Dual Envollment *

Community College (2 years) v

= Community College (2-Year)

Montgomery College

= University (4 Year) | v
= UDC CARE Program e Gl

2 v
* Quickbase will identify the type of -
college the applicant qualifies for : "
based on the grade level and grade ot
p () | nt ave rag e (G PA) . |am interested in participating in dual enrollment for the following semesters (check all that pply) *
Summer. | Summer '

* Applicants must rank the colleges
they are interested in attending
from one (1) is the highest rank and
three (3) is the lowest rank.
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New and returning
applicants must submit a
350-500 word essay and
upload documents to their
application.

Application: Part Two

v Personal Statement / Essay

New Applicant:
Please submit a 350-500 word essay using the following prompt: “Why are you a strong candidate for dual enrollment? Please describe
your strengths, future plans, aspirations and why you would be a good “fit” for the program.”

Returning Applicant:
For students who participated previously, please submit a 350-500 word essay using the following prompt: Based on your previous
participation in dual enrollment during the semester (through the DC Dual Enrollment Program):

1) Did you have a successful semester?
2) What did you learn from your participation in dual enrollment?
3) What do you hope you gain from another year of participation in dual enrollment?

Upload your essay in the DOCUMENT UPLOADS section. (This is a mandatory component of the application).

DSSE
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Upload Supporting Documents

Applicants must upload all required
documents.

Click the “Choose File” button to open
the drive on your computer then
locate the file and attach the
supporting document in PDF format.

School counselors and LEA POCs
can upload student transcripts and
letters of recommendations
(counselor or principal form and
teacher letter of recommendation).

~ Document Uploacds

CLICK HERE

GE—

Upload Essay

Choose File | Mo file chosen

Upload High School Transcript

Choose File | Mo file chosen

Upload Counselor or Principal Recommendation form

Choose File | Mo file chosen

Upload Teacher Recommendation Form

Choose File | Mo file chosen

Upload signed Release of Information form

Choose File | Mo file chosen

ntent to Enrell Form

Choose File | Mo file chosen

Additional enrollment form 1

Choose File | Mo file chosen

Additional enrollment form 2

Choose File | Mo file chosen

Upload Other

Choose File | Mo file chosen

2/29/2024
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Saving Changes to Student Application

« After user uploads supporting
documents then click the “Save &
close” button.

Applicatons  Edit Applcaton #660 CLICK HERE

Part One

v Student Information

 The "Save & close” button is located
on the upper right hand corner of the
page. Click this button to save
changes and close the application.

OSSE 2/29/2024 15




Application Submission

Click the “SAVE & CLOSE” button after
completing Part One and Part Two of
the application.

Students will receive an email
confirming their successful submission
of the DC Dual Enrollment Consortium
Program application.

~ Document Uploads

Upload Essay

| Choose File | No file chosen

Upload High School Transcript

Upload Counselor or Principal Recommendation form

| Choose File | No file chosen

Upload Teacher Recommendation Form
[ Choose File | No file chosen
Upload signed Release of Information form

| Choose File | No file chosen
Intent to Enroll Form
| Choose File | No file chosen

Additional enroliment form 1

] Choose File | Mo file chosen

Additional enroliment form 2
Choose File | No file chosen
Upload Other

] Choose File | Mo file chosen

2/29/2024
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Redirected to Applicant Dashboard

Home

Dual Enrollment Application - Applicant Homepage

Show Quickbase Performance 3ar | [

Program Information

How To Apply

g eligibie & M i

Part One:

of the DC Dual Enrolim e

1. To begin your application,
2 Afver you complete Part
sppl

click the “New Application” b

tton and complete part one of the BC Dual Enroliment Consortium Program application
al £ i ta 3} chik the # & clote” button and finih your ap complete pan twa of the
Submit” bax at the bottom of the spplication [se& intsrmation on how 1o complets Part twa balow) and click the ~Save & clase”

More infermation on the D.C

wal Enreliment Consart

m program can ke found by vis

g the SY5SE Dual €

e Bnd check the

For mote infarmation regarding thi apgili

pleaze contact your schools dusl snroliment coordinator of Kabecin Baity st Kales

OTE® N

Jo matter which option you choose, you will not be able to log back in to yo
-48 hours of clicking the ~Save & close” button. The jon will prowid
te complete Fart 11 (if you have not slresdy done 1o o updste/add to your materisl

apgplication until you receive an email no
a with directions on ho CrEale @ p
ready cheched the ~Submit™ box and cli

fication from the CuickBase
e and kg back our application
d the ~Save & close” button

T
n

o ve

PLEASE WAIT TO RECEIVE THE EMAIL NOTIFICATION FROM CLURCKBASE BEFORE TRYING TO LOG BACK IN. DO NOT ATTEMPT TO LOG BACK IN WITH A NEW EMAIL
ADORESS.

Fart Two:

1. School Counsebors can upload th

Recommendation

ving documents for students: High School Trenscript, Counselar or Principal Recommendation Farm, and Teacher Letter of

howkd review Part Il of the application 1o ensure all required materials

uploaded
hrool teacher,
lor or Principal Recommend;
igned Beieased of Information Egrm
3 L an completing your application, please continue to click you are ready ubmit yaur application to O5SE
3

& you have completed P

O and uplosded all required documen
button and your application w

chack the
sgrtium Program Manager,

Save & choww

My Application

First Maene

Mo spplicstions found

« After user clicks the “Submit Application” and “Save & close” button, user will be redirected to the applicant dashboard.

e User can continue to edit or view student application.
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Application Tips

« Attach all supporting documents in PDF format. Review e Applicants must ensure their essays are
the following steps below to convert your Word document 350-500 words (use word count to ensure
or image to PDF format. you meet the application requirement).
= Open your Word document, and click the "File" button in - New applicants are strongly encouraged

the upper left corner. to gather ALL required documents
= Click the "Save As" button. In Word 2013, you will also BEFORE starting the application.
need to click the "Browse" button on the "Save As"

screen.  ALL required (*) fie-lds must be qor_npleted
for successful application submission.
= Next to "Save as type:", select "PDF (*.pdf)". Then name
your file and pay attention to where you are saving it.

When you are done, click "Save."

= To convert an image to PDF format, open the image on
your computer. Go to File > Print or use the Command+P
keyboard shortcut. In the Print dialog box, select the PDF
drop-down menu and choose Save as PDF. Choose a
name for the new PDF and select Save.

OSSE 2/29/2024 18




Contact Information

For general questions or information about the applicant tutorial guide, please
contact the Dual Enrollment Program Manager Kalecia Baity at
Kalecia.Baityl@dc.gov.

2/29/2024
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