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Introduction

This is a comprehensive guide to help you as students request and manage your Dual
Enrollment course vouchers and Fast Forward tickets. Eligible Vermont high school students
can request up to two Dual Enrollment vouchers and up to two Fast Forward tickets. This

guide highlights:

e Creating an account
e Login instructions

e Voucher information
e Requesting vouchers

e Additional resources
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Create an Account

Get started with the Vermont Dual Enrollment program by requesting a student account.
Your account must be approved by a Voucher Coordinator at your high school before gaining
access to the full system. All account requests submitted by home study students will be

reviewed by a representative from the Agency of Education.

edplan

2~~~ VERMONT

AGENCY OF EDUCATION

Vermont Dual Enrollment System

Password O

LOGIN

Request Student Account

Forgot Password?

PCG Education © 2017

(1 Navigate to the login page and click on the Request Student Account link.

(2] Complete all required fields on the following page, including your current high school or
home study program. Next, select “Submit Request” for account verification from your
Voucher Coordinator. An email will be sent to your Voucher Coordinator, with you copied,

notifying them of your account request.

edplan 5]
Vermont Cual Enroliment System
MM 2ccount requesT
Student Account Request
o nfo in T @ ed fields are indicated e

Personal Info
First Name Middle Name Last Name Suffix
(Reguired) (Reguired)
Dave Of Birth
mm/dd/yyyy M  Gender Ml Race -
(Reguired) {Recusred) {Reguined)
Cell Phone Hemme Phons
HEg-sEE-HHER HEE FEE-HEEE school b
{Cell Phone or Hame Phane Required) {Cell Phone of Hore Phone Requred) {Requred)

Account Info
Emal
name@domain.com B Password or  Confirm Password o
{Required) {Reguaed) (Regquired)

(=]
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© When your voucher coordinator verifies your account access, you will receive an email
with a temporary verification PIN. Have the verification PIN ready when logging in for

the first time. If you did not receive the PIN, please check your junk/spam folder.

02/01/2023
Dear Cam Test,
Your Vermont Dual Enrollment System account has been approved. Your next steps are to:

1. Copy the verification PIN provided below

2. Go to https://dualenrollment.vermont.gov/vide

3. Username is your First Name (space) and Last Name (e.g. Scooby Doo)

4. Enter the password you chose when you first requested the account. NOTE: the PIN is not your password.

5. Click LOGIN

6. Once promoted, you will be prompted to enter the verification PIN and a new password. The following page should also allow you to setup a question/answer should you need to use Forgot Password in the future.
You should now be logged into the system.

Your Verification PIN is: OtzVzbOX0e2Y

The Vermont Dual Enrollment Voucher System, along with training materials and support may be accessed via https://dualenrollment.vermont.gov/vide.

If you have any questions regarding this progra m, please contact the AOE Dual Enrollment group at AQE.DualEnrollment@vermont.gov. If you encounter technical issues with the system contact
vtdualenroll@pcgus.com.

9 Re-access the Dual Enrollment login page

(5] Login by entering your full name (first name, space, last name) and password.
ote: e 1s not your password. bEnter the password you created when your
ON The PIN i y p d. E he p dy d when y
account request was submitted.

7~ VERMONT
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Vermont Dual Enroliment System

S'.tudém Test

be

FETTTITITI O

Forgot Password?
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® Enter the Verification PIN and create a new password.

— All passwords must be at least eight characters with one upper/lowercase, number,

and special character.

tesT tnabwiz

biowzzsd apnedd

banigxs e broweaseq woY

TRI0008 WOy Steviras of Bems woy of basvilsh WIS noiteaiingy art sbivong sessls

58 S80ors of viH $42) passs gaiwollal ar bo Axod Al BsowsEaq wan ST vsIrs BiowaRE] BNSTIIS 100y SpReds oT

WdHOL2ovBg MM

browzzEd walt

HI D01 OWA GROWEZAT ITATU

For help choosing a quality password, more information can be found by selecting the

How to choose a good password link.

@ Entera security question and answer for your account in case you forget your password

in the future.

— Select Update Questions and Login to save.

— Select the Update Questions and Add More button if you would like to add

additional security questions.

Forgotten Password Questions Student Test

Vermant Dusl Enroliment™ enables you 1 request & temporary login  you should forget your
pasgeond, To mainten dats privacy, the system will reguine comect sngwers 1o yous security
QUEIToRS in cdey 13 verify your identity for BUThenTEzaton Lise this Dage 10 CIea1e oM of
mode Guertions and answers for the system 1o use in case you forgel your passward

To complets this step, plesse ented a guestion and comesponding answer in the table below.
Make sure 10 Choose 8 GUESTION and answer that are casy For you 1o remember.
Exarnpies of cuestions ae
- Wt street did you grow up on?

- Wha is yeur moshar's maiden name?
-What was the name of your first pet?
- What was your high school mascot?

1 yenu Wit B0 B8] Snly O CUESTON B0 COMEIEONIEND BNSwer
Type the question and answer and click Updae Question and Logn
To enter more than one question and answer
Click Update the database, then »dd More QUESTIONS and aNSwWers in the Spaces prowiied
W ou've entened sl Four QUESTIons and sngwers, clck Update Question snd Login
The question and answer you snter will ersure that only you will Bive Soees 1 feet your
passwond. The guestion(s) can only be seen by you and will be used only when validating
your temporary login request

Question Angwer

UPDATE QUESTIONS AND ADD MORE
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= VERMONT,

O After creating the security questions and logging in for the first time, you will land on the
Student Profile page. Your student profile must be updated before voucher requests can
be submitted. Click on the Edit Profile button to begin making updates to your profile.

O Fillin your missing information. All required fields must be answered before proceeding
to voucher requests. This includes answering the four questions located at the bottom of
the window. Select the “Save” button. After you have saved your profile, you are now
ready to request a voucher.

( Note: To be eligible for the program, you must have dual enrollment within
your PLP and be a resident of Vermont. You will receive a warning if you
answer “No” to Is dual enrollment contained within your personal learning
plan (PLP)? Additionally, an error will occur, and you will not be able to
continue with the DE system, if a “No” response is provided for the Are
you a Vermont Resident? Question.

If you accidentally indicated “No,” please modify your answer.

e If “No” is the appropriate answer, please contact, the Agency of
Education, at AOE.DualEnrollment@vermont.gov
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Update Personal Info >

o Enter all of the requested profile informartion and click UPDATE

First Name

Student

Middle Name

Gander Daze of Birth
Female v 06-18-2013
Race

| American Indian or Alaska Native

Asian

Black or African American
el Mative Hawaiian or Other Pacific Islander
| Prefer 1o Not Disclose

_| Wihite
Address
(Required)
Address2
City State Zipcode
{Required) (Reguired) {Required)
Home Phone Cell Phone E-Ma
1234567890 1234567890 vitdualenroli@pcgus.com
Is dual enrollment contained within your personal learmning plan (PLP)? w Are you a Vermont Resident? v
At this time, what are your future plans after graduating high school? A Projected year of graduation -
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Request Vouchers

The Vermont Dual Enrollment Program allows eligible juniors and seniors to select up to

two Dual Enrollment vouchers and up to two Fast Forward tickets for students in Career
Technical Education.

0 Access the Dual Enrollment login page

(2 Login by entering your full name (first name, space, last name) and password.

7~ VERMONT

AGENCY OF EDUCATION

Vermont Dual Enrollment System

Student Test

Request Student Account

Forgot Password?

© Navigate to the Voucher Request section of the menu bar to view and request vouchers.

Student Test 3]

eq)h\ STUDENT PROFILE VOUCHER REQUEST RESOURCES ~

First Time Requesting a Voucher
For your first time requesting a voucher, you must provide household information. You only

need to fill this out once.

i. Select the Household Information box.

edplon  STUDENT PROFILE  VOUCHERREQUEST  RESOURICES v

Student Test 5]

Your Vouchers

]

Voucher Request

L]
E - Sk s’ e # Course Search B e
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ii. Complete the household information form and save the details.
— Select “Save & Continue” to move onto the voucher request process.

..'»:;;-,gr.;_; NEORMATION Student Test o

A voue

Household Information

STUDENT PROFILE VOUCHER REQUEST RESO

| | P Student Test

Your Vouchers

Voucher Request

- :;?;;T:;:En e € Course Search B ;:?:,_I::;Vouchw
Complete [} 4 o 0
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© Sselect the type of voucher you would like to request:

— Dual Enrollment Voucher: Enrollment by a high school junior or senior in a credit-

bearing course offered by a college/university. Upon successful completion of the
course, the student will receive credit toward graduation from their high school
and college credit from the college/university.

— Fast Forward Ticket: The Fast Forward program allows CTE juniors and seniors who

meet the eligibility criteria to get high school and college credit for 2 college courses

taught at regional CTE centers.

® Note: Selecting this voucher type will prompt you to choose your approving
Technical Center and CTE Program Area.

edplon  STUDENTPROFILE  VOUCHERREQUEST  RESOURCES v Student Test 3]

- N Student Test e

Enter Voucher Type

Once you have saved your voucher type, you will be directed to accept the
Terms & Agreements. Check the box and select the “I Accept” button.
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(D Note: You will not be able to move forward until you have accepted.

Terms & Agreement >

*Please consider reviewing this document with your school counselor or parent. By
applying for this dual enrollment voucher, | grant permission to the colleges in the
Vermont Dual Enrollment (DE) program, as well as the Vermont Agency of
Education (AOE), to include my data (e.g., enrollment, attendance and
performance) as part of any summarized report necessary for the continued
funding and success of the program. | understand that information related to my
enrollment, attendance and performance in this course will be shared with my high
school principal or dual enrollment coordinator. An official college transcript will be
issued to my high school upon completion of the college course for the purpose of
awarding high school graduation credit. | give permission for the high school and
the postsecondary institution to disclose information to each other about my
educational record while | am enrolled at the postsecondary institution, regardless
of my age. | understand that my education record includes, but is not limited to,
grade information, disciplinary issues, and billing and financial aid obligations to
the college. | understand that classes taken for college credit will be recorded ona
permanent college transcript. | understand that | must follow the drop/add
calendar at the college | am attending and must alert my high school principal or
dual enrollment coordinator if any of my courses change. | acknowledge that if |
withdraw from the course after the college’s withdrawal period | will not be issued
a replacement voucher for this course. | also understand that withdrawing from or
failing college classes after the colleges add/drop deadline may cause me to be
ineligible for Federal Financial Aid after high school graduation. | understand that

® Search for courses by location, subject area, and/or semester. These course lists are

updated each semester by each participating college. Select “Filter Results.”

Student Test 3]

-
T VoucHER REQUEST COURSE SEARCH Student Test . e

Search for Dual Enroliment Courses

zGreendale Community College { v v Spring 2019 v

e

=N B
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@ The filter results of available courses will populate at the bottom of the page. Utilize the
Search bar to search the filtered list of courses, if needed. Next, locate your desired
course, click the “Select” bubble next to the course. Up to one course may be selected per

voucher. Click “Save & Continue” to finalize your selection.

Search for Dual Enroliment Courses

L: ]

zGreendale Community College (Do v arts - Fall 2018

e

- - - - I -

[, v pp— Student Test o

Search for Dual Enrollment Courses

Note: If your requested course cannot be found in the system, choose the course titled
“Course Not Listed” as your course selection. Once the course is selected, a free-text field
appears right above the course listed. From the free-text field, specify the course name and/or
course number you would like to take. Additionally, please bring your Voucher Number to the

College during course registration and the data will be reconciled later.
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©® Finalize your voucher by sending your request to your Voucher Coordinator for review.
Select your Voucher Coordinator from the Approving Organization Contact drop-down.
Then, click the Submit Voucher/Ticket Request button. Your voucher coordinator will

receive an email, with you copied, notifying them of your voucher request.

edplon  STUDENTPROFILE  VOUCHERREQUEST  RESOURCES + Student Test 3]

R A Student Test e

Finalize Your Voucher Request

Appraving Organization Contact

STUDENT PROFILE VOUCHER REQUEST RESOURCES ~

Student Test

Your Vouchers

Vouchers That Have Been Submitted

4425 Course Not Listed Jim Hopper 8528

Dual Enroliment
Voucher Request
s Housdhold VOUCher e Finalize Voucher
“=® Information N atoration @ course Search [ *] Request

Complete (]

© To monitor the status of open requests, the Your Vouchers section on the Voucher Request
page will display your submitted vouchers and the program contact in charge of reviewing

them.
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O once your Voucher Coordinator has reviewed your voucher/ticket request, you will
receive an email notification with the status of the review and next steps for course
registration.

— Approved Status Email: For all approved voucher requests, your next steps are to
register for the course at the college you are taking the course.

Vv

nroll
Vermont Dual Enrollment System - Voucher Request Approved
To Student

Ce¢ Voucher Coordinator ~
9/o05/2018 -
Dear Student Test,

Thank yeu for requesting a Dual Enroliment Voucher as part of Vermant's Dual Enrallment Program.
Naow that your voucher request been APPROVED, your next steps are:

1. Register for the course at the Community College of vermont where you selectad to take your dual enroliment
course. You must bring the fellowing voucher number 694 with you when you
register for the course.

2. contact information for the college or university is available below. Note: you will need to

meet the academic requi that each college/university has d

Scheol Requested: Community College of Vermont
city: Burlington

Dual Enrollment Contact: College Coordinator
Contact Ermail: abcd@cov.org

Course Information: CNL-1116700 Course Mot Listed

3. This voucher will be used to cover the cost of tuition (materials fees and textbook costs are
not covered) for the Spring 2015 2018-201% semaster.

— Denied Status Email: For all requests that are denied, you will receive an email
with your voucher coordinator’s reasoning for denial. Contact your coordinator for
additional details.

04/27/2023

Dear Cam Test,

Thank you for requesting a Dual Enrollment Voucher as part of Vermont's Dual Enrollment Program.

Your high school zHawkins High School (Do Not Select) has denied your request for a dual enrollment voucher to
attend Vermont State University, for the Summer 2023 semester. The reason indicated is:

Do not qualify. . If you have further questions, please contact Coordinator Demo at @pegus.com.

The Vermont Dual Enroliment Voucher System, along with training materials and support may be

accessed via https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdualenrollment.vermont.gov%2 Fvide&data=05%7C01%7 Cddesgan%40pcgus.com%
7Cf39e38664b2d462a998808db4750173e%7Cd9b110c34c254375b57ae248938cc17b%7C0%7C0%7C638182181562737459%7CUnknown%
7CTWFpbGZsb3d8eylWijoi MCAwLjAwWMDAILCIQljoiV2luMzliLCIBTil6lk1haWwil CIXVCIEMNn0%3D%7C3000%7C%7 Co%7C&sdata=M%2 B3ginPwQe1nNRkUIIUsSdt6tAbtfKriaagKnrj09ms%3D&reserved=0.

If you have any questions regarding this program, please contact the AOE Dual Enrollment group at

AQE.DualEnrollment@vermont.gov. If you encounter technical issues with the
system contact vtdualenroll@pcgus.com.
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Resources

Links to additional resources may be found directly in the system.

User Manuals

© Access user guides and AOE information by selecting the Resources tab. From the
Resources’ sub- menu, select the specific resource to view/download the material.
Resources include:
e Vermont AOE Program Overview
e Vermont AOE Program Manual
e Student Guide (current guide)

e Dual Enrollment System Contacts

edplon  STUDENTPROFILE  VOUCHERREQUEST ~ RESOURCES v Student Test 3]

VERMONT AQE PROGRAM OVERVIEW VERMONT AOE PROGRAM MANUAL STUDENT GUIDE ~ DUAL ENROLLMENT SYSTEM CONTACTS

Message PCG Help Desk

If you have technical questions for PCG staff, you may message us directly from the system

or email us at vtdualenroll@pcgus.com.

Edm STUDENTS DUAL ENROLLMENT ~ ADMIN ~ MY ACCOUNT COURSE CATALOG RESOURCES ~ Coordinator Demo [ a

New Messages SEND MESSAGE VIEW ALL MESSAGES

‘You Have No New Messages

O 10 message us from within the system, click the Envelope icon on the top-right hand
corner of your screen. The modal (window) pop-up allows for you to send new messages
or view replies from our help desk. Click on the Send Message button to send a new

message.
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® Detail your fields in the message box. Include the message type, subject, page title (if
applicable), student (if applicable), and message. Select the green Send Message icon in the

bottom-right hand corner to submit your message for review.

Send Message VIEW NEW MESTAGES

SEND MESSAGE

© rcG's Help Desk will respond within 24 hours during business hours. You may view

replies from the Envelope icon pop-up or from your home page’s Message Center.
edpk]n STUDENTS DUAL ENROLLMENT ~ ADMIN ~ MY ACCOUNT

Vermant Dusl Envollment System

ﬂ HOME / DASHEOARD

Message Center | Alerts, Action ltems and Help Desk

‘You Have No New Messages

MNew Messages i1 B \ v AL BAESSA E
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Common Questions

1.

What should I do if my account request was denied?
If you have any questions about why your account request was denied, you will need to

speak with the voucher coordinator that handled your account request. You may find the

coordinator’s email address in the denial email sent to you.

What do I do if I did not receive my PIN number?

Please check your email account’s junk/spam folder.

What is my username?

Usernames are always your full name (first name, space, last name), i.e., Scooby Doo.

I forgot my password, how do I reset my password?
From the login page, select the “Forgot Password?” link. You will be prompted to provide
your name, email, and security question(s). If you do not remember your security

question(s), contact your voucher coordinator so they can reset your password for you.

After I set up my account — why does the forgot password link not work?
The Forgot Password link will not work until your account has been verified by your high
school or home study program.

How many vouchers may I request?
The Dual Enrollment Program only allows eligible students to select up to two Dual
Enrollment vouchers and up to two Fast Forward tickets, from the beginning of their junior

year until the end of their senior year.

What does the voucher cover?

Approved voucher(s) will be used to cover the cost of tuition for the approved semester.
Materials fees and textbook costs are not covered.

What should I do if my voucher was approved but I've decided that I won’t be taking
the course for the specified semester?

If your voucher has already been approved by your high school, you must cancel the
voucher with the college directly. Please make sure you talk to your high school
voucher coordinator, so they are aware that you want to drop the course as this may

impact graduation requirements and your PLP.

If your voucher has not been approved by your high school, the voucher coordinator can

deny the voucher request to cancel it.
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9. TI've decided not to take the course anymore, but class has already started. May I use
the same voucher number for a different course?
No, but depending on when you decide to drop/withdraw from the course, you may
be able to reapply for another voucher for a different course.

— If you drop/withdraw the course within the college’s add/drop period, you will
need to contact your Voucher Coordinator at your high school to cancel the voucher
with the college. Once the voucher has been cancelled by the college, a new voucher
for another course may be requested.

— If you drop/withdraw after the drop/add period has passed, the voucher will
be considered used.

10. May I use a voucher as a sophomore?

No, students are not eligible to use a voucher until they have completed sophomore year.

11. May I use my voucher the summer after I graduate from high school?

No, students are not eligible to use a voucher the summer after they have graduated from
high school.
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