
Dual Enrollment Form Instructions 

1.  Sign into your Parent Portal account – either on your phone or through the FCS website. 
 

2. Click on the three lines in the top left corner and go to Documents.  

 
 

3. Find the form titled FCS Dual Enrollment Advisement Information.  If this form is NOT complete, it will say NEEDS 
ATTENTION under it.  
 

 
 



4. Once the form has been started by a parent/guardian, it must be completed by that parent/guardian.  A popup 
box will come up providing this warning, if you want to complete the form, hit continue.  If you do not wish to 
complete this form hit cancel.   
 

5. Once you hit continue, you will see the form.  You will need to fill in the red boxes for Anticipated Graduation 
Date and College Student Participating in Dual Enrollment at.  If the student is taking Dual Enrollment at more 
than 1 school enter all schools on this line. 
 

 
 

                                    

 

  



 
6. Read each section.  Once you read each section click on the red acknowledgement button.  Clicking on this 

button will turn it from red to blue with an x on it. Each section must be acknowledged for you to sign at the 
end.  
 

 

  



 
7.  Once each section has been acknowledged, read the last section with the final consent and acknowledgement.  

Scroll down to the next page, find your name and click on the red signature box.   
 
 

 

  



 
8. A pop-up notification will appear.  Hit sign if you agree and to execute your signature. 

 

 

  



9. Your electronic signature will appear. The second parent/guardian will still show has pending.  However, the 
form only requires 1 parent’s signature.  Hit Submit to complete the form.  
 

 

  



10. The Dual Enrollment form will now show as SIGNED & PENDING for 24 hours.  After 24 hours the form will show 
COMPLETED.   

 

 


