
DUAL ENROLLMENT 
Partnership Guidebook

2025-2026



2

The Dual Enrollment Portal........................................... 3
 Student and School Counselor Functionality
 Accessing the DE Portal
 Validating Eligibility
 Approving Students for Classes

Dual Enrollment Referral Forms................................... 11

Cohort Request................................................................ 12

Credentialing Dual Enrollment Instructors................ 14

TABLE OF 
CONTENTS



3

The DE Portal was designed to support the on-boarding and 
enrollment of secondary school students into Dual Enrollment.

STUDENT FUNCTIONALITY
•	 Search and select classes to add to the shopping cart
•	 Notify MDC of change of school
•	 Select grade level
•	 Select High School Academy or other program of interest

Before selecting courses: all students are prompted to read the credit and 
grading policies associated with taking a dual enrollment course

DUAL ENROLLMENT 
PORTAL
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STUDENTS CAN
•	 Update high school on file
•	 Select and update grade level
•	 Select current HS Academy or career interest
•	 Choose DE courses and validate eligibility

DUAL ENROLLMENT 
PORTAL continued

View Course Enrollment Details
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DUAL ENROLLMENT 
PORTAL continued
SCHOOL COUNSELOR FUNCTIONALITY
•	 Approve students for course enrollment
•	 Upload alternate methods of eligibility documentation to student’s record
•	 Review and download rosters for participating dual enrollment students

STEP 1: Sign into the portal using your assigned MDC DE 
Coordinator Username and Password. 
LINK: http://decounselor.mdc.edu/

TIP: Do NOT save this link to your favorites. Access this link 
using MDC’s Counselor Corner at:  
https://www.mdc.edu/dual-enrollment/counselors/

Save the MDC Counselor Corner link to your favorites

How to Access the DE Portal and Approve Course

STEP 2: Select Dual Enrollment of Manage Dual Enrollment

Click on the magnifying glass under Term and External Org ID to 
select the registration term and your assigned school.

NOTE: You will only have access to view dual enrollment rosters for 
your assigned schools.

decounselor.mdc.edu



6

DUAL ENROLLMENT 
PORTAL continued

SCHOOL COUNSELOR FUNCTIONALITY
•	 You will see a list of your students. Click the ‘Go to Approve’ button on the far right for each 

student you are approving courses for that term.

YOU CAN VIEW THE FOLLOWING:
•	 Student’s Dual Enrollment Status
•	 Notification on any type of degree or 

certificate that was awarded
•	 The number of courses in a student’s shopping 

cart
•	 The number of courses that were approved by 

Secondary School Counselors
•	 The number of approved courses that a 

student has been registered for

•	 Date and time for when students file was last 
accessed

•	 The total number of credits the dual 
enrollment student is taking this semester

•	 Total number of credits earned at MDC
•	 Student’s cumulative GPA
•	 Student’s Reported Degree/Graduation Date

NOTE: Access to previous semesters is unavailable

Review and Manage Your Dual Enrollment  
Student Roster
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DUAL ENROLLMENT 
PORTAL continued

Prior to approving a student’s shopping cart, please review student’s test history and course history 
to ensure eligibility. The Portal will display all reported college placement scores (PERT, ACCUPLACER 
NEXTGEN, AP, SAT, ACT). The Portal will also display the student’s dual enrollment course history at 
Miami Dade College 

Although MDC Dual Enrollment Coordinators will be able to view a student’s entire shopping cart, 
they will only register a student for courses that are approved by the secondary school counselor. 

Be sure to validate the student’s shopping cart. The system will flag courses missing pre-requisites, co-
requisites (including any associated labs), and repeat courses.

Approving Students for DE Courses
You will see the courses the student is requesting to be approved. To 
approve a course, you will check the box next to that course under the 
‘Approved’ column. MDC Will only process courses that have been 
approved by the high school counselor.

REMEMBER: After you have approved courses, added any attachment or uploaded a high school course for placement, 
you must click SAVE

All the students test scores 
are listed here. MDC will not 
process any course enrollment, 
if there are no test scores on 
file for the student.

If a student is using a high school course for 
placement, the information must be uploaded here.
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DUAL ENROLLMENT 
PORTAL continued
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DUAL ENROLLMENT 
PORTAL continued

When Not To Approve Students for DE Courses
This student has been approved for a course without test scores 
on file. The approved course ENC1101requires passing test scores 
in both Reading and Writing. MDC will not process any course 
enrollment if there are no test scores on file for the student.
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Secondary School Counselors choosing to use the Adobe Sign process to 
onboard students into MDC’s Dual Enrollment Program must submit a Dual 
Enrollment Program and Test Referral Form.

The Dual Enrollment Program and Test Referral has been designed to assist 
you with onboarding new and continuing students. This form has a built 
in Testing Referral for those students that need to be referred for testing 
to determine dual enrollment eligibility. Please do not submit a separate 
Testing Referral if you are using the Dual Enrollment Program and Test 
Referral Form. Once the referral form is submitted, MDC’s dual enrollment 
coordinator will send a Dual Enrollment Program Form to the student to 
complete and sign.

•	 The Program Form will automatically guide the student in completing 
Section’s 1 and 3. The student will also be directed to sign Section 2.

•	 Upon digitally receiving the Dual Enrollment Program Form, the 
Secondary School Counselor is required to approve courses listed in 
Section 3 as well as complete and sign Section 4.

•	 Upon digitally receiving the Dual Enrollment Program Form, the principal 
is required to also sign Section 4.

•	 Once the Dual Enrollment Program Form is returned to MDC, our MDC 
Dual Enrollment Coordinator’s will process the Dual Enrollment Program 
Form and register the student based on the courses that the student 
selected.

•	 Please verify that your students have applied to MDC prior to submitting 
the Dual Enrollment Program and Test Referral Form.

Alternatives to the Dual Enrollment Portal

IMPORTANT: MDC will not process incomplete forms.

DUAL ENROLLMENT 
PORTAL continued
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TIPS FOR SUBMITTING DUAL ENROLLMENT PROGRAM 
AND TEST REFERRAL FORMS
•	 Please ensure that all information on the form is completed accurately.
•	 Student and parent contact information is listed correctly on the form.

DUAL ENROLLMENT 
REFERRAL FORMS

AVOID DELAYS. Select your School’s MDC 
feeder/home campus, as ths form is routed 
to that campus upon submission.

For placement test, check 
first time or retake for 
students needing to take 
the ACCUPLACER. If no test 
scores are needed select ‘Not 
Applicable’.

IMPORTANT: Dual Enrollment students have a total of two placement test attempts at MDC while they are in 
6th through 8th grades, two new attempts while they are in 9th and 10th grades, and two new attempts while 
they are in 11th and 12th grades. The initial test counts as the first attempt and retaking any sub-test counts as 
the second and final attempt during any of the two or three year periods.
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COHORT REQUEST

STEP 1: Before submitting a cohort request form,  
	 ALL students associated with the Cohort 

Request should have already applied for Dual Enrollment 
admission at MDC. 

Students that do not have an MDC DE Admissions Application 
on file prior to the start date cohort instruction will NOT be 
permitted into the class.

If your School is using a credentialed instructor, please verify that 
this individual has been hired (or is in the process of being hired) 
by MDC. The process for teacher credentialing is found in the 
next section.

STEP 2: Submit a Cohort Request Referral

Go to: https://www.mdc.edu/dual-enrollment/cohort-instruction/ 

STEP 3: Provide Evidence of College Readiness 

Secondary School Counselors can refer students for placement 
testing or provide evidence of college readiness through 
alternative tests or high school courses.

STEP 4: Have Students Add Course(s) to Their Shopping Cart

All courses taken as part of dual enrollment must be approved by 
the secondary school counselor

STEP 5: Authorize Courses for Registration

Access the dual enrollment portal to authorize courses for 
registration. The course instructor will receive the class roster 
prior to the start of the semester. The instructor must notify you 
if any student is missing from the roster.

5 IMPORTANT Steps for Requesting a Dual 
Enrollment Student Cohort
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The Cohort Request Form provides necessary instructions to assist you in 
submitting a request. Here are some additional tips.

•	 The Cohort Request Form is logic-based. As a result, new fields may 
appear based on  a previous answer.

•	 All MDC Live courses are taught by MDC Faculty
•	 All education courses (i.e. EDF1005, EME 2040, etc.) are part of the 

Teaching Academy     dual enrollment program (you will be prompted to 
list these courses separately).

•	 You can list up to 10 courses in the cohort request (not counting 
education courses)under Course Instruction Information.

•	 MDC Live courses are taught by MDC Faculty ONLY

Tips for Submitting Dual Enrollment Cohort 
Request Form submissions. 

COHORT REQUEST
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Credentialing High School Teachers

CREDENTIALING 
DUAL ENROLLMENT 
INSTRUCTORS

STEP 1: Access the MDC Dual Enrollment Website 

	 www.mdc.edu/dual-enrollment to submit your  
	 credentialing request.

•	 MDC will send notification to the candidate as well as the 
submitting school administrator.

•	 If approved, candidate will receive instructions as well as a 
checklist pertaining to next steps. Please read this information 
very carefully.

TIP: If you are unsure of the course that you would like to teach, or the necessary credentials required – Please 
utilize the directory of the most commonly requested dual enrollment courses requested for cohort instruction. 
The directory can be found on the MDC Dual Enrollment Faculty Credentialing Website.


