Orange County Department of Education — ACCESS Program
Referral e-form System
District Process for Submitting Referral and Course Request Forms

The Orange County Department of Education (OCDE) ACCESS Program is transitioning to a new Referral e-form
System. The electronic forms allow for paperless transactions for the OCDE ACCESS Program Referral form and
S1S Course Request forms. The signature process is embedded in the system. The system sends an email to
the district referrer, parent, student and OCDE Representative along with a copy of the form to be signed by all
parties. The system returns events when each signer signs the document and when the document is complete.
All forms and signatures are securely stored on the OCDE IT network system and will be retained as
documentation of authorization.

The following are steps for the districts to fill out and submit the Referral and Course Request Forms.

1. Paste the URL in the browser address bar

https://ledms.ocdeapps.us/DocuWare/Platform/WebClient/Forms/access-selection-page?orglD=24750358-
8e9c-4e5c-beld-3d781846c471

2. If the student is not an S1S student, click on the “No” button, then tap on the “Click Here” link. This will take
you to the “Community School Referral” form. Proceed to step 3.
If the student is an S1S student, click on the “Yes” button.
e The screen will change from “Referral Only Form Link: Click Here” to “Select District”.
o Select the student’s district, the screen will change to “Referral and District XXX Form: Click Here”.

e Tap on the “Click Here” link to open the “Community School Referral” and district’s “Course Request
Form”.

t of Education
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03/29/2021 =

Referral and District Selection

Instructions: Please select the student type first. If the student is not an $1S student please follow the link to the referral
form. If the student type is S15 please select the correct district and follow the link to the referral and course selection.

Student is 518
* No
Yes |

Student is 515

No
(&) Yes Select District
| AUHSD| x v

Referral Only Form Link: Click Here

Select District

Referral and District AUHSD Form: Click Here



https://edms.ocdeapps.us/DocuWare/Platform/WebClient/Forms/access-selection-page?orgID=24750358-8e9c-4e5c-be1d-3d781846c471
https://edms.ocdeapps.us/DocuWare/Platform/WebClient/Forms/access-selection-page?orgID=24750358-8e9c-4e5c-be1d-3d781846c471

3. Fill out the Referral and Course Request form. The fields with the asterisks are required fields.

5.

Please verify that the email addresses in the first section are correct. These will be used to
send the emails for signatures. Student email address must be the student’s personal email
address. If the student does not have an email address the parent’s email address could be used for
both the parent and student. The parent will receive two emails, one for the parent and one for the
student.

Please make sure you have the scanned documents that will be attached to the form. For example,

Attendance Records, Current Transcript.

COMMUNITY SCHOOL REFERRAL AND AUHSD COURSE SELECTION

e ity and. r ional Schools and Servi

Important: The information provided in this section will be used for sending out the form for a DocusSign Signature. Please verify the correct names/email addresses prior to
submitting this form.

Referrer Full Name * Referrer Email Address® Referral Date

Mindy Smith Referrer@email.com 03/25/2021 =
Parent/Guardian Email Address™ Student Email Address®

ParentMom@smail.com Student@email.com

Please attach the following items at the bottom of this form in the "Supporting Attachments" box.
(For 515 only the asterisked items are needed)

" Amendance Record * Praof of withdrawal from last school of attendance ELPAC/CELDT results
Immunization Certificate Cogpy of IEP andfor other report (if applicable) AB 216,167,1606,2306 papervork (if apphicable)
«"  Current Transcript *

Under the “Recommendation” please select the ACCESS AREA Administrative Unit where the student will be
enrolling. When the form is submitted, a notification will be sent to the ACCESS AREA Admin office indicating

a Referral form has been completed and is awaiting review.

RECOMMENDATION

Select Admin Unit*

Bres 1 w

If the district selected “Yes” for an S1S student the system will continue to the Course Request Form.

AUHSD S1S 2021 Course Request
AREA 2
S1S Session Dates: June 21 - August 6, 2021
REGISTRATION BEGINS: March 29, 2021

IMPORTANT! Please prioritize courses by the course selection boxes (Course #1 and #2)

LL onl req il account, computer access, and intemet services - no school emil can be used

A-G, NON NCAA Approved Courses High School Requirement Courses - NON A-G Approved

(ONLINE Courses) (Paper/Pencil Courses)

Eng oA (G2102) W Hist 10A (G1162) Eng OA (2102) “Paper/Pencil S Hist A (1202) *Paper/Pencil
Eng 9B (G2112) W Hist 108 (G1172) Eng 9B(2112) “Paper/Pencil S Hist B (1212) “Paper/Pencil




6.

Enter the choices of the courses in the Course Selection 1 and 2 fields. Some districts may have a third
selection.

(ONLINE Courses) (Paper/Pendcil Courses)
Eng 9A (G2102) W Hist 10A (G1162) Eng 9A (2102) *Paper/Pencil US Hist A (1202) *Paper/Pencif
Eng 9B (G2112) W Hist 108 (G1172) Eng 9B (2112) *Paper/Pencil US Hist B (1212) *Paper/Pencif
Eng 10A {G2202)  US Hist A (G1202) Eng 10A (2202) *Paper/Pencil  Civics (1302) *Paper/Pencl
Eng 10B {G2212)  US Hist B (G1212) Eng 10B (2212) *Paper/Penci ~ Economics (1402) *Paper/Pencil
Eng 11A{G2302)  Int Math 1A (G3810) Eng 11A (2302) *Paper/Pencil  Int Math 1A (3810) *Paper/Pencil
Eng 11B (G2312)  Int Math 1B (G3820) Eng 11B (2312) *Paper/Pencil  Int Math 1B (3820) *Paper/Pencil
Eng 12A {G2405)  Int Math 2A (G3825) Eng 12A (2405) *Paper/Pencil  Int Math 2A (3825) *Paper/Pencil
Eng 12B (G2406)  Int Math 2B (G3830) Eng 12B (2406) *Paper/Pencil  Int Math 2B (3830) *Paper/Pencil
Int Math 3A (G3850) W Hist 10A (1162) *Paper/Pencil Int Math 3A (3850) *Paper/Pencil
Int Math 3B (G3860) W Hist 10B (1172) “Paper/Pencil Int Math 3B (3860) *Paper/Pencil
Please verify your choices for the courses L drop down choices. This will verify courses for the form being sent.
Course Selection 1% ‘Course Selection 2
Select st Choice Select 2nd Choice

Check off the documents that will be uploaded with the forms. Have them scanned and ready to upload.

*++pLEASE ATTACH A COPY OF THE FOLLOWING TO THIS COURSE REQUEST***
+  Swudent’s Transcript « 2 Years of Disdipline + 2 Years of Attendance +  2nd Truancy Leter (If Applicable)

Attach the documents to be submitted with the form(s). Click on the “Click to browse” in the box. This will
open the directory so you can find and attach documents.
There are three ways to grab the files you want to upload
a) Upload one file at a time - select and click on the file you want to upload, then click on the "open"
button.
b) Upload multiple files at a time - select and click on one file and hold down the "Ctrl" button, click on
each file you want to upload, then click on the "Open" button.
c) Upload multiple files at a time - select and click on one file, then hold down the "Shift" button and
click on the last file in the list of files you want to upload, then click on the "Open" button.

Artachments

Click to browse
ar drag & filz here

Rernaining attachment capacity: 10 files, 20.00 mi
Please attach any and all required documents (l.e. transcripts, attendance reconds)

If all the required fields are populated the “Submit” button will be enabled. Click on the “Submit” button.

Plaase attach any and alf required documents (e, transoripes, attendance records)

Submit




10. If a required field was missed the “Submit” button will continue to be disabled. Hover over the “Submit”
button to see what field was missed.

¢ documents (e transorpts, attencance raconds)

- Academic Advisor Phone Number is not filled

cormectly

11. After clicking on the “Submit” button the following message should pop up.

Your Form submitted successfully. You will receive shortly an email from DocuSign asking for your signature. If you do not receive this email in a timely fashion please check your
spam folder or junk email. If still not present please contact OCDE Help Desk. Thank you

New form

12. At this point the user can click on “New form” to complete another form or exit out.
13. Clicking on the “Submit” button triggers the systems to send emails to the referrer, parent and student.

14. Each person will receive an email from “Docuware via DocuSign”. The subject line will indicate the signature

needed. If the parent and student are using the same email address they will need to sign according to who
the email is for. DN  DocuSign NA3 Syste se_NA3@docusign.net>

P I
Community School Referral u(usign Signature Reques

Won 3/29/2021 2:55 P
To

Retention Policy OCDE Defautt Mailbax Policy (5 years) sof DN DocuSign NA3 System <dse_NA3@docusign.net>
Mon 3/20/2021 76 P 1@ f there are problems with how this message is displayed, dick here to view it in a web browser, Community School Referral n(usign Signature Request
DN Docusign NA3 Systemsdse NA3@docusign| i o downiead idutes T ety protec your iy Outook prerene aosic dowrid
Community School Referral Docusign Signature R Retention Policy  QCDE Default Mailbox Paliy (5 years) Epires 312672026

o

) 1t there are problems with how this message s displaye, click here toview it in @ web browser,
Clck here to download pictures. To help protect your privacy, Outlook prevented sutomatic download of some pictures in his message
Retention Policy OCDE Default Mailbox Palicy (5 years) *

@ there ae proplems with how ths message I displayed, cick here tovew It ina web browse

DocuSign

Docuware sent you a document t

®

Docuware sent you a docume

Docuware sent you a document to review and sign.

REVIEW DOCUMENT

REVIEW DOCUMH

REVIEW DOCI

Docuware

dwi@ocde us
) ) Docuware
You have received a link to sign a document from (] dw@ocde us
Docuware

sign and date the Parent Guardian Caregiver sectid
dw@ocde.us areas on the Course Request Form You have received a link to sign a document from Orange County of Education. Please
sign and date the Student Signature section(s)
You have received a link to sign a document frd

sign and date the Referring District/School sect

Do Not Share This Email

This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

15. Click on the “Review Document” button in the center of the email. In order to open the document, the

recipient must click on the “I agree to use electronic records and signatures.” This enables the “Continue”
button.

Please Review & Act on These Documents

Docuware
Carahsoft 0BO Orenge County Department of Education

You hav received s link to sign & document from Crange Gounty of Education. Please sign and date the Risfering
District/School section towrd the bottom of the page.

CONTINUE OTHER ACTIONS ¥



16. District referrer will click on “Name’ under the “FIELDS” on the left-hand side of the document and drag it
above the “Print CWA/Designee Name and Title”, then let go. This puts the Referrer’s name on the line.

a) The District referrer will also click on the “Text” under the “FIELDS” on the left-hand side of the
document and drag it right above the “Referring District/School” and type in the District.

b) The District referrer will use the “Signature” and “Date Signed” to sign and date the form.

17. When the parent and student receive their emails, they will follow steps 15 and 16b above to sign and date
the form.

18. When the document has been properly signed and dated the referrer, parent and student will click on the
“FINISH” button to submit the signed form.

1 Fimish to send the completed document. FINISH

FIELDS

Alternative Community, and Correctional Educational Schools and Services

COMMUNITY SCHOOL REFERRAL

Student's Name Student Ima ARA CALIPADS

Laxt Frst Maddle SS1D #:
D.O.B.__03/06/2007 _ Grade:__9th 1w, Phone; 999-999-9998 ol Pl 555-555-5555
Last Scheal Attended: Anaheim High Last District Attended: Anaheim Union
Parent Guardian Caregiver Name Ima Parent Private/Charter; X Yes  No
Address: 1234 E Street Ciy: Anywhere gz, 92999

Please attach following items: | Please provide the following information:
% Special Education  Yes X No (If Yes FLPACACTLD
English Only

sAL S, 571 IS/ PSY Initially Fl
ProdoiNyithdrawal from last In
selvoolNWNge 2 DIS/HEALTH  DIS/Counseling

i1 Dhate Tested
Proficient (RFEP)

Diistrict Sp. Eil. History-Exited

3T Profichency Level
ﬁ Py Transition o ACCESS 14 year enrolled in school 5
i Title 1EP Date e ol wnia Public School
n Enrolled in US, Schaols less than 8 Cum tve Years
T % Parent Request

Runaway

FREVIOUS EDUATIONAL ALTE]
Continuation High School

SARE
Suspension _\___ days
Other

% Parent Conferencks

Comments:

RECOMMENDATION:
ADMINUNIT: ¥ Area #1 Aren #2 Area #3 CHEP/PC__ Sunburs:
Please check box if applicabld: (For Office Use Only) CLTHY

Secti District

in any school

() Expelled:)

Ng
- - EFERRAL - REVIEW & CERTIFICA' i W‘?-JMWI _— ‘
anzhaim Union ErARON LARTi | SR LRI 3/29/2021
Referving District/ School Trint CWA/Designes Name and Title Pr—— Date
OCDE Representative Print Name and Title Signature Dare
Signature Thate
fer Filed Decemsber 21, 9001
Date
Date
e R Y ollow . Ditrict or Probution Pkl Parent Guardany o
— -
Form 100:3/27/ 2020

‘scoess-refarrsl-auhsd-form.pal 1of2



Done! Select Finish to send the completed document.

FINISH

FIELDS

Do n Envelope ID; 91472802 DEFGABIGG5AS ToFABRC1T6TE bt ACCESS
AREA 2

Oer

515 Session Dates: July 2 - August &, 2021

O Gradpaint
REGISTRATION BEGINS: March 29, 2021 O
Stamp N .
& Anaheim High . ouidtike Student Ima 03/08/2007 Oth 1 tutie the follawiog two coursets):
(Referring School) Primt Student Last, First Name Date of Birth Current Grade

| IMPORTANT! Please prioritize courses by numbering the box with (Course #1 or Course #2) |
2 Name ALL anline courses require shadents to have a personal enil account, compater access, and internet serviees — po school emails can be wsed
& First - = NON \l'\\ Approved Courses High School Requirement Courses — NON A-G Approved
= (DN LINE Ounly) (PAFERPEN nlvi
9 Eng 94 (2102} W Hist 10 (41162} Eng 94 2102} U'S Hist A (1202)
em Lasthame *Paper/Pencil *Puaper/Pumcit
Eng 98 (G111} W Hist 108461172 Eng 98 (2112) US Hist B (1212)
i Email Address *Paper Pencil *Paper! Poneh
Eng 104 (G2 LIS Hist A (G1202) Eng 104 (2202) Civies 1302)
B Company *Paper/Pencil *PaperPeneil
Eng 108 {ti2212) US Hist B {6i1212) Eng 108 {2212} Ecomomics { 1482}
& e -~ 2 | *paperip,
Eng 1 LA iG2302) Imi Math | A (GIZ18) Eng 114 2302y Tt B
*Paper P
1 Eng 118 (G2312) It Math 18 (G2E20) Tt Math 1B (RR20)
*Paper/ Pencil
Tet Eng 124 (G405 Int Math 24 (G3825) Enngt 12 (2405) Tt Math 24 (3825
*Paper Pencil *PaperPerci!
Checkbox Eng 128 (02306) Tt Misth 218 (G 830) Eng 115 (2408 Int Math 2B (530)
*Paper/Pencid *Paper/ Peret!
Int Math 3 A (G3850) W Hist 10A (1162}
il
Tt Miath 31 (Gi3 Be) | st 0B (1172)
*Puaper Pencil *FPuper Percil

To e completed by Academic Advisor/ Admin + O approved [ susdent Anended S18 previously B Senior District Graduse
School Counselor 555-666-0898 Counselor@email.com

Academic Adviser Admimistrator (Print) Academic Advisor Fhone Number Academic Advisor c-mail address

| “*SPLEASE ATTACH A COPY OF THE FOLLOWING TO THIS COURSE REQUEST

Kl susdenr's Transeripe K2 veus of Discipline &) 2 Years of Auendsnce ™ Truancy Letier (If Applicable)
Based on ELPAC scores, does this student qualify as EL?  Please Check: YES O NO @
JEQ; ACKIN TUDENT INFORMATIOY
Ima Student slakin@ocde.us
Student First and Last Name Student’s Email Address (NO SCHOOL emails)
1234 E Street Anywhere 92999 999-999-9999
Home Street Address & Zip Code Primary Phone Number
345-999-6789 714-567-9089
Srudent's Cell Number Mother's Cell # Work & Father's Cell # Work i
Ima Parent slakin@ocde.us

Print Far ) Name E-Mail

s 2k Sar

< gew Signature Date ParentCuardian $ignature Daic
“® ACCESS 15 a WASC Acoredited Sch N o . s for

Parcnl Initials oo in UC or CSLU programs

Parcat Iniials Tam in agreement that this placement is for time period between 2021 ONLY.

‘BCoass-refemel-auhsd-form. part 2or2



