
 

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

• The screen will change from “Referral Only Form Link: Click Here” to “Select District”.   

• Select the student’s district, the screen will change to “Referral and District XXX Form: Click Here”. 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
 

• 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4. 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. 

 

 

 

 

 

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

 
 
 
 
 



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

 
 
 

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

  

 

 

8. 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. 
 

 

 

 

 

 

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

 

 

 

 



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. 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 



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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 


