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Parent and Student Process for Signature, Initials and Date

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 the steps for the parents and students signature process for the Referral Form and Course
Request Form.

1. The parent and student will receive an email from “Docuware via DocuSign”. The subject line will indicate
the signature is needed, so if the parent and student are using the same email address they will need to sign
according to who the email is for. Click on the “Review Document” button in the center of the email.
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Docuware sent you a document to review and sign.

REVIEW DOCUMENT

Docuware sent you a document to review and sign.

REVIEW DOCUMENT

Docuware
dw@ocde.us

Docuware
You have received a link to sign a document from Orange County of Education dw@ocde us

sign and date the Parent Guardian Caregiver section(s) and initial the approprig

the C R t F - B _
areas on fhe Lourse 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)

2. To open the document, the receiver must click on the “I agree to use electronic records and signatures.” This
enables the “Continue” button. Click on the “Continue” button.

Please Review & Act on These Documents

Docuware
Carahsoft OBO Orenge County Department of Education

“You have received s link to sign & document from Crange Gounty of Educstion. Flesse sign and date the Refering
District/Schoal section towrd the bottom of the page.
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3. When the document has been properly signed and dated, the parent and student will click on the “FINISH”
button to submit the signed form.
The parent will need to sign and date on the three forms. They will also need to initial, acknowledging the

statements on the Course Request form (second page in the email). This is shown in red below. The

student will need to signh and date on the three forms. This is shown in green below.
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Done! Select Finish to send the completed document.
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