	
	
	



Business Process for CTE Dual Credit Programs (DRAFT)
Admissions Application Process
Beginning Fall 2025, a CTE Dual Credit admit type will be available in the Online Admissions Application Portal (OAAP) for colleges participating in the Admission, Enrollment, and Transcription pilot. In addition, a dedicated CTE DC Academic Plan has been configured for colleges under the Non-Award Seeking program and will be available for students to select in OAAP. All colleges participating in the Admission, Enrollment, and Transcription pilot program will be required to use the OAAP for all CTE DC admissions.
OAAP does not currently support filtering programs or plans by admit type. As a result, colleges may need to provide clear, supplemental guidance to applicants indicating which admit type, program, and plan selections are appropriate.
· It is important that CTE Dual Credit students select the correct values so the correct set of application questions are asked of the applicants.
· If an academic plan configured for your college is not appearing in the OAAP dropdown for students, it is likely due to one of the following:
· The academic plan’s effective date in PeopleSoft
· The plan has been added to the OAAP Plan Exclusion Configuration page in PeopleSoft and must be removed in order to display in OAAP
Admit Type Details
· Admit Type Code: CTE
· Admit Type Description: CTE Dual Credit
Academic Plan Details	Comment by William Belden: Effective Date: When do colleges want to make the OAAP available to students?	Comment by William Belden: Late October.
· Academic Program: Non-Award Seeking
· Academic Plan Description: CTE Dual Credit
· Short Description: 0_CTE
· Academic Plan Code: NASCTE
College Action Required
Colleges utilizing CTE Dual Credit OAAP after Fall 2025 must:
● Submit a ctcLink Support Ticket to enable the CTES admit type before they can admit students to a CTE DC program. This will require approximately two weeks of advance notice for colleges not charging an OAAP application fee, and three weeks of advance notice for colleges charging an OAAP application fee. 
● Submit a ctcLink Support Ticket to enable the CTES program plan for use in the OAAP. This will require approximately two weeks of advance notice.

Submission of Admissions Application (OAAP)
Students will submit their applications via the Online Admissions Application Portal (OAAP) to the colleges participating in the CTE DC Admissions, Enrollment, and Transcription pilot program. 
Related QRG: OAAP Career and Technical Education (CTE) Dual Credit Admissions Application without a Fee
· The student should select the following values in OAAP:
· Admit Type: Select CTE Dual Credit (CTE)
· Program: Select “Non-Award Seeking” (NOAWS) 
· Plan: Select “CTE Dual Credit” (NASCTE) 
· A student who is admitted to the college and planning to take a combination of CTE DC, Running Start, and College in the High School courses in their first term are instructed to admit through the Running Start admit type. Colleges are advised to create a dual credit program request form and process to place the appropriate student group(s) on a student enrolled in multiple dual credit programs. 	Comment by William Belden: Need to discuss the best option for CTE DC Student Group, options for mass assignment & deactivation, and how this functionality will be managed.	Comment by William Belden: Delay decision on student group - allow or more conversation.	Comment by Guest User: Need to consider how to track multiple student groups if students are CTE/CIHS/Running Start.	Comment by William Belden: Global configuration vs. local. Global would still require manual updating for students admitted through other dual credit programs. SBCTC will not use student group if set up locally.
Colleges creating student groups for enrollment purposes - may not understand the benefits of a global configuration?
SBCTC has queries available to identify students in a specified group.
Do we need a query based on admit type to allow for manual coding of students - may already exist - Kyrsten?
Could colleges use MetaLink for search purposes?
SBCTC will not create a student group for the pilot and will address this question with system users before we add additional colleges to the pilot.
· For a student who has already completed an OAAP for Running Start or CiHS and would like to enroll in CTE DC course(s), colleges are advised to create a dual credit program request form and process to apply the appropriate student group. 
· QRG Resources for Submitting Applications: Online Admissions Portal - Student
· OAAP will send an automated email to students who successfully submit an application, confirming their application has been received. 
· For applicants who created an OAAP Account, emails will be sent to the email address associated with their OAAP account.
· For applicants logging in with their ctcLink EMPLID, emails will be sent to the email they used to authenticate their login.
· If their application was not suspended in ctcLink, the applicant can view their ctcLink ID by reviewing their submitted application in OAAP. 
· If the application was suspended in ctcLink, the applicant will see XXXXXXXXX rather than a numerical ID number. The college will need to complete Suspense Management in ctcLink. QRG Resource: 9.2 OAAP Suspense Management 
· Students with an existing ctcLink ID should log in to OAAP using their ctcLink ID and password. rather than creating a new OAAP account.
· If the applicant already was issued a ctcLink ID at any college before they submitted their CTE DC application, some bio/demographic information may not have been updated by the system (i.e. email). Run the OAAP Application Report to view what information the student provided on their application. QRG Resource: OAAP Application Report
Admissions Application Review 
Admissions applications to the CTE Dual Credit plan should be validated with CTE Dual Credit program staff to ensure the student selected an appropriate admit term based on application timing and the college's local admissions processing timeframes.
To find submitted applications, colleges should run the admissions query and can filter by the CTE DC admit type or plan code. QRG Resource: 9.2 Running Admissions Query
https://ctclinkreferencecenter.ctclink.us/m/88854/l/1103481-entering-external-education-information-fluidIf a student indicated that their high school was not listed in OAAP, this will display in External Education under the External Org ID 000100002 (My School Is Not Listed Domestic). If staff know the correct high school the student is attending, they can update the student’s External Education record as needed. External Education stores the student’s prior academic history and is a global page. 
QRG Resource: Entering External Education Information (Fluid)

Note: SBCTC is currently working with the OAAP vendor to identify student-entered high school information so staff can retrieve it as needed. Colleges will be notified when this query becomes available for their use.

Once staff matriculate the applicant into a student, updating the academic plan as needed, the admissions process is complete. Students should be matriculated to a date on or before the start date of their first term (a.k.a. Admit Term).
· QRG Resources:
·  9.2 OAAP Suspense Management
·  9.2 Matriculating an Applicant into a Student
· 9.2 Move an Admit Term after Matriculation
· 9.2 Unmatriculating a Student into an Applicant
· Maintaining Applications: Program/Plan & Admit Term Updates Before
· Colleges can send a specific admissions letter to students, as a welcome letter providing further information on “next steps”.
· QRG Resources:
· Admission Acceptance Letter
· 9.2 Admissions Letter Recurrence Setup
Residency Information
CTE Dual Credit students who enroll in non-CTE DC courses may be charged tuition. When CTE DC students apply to your college via OAAP, they are not asked residency questions. As a result, their residency status in ctcLink will likely appear as “Undetermined.” If a student enrolls in non-CTE DC classes, you may need to update their residency classification accordingly. The three residency statuses in ctcLink are:
1. In-State
2. Out-of-State
3. Undetermined
QRG Resource: Entering Residency
Required Coding Elements
2025-26 Pilot Colleges
Coding for pilot colleges only.  Non-pilot colleges must continue to use Other Credit (above).  Pilot colleges may still use Other Credit for students not enrolled in pilot classes.
This coding is for Winter 2026 forward.  All colleges must continue to use Other Credit for awarding previously earned credit in prior terms.  Enrollments are captured once for each term in the Enrollment and Staffing snapshot at the end of the term (enrollments added for prior terms will not be captured).
Classes must be coded with the following Course Attributes:
· Course Attribute “SCTE” to identify class as CTE Dual Credit
· Course Attribute “SFND” value of “5” for fund course
· SBCTC Student & Course Coding Manual
· Course Attribute “SNFG” to prevent FTES from generating
· Course Attribute “SNCF” for class instructors that are not college faculty
· Instructor Information
· Class location from the High School LOCATION Code Workbook – 
· Class Location 
[bookmark: x_x__Adult_Basic_Education_1]Classes identified as CTE will have the class section mapped to “T#P” in the Data Warehouse.
Students exclusively enrolled in CTE Dual Credit must be associated with ACAD_PLAN “NASCTE”.  This ACAD_PLAN is cross walked to Intent “L” in the Data Warehouse.  Students may also be coded with the Student Group “SCTE” for local tracking as it is not used for reporting.  These enrollments are assigned Kind of Enrollment (KOE) “54” in the Data Warehouse.	Comment by Guest User: With the new CiHS application, we are seeing some students apply under different admit types (First Yr, Re-entry, etc) with a degree or certificate seeking at CiHS. How critical are program plan changes. What data is impacted by not having the correct association.	Comment by William Belden: Question: has this been resolved?	Comment by Guest User: No.
SCTE student group will be used to identify and track students who have fulfilled local requirements to enroll in a CTE DC class. Note: For reporting purposes, SBCTC identifies CTE DC students when enrolled in a CTE DC class (SCTE course attribute), NOT by the SCTE student group. - see SBCTC Student & Course Coding Manual	Comment by William Belden: SBCTC has configured the global student group, which is being used by EvCC. 

SBCTC is not leveraging this information for any of our processes. 

Do we want global or local configuration?
SBCTC recommends local configuration during the pilot. 

This topic can be revisited at the time the pilot is expanded to include other colleges.
Do we need a query based on admit type to allow for manual coding of students - may already exist - Kyrsten?

Could colleges use MetaLink for search purposes to identify and code CTE DC students into student groups vs. using a query?	Comment by William Belden: Locally configured student group resources need to be added to this document.

Allowing Skagit and EVCC to operate differently with regard to student groups until ARC/others can weigh in.	Comment by William Belden: Add information to business process on MetaLink - search for queries available to colleges. https://dataservicesmetalink.sbctc.edu/Reporting 
Students who are exclusively enrolled in CTE Dual Credit must be associated with ACAD_PLAN “NASCTE”.  This ACAD_PLAN is mapped to Intent L in the Data Warehouse. - see SBCTC Student & Course Coding Manual
· Colleges need to activate and deactivate the SCTE universal student group individually or with batch processes. 
· QRG Resources: 
· 9.2 Add, Inactivate and View Student Groups
· 9.2 Batch Activating and Batch Inactivating Student Groups
· If the student is no longer in CTE Dual Credit and is: 
· Not continuing at your college, discontinue the CTE Dual Credit/Plan stack and inactivate the SCTE student group. 
· QRG Resources: 
· Maintaining Student Program/Plan Stacks 
· Discontinue Student Program/Plans in Batch (Batch DISC Process) 
· Continuing at your college in a different plan, update the student’s Student Program/Plan stack and inactivate the SCTE student group.
· QRG Resource:
·  Maintaining Student Program/Plan Stacks
Course & Grading Setup 
Course Setup	Comment by Guest User: Course numbers will be posted on the college's CTE Dual Credit webpage so students, families, and instructors can access the numbers in order to "enroll by class number"
· Colleges must follow the SBCTC Policy Manual, Chapter 5.4, in setting up the courses for enrollment. 
· CTE Dual Credit courses are set up as Open Entry/Open Exit (OEE). The census date is the last day of the quarter.
· Colleges can impose enrollment deadlines earlier than the census date of the course. Note: Enrollment in CTE DC course(s) must be completed by the census date.
· Aligning high school 1 & 2 semester courses with the college quarter system:
· Students taking 1st Semester courses where grades are submitted at the end of the 1st semester will be enrolled in the winter quarter in ctcLink. 
· Students taking 2nd semester courses where grades are submitted at the end of the 2nd semester will be enrolled in spring quarter in ctcLink. 
· Instructor may be added to the class/course (see Instructor Information section)
· QRG Resources: 	
· Curriculum Management QRGs 
· Faculty Workload QRGs 
Open Entry/Exit (OEE) session classes
These classes are usually scheduled using the start and end dates for the term, although students may enroll throughout the term.

Student OEE Enrollment Data Page 
1. View all dynamically calculated deadlines for a student’s OEE enrollment.
2. See deadlines that are tied directly to the student’s Start Date.
3. Identify different deadlines for different students in the same OEE class.
What OEE Means For Deadlines 
1. OEE (Open Entry/Exit) classes allow students to begin at different times within the same term.
2. Each student is assigned a unique Start Date at the time of enrollment.
3. Because of this, students in the same section may have different deadlines.
How Deadlines Are Calculated 
1. The system uses the student’s Start Date, along with the OEE dynamic date rules and the institution’s dynamic academic calendar setup, to calculate:
a. Drop dates.
b. Cancel & Withdrawal dates.
c. Census dates.
d. Other key academic deadlines.

Related QRG: Student OEE Enrollment Data

Ensure all CTE class sections are correctly configured with the appropriate OEE rule to prevent unintended grading outcomes, including incorrect “W” grades.

See Appendix A for an example OEE Rule 


Class Fees
· Class fees are used to assess specific charges tied to individual class sections in ctcLink. These fees are applied in addition to, or in place of, standard tuition depending on course configuration. Colleges are responsible for ensuring that all class fees are configured consistently with SBCTC policy, local business processes, and audit expectations.
· Class fees should be reviewed and validated prior to term activation and enrollment activity to ensure accurate tuition calculation and student billing.
· Query = QCS_SF_CLASS_FEES_BY_TERM (Class/Crse/List Fees by Term)
· Class fees must be configured prior to student enrollment to ensure proper assessment during Tuition Calculation.
· Changes to class fees after enrollment may require recalculation and review of student accounts.
· Use of waiver groups, item types, and chart strings must align with approved college business processes and SBCTC guidance.
 
· Consider the following review and validation steps prior to class fee setup:
· Validating the appropriate item type and account type prior to setup.
· New item types may be requested via Solar Winds 
· Ensuring all fees align with approved fee schedules and governing policies.
· Coordinating with Business Operations/Finance Staff for correct chart string and revenue mapping.
· ctcLink Accounting Manual (CLAM) 10.30.45.4 Revenue Accounts
· Testing fee application through Tuition Calculation prior to go-live.
· Maintaining documentation supporting the purpose and structure of each fee for audit purposes.
 
· QRG Resources:
· Adding a Class Fee via Maintain Schedule of Classes
· Add a Class Fee through Student Financials
· Understanding Item Types


Course Location 
SBCTC staff have created a High School LOCATION Code Workbook based on the official list of high schools published on OSPI’s website. Each LOCATION code corresponds to an OSPI School Code.  Private High Schools are not included in the OSPI list so a “dummy” School Code / LOCATION code starting with “P” has been included in the listing for private high schools that participated in College in the High School after 2022-2023. Public high schools that operate as cooperative between two school districts are also assigned a “dummy” School Code / LOCATION. Cooperative high school codes start with “C”. 
Colleges will be asked to:
· Identify their CTE DC high school partners from the OSPI list.
· Configure the global LOCATION codes for use starting Fall Quarter 2025.
· Submit a CS support ticket to add the locations to the Campus Table to be available for building courses or scheduling courses.
· Apply the appropriate LOCATION code to all CTE DC courses.
Colleges must assign the appropriate location code to each CTE DC section to identify the high school or skills center where the course is offered.  See the following page in the ctcLink Reference Center for steps to configure location codes:
· Adding Locations to the Campus Table
Colleges need to only configure the new LOCATION codes for the High Schools they partner with.  Colleges need not configure all LOCATION codes included in the workbook.  Some colleges may have already configured LOCATION codes for certain high schools that do not match the OSPI School Codes. Moving forward, colleges must use the global high school LOCATION codes for all CTE DC courses (i.e., those with the course attribute SCTE).
When selecting the correct global LOCATION code, please verify the high school’s address. Some schools may have the same or similar names but belong to different cities or school districts. Additionally, pay special attention to schools that operate a cooperative high school. These institutions typically have a hyphenated name, such as Gar-Pal High School or Wilbur-Creston High School.
SBCTC will maintain the list of global OSPI high school codes on the CiHS page of the SBCTC website, under the section titled “Resources.”
If a CTE DC course is scheduled with a public or private high school not found in the global list, please contact Data Services at dataservices@sbctc.edu for assistance in selecting the correct global LOCATION code or requesting a new code if needed.
Instructor Information 
Colleges are required to formally identify high school instructors for CTE DC courses, including those taught by external instructors who are not employed by the college. To meet reporting needs, if high school instructors are not employed by the college, use the PeopleSoft Person of Interest (POI) functionality.  This approach requires only minimal information to be configured in ctcLink, as the external instructors are not on the college payroll or on campus. 
An External Instructor is defined as:
· External Instructors are not employees of a Washington state Community and Technical College and are engaged to perform instruction for programs such as “College in the High School” where the instruction occurs at a high school. For Faculty coding information see SBCTC Student & Course Coding Manual under College in the High School. (SCTC Policy Manual Chapter 2.35 Classification of Employees)
Beginning Fall 2025, follow these steps to add an external instructor to a course. 
1. Establish the external instructor as a Person of Interest (POI) in Human Capital Management (HCM) assigned to the global External Instructor Job Code “999999”.
2. Add the instructor to the Instructor/Advisor Table in Campus Solutions (CS).
3. Assign the instructor to the relevant course in CS.
Resources:
· Adding an External Instructor/Person of Interest (POI) in HCM
· Adding an External Instructor/Person of Interest (POI) in Campus Solutions
· SBCTC Policy Manual – Chapter 2: Faculty and Staff Personnel
· SBCTC Student and Course Coding Manual
Grading 
Grades must be submitted at the end of each quarter. In the event grades cannot be submitted at the end of the quarter – for example a year-long CTE DC class where students are registered in winter quarter and final grades are not available until the end of spring quarter – grades must be submitted when reporting spring quarter grades. This action supports SBCTC in being able to report accurate course success rates.
Until a standard, global grading and transcription policy is established, colleges should follow their local articulation agreements. If a student earns less than the required grade, the college should remove the course from the student’s record, so the student’s record is not negatively impacted.
All grades for the academic year must be posted by the spring quarter Data Warehouse Transcripts and Completions snapshot. See the snapshot schedule on the Data Warehouse Documentation site. 
· Enter Grades in ctcLink 
· QRG Resources:
· Course Rosters and Grading
Each college has the authority to determine when and how grades may be removed or adjusted on a student’s academic record. However, they must follow their established local business processes and adhere to the requirements outlined in their local articulation agreements.
· Remove Grades in ctcLink 
· QRG Resources:
· Entering Enrollment Requests
Dropping Students from OEE Classes
Colleges determine when and how students are dropped from OEE classes based on their local business processes. Colleges must ensure that drop processing aligns with institutional policy and articulation agreements. 
When fees are associated with OEE classes, colleges must establish a clear process for handling refunds, if applicable.
Verify that class sections reference the correct OEE rule to ensure students are dropped appropriately, and that unwanted “W” grades are not assigned. 
Enrollment Process (class registration) 
Before enrolling in classes, students must be term activated in the appropriate program plan stack. Students pursuing exclusively CTE Dual Credit must be in the CTE DC-specific plan. Students pursuing multiple dual-enrollment programs may be in a plan stack indicating their primary educational goal. 
· QRG Resources:
· Term Activate an Individual Student 
· Term Activation Batch Setup
· Running Batch Term Activation
· 9.2 Term Activate a Student after the Term Begin Date
Census Date and Enrollment  
CTE Dual Credit enrollments should be recorded, and any coding errors resolved prior to the end of the college term end date for successful inclusion in the SBCTC Data Warehouse.   
See the Data Services Data Warehouse page on the SBCTC website for the snapshot schedule and Quality Assurance Reporting System (QARS) documentation.  	Comment by William Belden: Continue basing CTE DC around transcript vs. enrollment. 

It will be helpful to have a state imposed grade deadline in working with HS teachers/administrators.	Comment by William Belden: Need to map these dates to a common calendar to ensure deadlines are clear.	Comment by William Belden: Need to add guidance on how the charging of student fees impacts enrollment transactions/timelines.
Student Self-Enrollment Process 
· Students will log into ctcLink and enroll for CTE Dual Credit courses. 
· Staff can give the catalog number to the student to enroll.
· To limit who can enroll in a CTE DC course, consider the following options:
· Colleges add the SCTE student group to class enrollment requisites so that only CTE DC students may enroll in a CTE Dual Credit course.
· On the Maintain Schedule of Classes, CTE DC courses have the “Schedule Print” box unchecked. Colleges provide the class number to the students to enroll. 
· Colleges require permission codes for the CTE DC course and provide these to the students. 
· QRG Resources:
· Class Permissions
· Define Student Groups for Requisite
· Maintain Schedule of Classes
Student Self-Enrollment 
HCX/Mobile Enrollment vs. ctcLink Self-Service - OEE Start Date Behavior Clarification 
Both HCX and ctcLink use the same valid date range and support the same business process; the difference is only in how the start date is initially presented to the student.
· HCX/Mobile Enrollment: The Start Date field is automatically populated with the earliest available start date. If a student plans to begin the class later, they can simply update the date by selecting another valid date within the allowed range. 
· ctcLink Self-Service: The Start Date field is left blank. Students are required to enter or select a start date within the displayed valid date range before they can continue with enrollment.
QRG Resources:
· Enroll in Classes (HCX)
· Enroll by Class Search to Shopping Cart

Student Self-Drop
Students may drop OEE classes through either HCX/Mobile Enrollment or ctcLink Self-Service.
QRG Resources:
· Drop Classes (HCX)
· Drop Classes from ctcLink
College Staff Enrollment Process for Students 
College staff must follow the college’s written enrollment procedures and all policies in the SBCTC Policy Manual Chapter 5 Enrollment Reporting and Tuition and Fees. Colleges who process registration on behalf of students must obtain dated documentation in electronic or written form of each student’s request to enroll in their CTE Dual Credit course(s). Colleges may use an electronic or printed enrollment form.
Enrollment transactions processed after the census date must be backdated under allowable exceptions in the SBCTC Policy Manual Chapter 5.50 to be countable for reporting. Maintain documentation in case of an audit.
In addition to meeting the census deadline, all enrollment transactions (adds or drops) must be processed before the end of term Data Warehouse snapshot.
· Processing Individual Enrollments - QRG Resources: 
· Quick Enroll a Student 
· Entering Enrollment Requests 
· Note: If the student was enrolled in CTE DC classes under the wrong plan, colleges will need to fix this. 
· See QRG Resource:
· Fix Enrollment Attached to the Wrong Program. 
· Processing Batch Enrollments – QRG Resources: 
· 9.2 Defining Student Enrollment Blocks 
· 9.2 Defining Class Enrollment Blocks 
· Processing Block Enrollments 
Data Related Resources
· Available ctcLink queries will be highlighted below.
Resources 
· CTE Dual Credit Research Report
· WA CTE Dual Credit Guidebook
· External Instructor Policy Brief
· 2025 Annual Report on Dual Credit | Washington State Education Research and Data Center
· CTE (Career Technical Education) Dual Credit
· 

College Developed Resources	Comment by William Belden: Add college communication tools to SBCTC website to support next wave of colleges.
· CTE Dual Credit | Everett Community College
· High School Programs | CTE Dual Credit (Skagit Valley College)
· 
Reports
· QCS_CC_CEDQ_STRM_CART
· QCS_SR_CART_REMINDER_POPSEL
· QCS_SR_STDNT_SHOPPING_CART
· H_SR_STALE_CART_MSG_CTR

[bookmark: _Appendix_A_–]Appendix A – OEE Rule Example
The following example is an OEE rule that will not assign a Withdrawal grade, and staff can perform a drop at any time in the term without backdating.  
 
Getting Started – Important Reminders
1. Each college is responsible for testing OEE rules prior to using them in Production.  Please refer to the guide Testing in PCD for more information.
2. For more information on dynamic class rules, refer to the guide Setting Dynamic Class Date Rules .
3. The ability for staff and students to perform enrollment drops is controlled by different settings in ctcLink.
a. The OEE rule (assigned to the class) determines the last date that staff can drop a student.
Navigation:   Curriculum Management > Dynamic Dates > Class Section Dynamic Dates
b. The Term/Session table determines the last date that students can drop a class through the ctcLink Student Homepage or HighPoint Campus Solutions (HCX).  The ‘End of Drop’ period applies to all OEE classes in the Undergraduate career (not just CTE classes).
Navigation: Set Up SACR > Foundation Tables > Term Setup > Term/Session Table
[image: ]
 
Example OEE Rule
Navigation: Curriculum Management > Dynamic Dates > Dynamic Class Dates Table
[image: ]
Last Date to Drop
A factor of ‘9999’ will allow staff to perform a drop on any date.  This does not apply to students dropping a class from self-service which is controlled by the Term/Session table..
[image: ]
 Drop Action Dates
This class will not assign a withdrawal grade for drops if a factor of ‘9999’ is used in each field.
[image: ]
 Cancel & Withdrawal Dates
These values will ensure that a withdrawal grade is not assigned if staff performs a Term Withdrawal from the Term History page. Do not use ‘9999’ in the WD w/o Penalty field, or student will receive a withdrawal grade. In this example, the value of 500 will allow staff to perform a Term Withdrawal up to 500 days after the class has ended without assigning a grade.
[image: ]
 Remaining fields:
The following fields can be configured as displayed below. 
 
[image: ]
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