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Step One: Create Student Account

• At the start of the new school 
year, the Dual Enrollment Office 
will hand out admissions guides 
for New and Returning Students 
to follow.

• Students new to Dual Enrollment 
will start at the first step of the 
Dual Enrollment admissions 
process, which is to Create a 
new account



Step One: Create Student Account

• Students new to Dual Enrollment 
will navigate to 
admissions.maricopa.edu.

• Dual Enrollment students must 
click on Apply Now under First 
Time Dual Enrollment.



Step One: Create Student Account

• Keep in mind that this process is 
for New Students only.  

• Student will be asked to consider 
one the following:
• If you have a Maricopa Email address 

(MEID), 
• Student ID Number
• Attended one of our colleges

• If you are not sure if you have an 
account, or have forgotten, please 
contact the Dual Enrollment Office 
for assistance on recovering your 
information.



Step One: Create Student Account

• The next slide will ask students if 
they are on an F (F1 or F2) or M 
(M1 or M2) Visa.  
• Students will select no to continue 

the application.

• Please note that if your student is 
on a Visa, then additional 
documentation will be required



Step One: Create Student Account

• The next page of the account 
creation process will prompt the 
student to complete all required 
fields.

• Once a student has entered all 
information, you can click 
CREATE USERNAME



Step One: Create Student Account

• After clicking on the Create 
Username button, student will 
be prompted to enter a 
temporary password.

• Please follow the password 
requirements when creating 
your temporary password.
• Once you have finished creating a 

password, save it in your files as 
you will need it upon accessing 
your account



Step One: Create Student Account

• As you are filling out your 
application, you will need to 
select Chandler-Gilbert 
Community College and the 
term you want to apply for.  
• This is important for dual 

enrollment at Chandler-Gilbert 
Community College.

• Once you have made your 
selections, click ADD TO MY 
APPLICATION



Step One: Create Student Account

• The next step is to submit ID for 
verification and residency 
purposes.

• You will be prompted to upload 
an Arizona Driver’s License or 
Arizona State ID card.
• If you do not have either of these 

documents, click SKIP AND 
SUBMIT to submit other forms of 
ID in the Next Steps Form



Step One: Create Student Account

• During the final stages of the 
account creation process, you 
will be prompted to create a 
new password.
• Enter the same password you used 

when you set up your temporary  
one.

• You may enter a new password if 
you wish; however, be sure to 
follow the requirements when 
creating a new password.



Step One: Create Student Account

• Once you complete your admission application, please make note of 
your MEID, Student ID number, and your Maricopa email address and 
store them in your records.
• You will need to access this information for logging in, seeking services and 

support, and accessing student tools.

• We suggest taking a photo, screenshot, or writing the information 
down.

• After you have completed this step, you will be prompted to complete 
the Dual Enrollment Next Steps Form.  This is Required



Step Two: Dual Enrollment Next Steps

• Students will be prompted to 
complete the Dual Enrollment Next 
Steps for after they finished 
created their account.  
• If not, then students can navigate to 

the site by visiting maricopa.edu > 
Future Students > High School 
Student Programs > Dual Enrollment 
and click on Complete Enrollment 
Steps.

• To begin, students will click on 
Complete Enrollment Steps

• Students will be prompted to login 
with their MEID and password



Step Two: Dual Enrollment Next Steps

● Once a new student has logged into the Dual 
Enrollment Next Steps form, they will be 
prompted to fill out their name, date of birth, 
contact information, and select a college and 
term they are applying for.

● New students will also be prompted to upload ID 
from the options menu provided in the Next 
Steps form.

● Please be aware that all identification documents 
must be uploaded in color.  After you have filled 
out the required fields, click Next to determine 
course placement.



Step Two: Dual Enrollment Next Steps

● Here students must select their high school grade 
level and choose a placement option.



Step Two: Dual Enrollment Next Steps

If a student selects Freshman (9) then they will 
automatically be assigned Option 3.

If as student selects Sophomore (10) then they can 
choose which which placement option they want to 
take.  If they select Option 1 or 2, they will be 
prompted to upload documentation.

If they select Junior or Senior (11 or 12) then they 
will also be prompted to choose which placement 
option they choose to take. 



Step Two: Dual Enrollment Next Steps

If a Junior or Senior selects the unweighted, 
cumulative GPA of 2.6 or higher or AzMERIT ELA 
score of Proficient or higher:

A student will be prompted to enter their high 
school graduation date, final unweighted, 
Cumulative GPA, and AzMERIT Scores.

They will also be prompted to upload 
documentation as well.



Step Two: Dual Enrollment Next Steps

The next step in the Dual Enrollment Next Steps 
form is the Consent Form.   Here student’s can agree 
(or disagree) to the FERPA Information Release 
Authorization and the Registration Consent 
statements.



Step Two: Dual Enrollment Next Steps

If a student agrees to the FERPA Information Release 
Authorization, then the student will be prompted to 
enter a PIN number.

This PIN number must be provided BEFORE 
information can be shared.



Step Two: Dual Enrollment Next Steps

Here the parent or legal guardian can certify that 
they are submitting the form on behalf of the 
student.

They will be prompted to enter in their contact 
information, agree (or disagree) to the Consent to 
Call or Text, and check off the agreements.



Step Two: Dual Enrollment Next Steps

If the student is 18, they can select the “I am 18 
years or older” option and click next to continue.



Step Two: Dual Enrollment Next Steps

Here a student taking dual enrollment classes can 
select Chandler-Gilbert Community College.

They may add a secondary college as well.

This page also gives the tuition cost and registration 
fee



Step Two: Dual Enrollment Next Steps

The last step prompts the student to add their 
electronic signature.

As soon as they click on Sign Electronically, the 
application is considered complete and ready for 
screening.

Once your application has been screened, you will 
receive an email within 5-7 business days with 
instructions on how to register for fall and spring 
classes.



Returning Student Guide

● Returning students will also receive a 
registration guide.

● Returning students (After Fall 2018) do not 
need to start the admissions process over since 
much of the process has already been 
completed.

● Returning students need to check for 
prerequisites for classes they are interested in 
enrolling for.



Step Three: Add a Class

● Once your Dual Enrollment Next Steps form 
has been complete, you will receive an email 
with instructions on how to add a class.

● Returning Students will receive an email letting 
them know that registration is open.

● Students will navigate to their Student Center 
at my.maricopa.edu and login with their MEID 
and password.



Step Three: Add a Class

● In your Student Center, under the Academics 
bar, click on Add a Class

● Make sure to choose the correct term and 
college.



Step Three: Add a Class

● DO NOT select Search for Class. 

● In the box under Enter Class Nbr, enter the 5-
digit course number found on your high school 
class list.

● Once you have typed in the 5-digit course 
number, click Enter.



Step Three: Add a Class

● Verify the class you added is the one you want.  
If everything looks good, click the Next button.

● Clicking Next will add the class to your 
shopping cart.  You may enter additional 
courses before continuing to the next step.



Step Three: Add a Class

● Confirm your class schedule is correct and click 
Finish Enrolling



Step Three: Add a Class

● If you see a red X in the Status section, make 
sure you have met all the prerequisites for the 
class. 

○ If you meet all the requirements and still can’t 
enroll, email us at dualenrollment@cgc.edu
with the issues you are having 

● If you see a green ✓ in the Status section, you 
have successfully enrolled into your class.

○ To enroll in your spring classes, click on Add a 
Class in your Student Center.  Select the spring 
semester and follow the same steps when you 
enrolled for the fall.

mailto:dualenrollment@cgc.edu


Important Dates

• Monday, July 26, 2021: Registration opens for fall, year-long, and 
spring classes.

• Sunday, September 19, 2021: Registration deadline for fall and year-
long classes

• Sunday, February 13, 2022: Registration deadline for spring classes

• Tuesday, August 31, 2021: Application deadline for Tuition Assistance



For more information go to cgc.edu/dual or 
call 480.732.7006


