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[bookmark: _Toc171329689]Part 1: Managing Students
Welcome to Apply DE Louisiana – your portal to managing students’ dual enrollment within Louisiana’s public postsecondary institutions. To get started, navigate to https://applyde.laregents.edu and select the “School Counselor or Administrator” tile.[image: Welcome to Apply DE Louisiana login screen. Third tile is for High School Counselors or Administrators.]
If there are pending applications, there will be a message along the top of the screen indicating recommendations are needed and the “Students” tile will be highlighted on the main Home screen. Click on the “Students” tile or tab in the left sidebar to get started.[image: Home Screen - tiles for the various areas are also listed in the left sidebar. This screen also displays any announcements available and if there are pending applications. First tile is Students.]
[bookmark: _toa8jqw008la]
[bookmark: _Toc171329690]Pending Recommendation
You’ll find multiple tabs to help you manage your dual enrollment students. The “Pending Recommendation” tab displays a list of students who have a pending application for dual enrollment. There are two columns displaying per application showing the status of the student agreement and parental consent form. To submit a recommendation, click on the “Submit Rec.” button for a student.
[image: Students screen - three tabs, first is Pending Recommendation. Lists all pending applications by student, including whether the student agreement and parent consent forms have been completed. Search function on the right side of the screen. Use the Submit Rec button to view a student's application.]
A pop-up window will appear displaying multiple tabs, the default being the recommendation form for the classes the student has applied for. On this tab, you will need to (1) approve or not approve each course selected, (2) choose the student’s GPA, (3) select the grade level they will be when taking the listed courses, and (4) answer whether the student has met the course prerequisites (if any)* and has the permission of the high school to enroll in the listed courses.

You also have the option of uploading a file and/or providing a description of the student’s qualifications or any other information that may be helpful in determining their eligibility. When you are finished, click the “Submit Recommendation” button.

[image: Submit Recommendation window - four tabs, default (last one) is "X term class(es) recommendation." Lists the classes applied for. Questions about GPA, grade level, and pre-reqs.]Please note that if you have not selected an “Approve” or “Not Approved” option for all of the listed courses, the recommendations will only be saved as a draft and will not be considered complete.

*If you are not sure if a class has a prerequisite, clicking on the “Class(es)” tab will provide you with this information.
[image: Submit Recommendation window - second tab is "Class(es)." Lists all of the classes ever applied for.]
Other information available to you in this pop-up window include basic demographic and contact information for the student on the “Details” tab.
[image: Submit Recommendation window - first tab is "Details." Lists the information from student's application form.]
[image: Submit Recommendation window - third tab is "Notes." Lists any notes for a student and their replies.]Additionally, any notes about the student that have been entered can be found on the “Notes” tab. If there are any notes available, you will have the opportunity to respond to them (if necessary).
When you are finished managing a student’s application, click the “X” in the bottom right corner of the pop-up window.
[bookmark: _Toc171329691]Registrations by Term
The “Registrations by Term” tab lists the students who have registered for classes each term by course. You can filter by the term in the right corner, or search for a specific student or course. In the Last Name column, you can also check whether the student has completed the Student Agreement and Parental Consent forms at a quick glance.
[image: Students screen - second tab is Registrations by Term. Lists all class registrations individually for a term, including whether the student agreement and parent consent forms have been completed. Search function on the right side of the screen.]
[bookmark: _Toc171329692]Students by Term
[image: Students screen - third tab is Students by Term. Lists all students that have registered for a term. Search function on the right side of the screen.]The “Students by Term” tab displays a listing of all students that have registered for classes for the selected term. To view more information about each student and their registrations, click the “View Details” button.
[bookmark: _Toc171329693]Part 2: Student Notes
[image: Student Notes screen - displays all notes for a student and any responses. Action menu allows you to respond to a note or view student details.]To quickly check if any notes have been added to a student record, click on the “Student Notes” tile on your home screen or tab in the left sidebar. This screen will display any notes that have been added and will allow you to reply to a note if needed.

[bookmark: _Toc171329694]Part 3: Managing School Personnel
[image: School Personnel screen - two tabs, first is Currently Active. Update Status link for each person opens a pop-up window. Search function on the right side of the screen.]To manage your school’s personnel accounts, click on the “School Personnel” tile on your home screen or tab in the left sidebar. You can use the search bar in the right corner to find a specific person. Click on the “Update Status” link to update their account information.

A pop-up window will appear with options to update the person’s high school, position, status, effective date, whether they can manage student recommendations, and the option to enter any comments or notes. Please note that changing a person’s status from Active to Inactive will also disable their ability to manage student recommendations. When you’re finished, click “Save” at the bottom of the window.
[image: Update Status window - can update high school, position, status, and ability to manage recommendations.]
To access a list of Inactive personnel and update their status, go to the Inactive Personnel tab.
[image: School Personnel screen - second tab is Inactive. Search function on the right side of the screen.]
[bookmark: _Toc171329695]Part 4: Managing Your Password
To update your password, click on the “Manage Password” tile on your home screen or tab in the left sidebar. When choosing a new password, make sure to use a minimum of 8 characters.
[image: Manage Password screen - you will be forced to log back in after a successful password change.]
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Fall 2023 Class(es) Recommendation

Classes for Fall 2023

Course Pre-equisite Faculty Schedule Status  Recommendation
CRS 005, Course Title @ Institution Name LastName, FirstName ~ 1200AM-1200AM  Applied g 0,
GRS 003, Course Title @ Gonzales LastName, FirstName  12.00AM-1200AM  Applied ¢ .,
Student GPA*
Below 2.0 (equivalent of C- or below) v

Grade Level of student when taking the above course(s)*
Freshman v
‘The student has met the course prerequisites and has the permission of the high school to enrollin the course(s)*

No v

Uploading a document or adding comments is optional

File

Please describe students' qualifications and any other information that will be helpful in determining student eligibility (optional)
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Class(es)

Below s thelist of student’s class(es)

Show 10 & entries

Term 7 Campus
Fall 2023 Institution Name.
Fall 2023 Gonzales

Showing 1102 0f 2 entries

Course / Section No.

CRS 005 (3.0 credits)
Course Title
34-008

GRS 003 (3.0 credits)
Course Title
29-004

PreReq

None

Search:

Applied

Applied
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None
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False
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Below are notes shared with you.

Show 30 & entries

Added On L Note
06/12/202412:40PM test response
06/12/202412:38 PM Test note

Showing 1102 0f 2 entries

Added By

Person, Counselor

Kadaji, Av

Search:

v [l v
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Home

Students

This is where you wil find the students at your school who are registering for dual enroliment classes.

2 Students

[ Student Notes Home / Students

42 School Personnel

Registrations by Term

Below s the lst of registrations for the selected term in your high school(s)

@ Logout

FilterBy Term:  Fall 2023 v

Show| 30 + | entries Search:
Applied On L status © LastName ~ FirstName © Course " High School / Reviewer
+ Search Last Name | | Search Search Course
01/11/2024 03:43PM Applied Kadaji Avinash SUBJ2003 (3 credits)  High School 1
@ High school 1 29/004
o Course Title 3
Gonzales
Prereq
07/19/202310:32 AM Applied Ks i SUBJ2004 (3credits)  High School 1
@ High school 1 28/001
00 Course Title 4

Institution Name 2
Preeq;
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Home

Students

& Smdents This is where you will find the students at your school who are registering for dual enrollment classes.

[ Student Notes Home / Students.

Students by Term

Below s the list of students in your high school(s) for have applied for classes i the selected term.

FilterBy Term:  Fall 2023 v

Show| 30 + | entries Search:
Name . High School - Usemame ~ Graduation Year
Kadaji, Avinash High School 1

KS, Avi
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Home

Student Notes

Thi

is where you will find notes regarding your students.

Home / Students

I Personnel

£ Manage

Show 30 + |entries

1

AddedOn . AddedBy  LastName ~ FirstNeme
Searchlast | | Search Firs!
06/12/2024  Counselor  Kadaji Avinash
12:40PM Person @ High School
1
06122024 AviKadaji  Kadaji Avinash
12:38PM @ High School

Below are the notes added to your student records. You can reply to a note.

Note

‘Search Note

test response.

Testnote

Search:

Reply to Note
Student Details

v [l v
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Lt This is where you will find the school personnel who are affiliated with dual enroliment.

Home / School Personnel

& Students

2 Student Notes.

12 School Persomnel
Beloy

the list of active personnel.

£ Manage Password

Show 10 ¢ entries Search:
Ol Name 1. High School Position Status
Person, Counselor High School 1 Counselor  Active Update Status
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CL This is where you willfind the school personnel who are affiiated with dual enroliment

Home / School Personnel
2 students

2 Student Notes

Inactive:

Below is the ist of inactive personnel.

42+ School Personnel

8 Manage Password

Show 10 & entries Search:

Otz=n Name 1. High School Position Status

No records found.

Showing 01to 0 of 0 entries. Previous  Next
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ClL ‘This is where you can manage your password.

A Home / Manage Password

& Student Notes.
Please use the form to change your password. Upon successful password change you will be forced to log backin

-
Current Password*

£ Manage Password

T, New Password*

Retype New Password*
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Welcome to Apply DE Louisiana!

‘ A There are student application(s) needing recommendation.
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Home

Students

This is where you wil find the students at your school who are registering for dual enroliment classes,

Home / Students.

Pending Recommendation

Below s the list of students who need their applications reviewed.

Show| 10 ¢ | entries Search:
Name . High School " Student Agreement ' Parent Consent
Kadaji, Avinash High School 1 Received Received it

KS, Avi High School 1 Received Pending it

Lowe, Adam High School 1 Received Received p—





