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Online Application & Specifications 
This guide serves as a tool to provide an overview of the modifications and specifications of the online 

application.  The online application processes applicant data and uses specifications to determine who is 

applicable to use the online application.  

Note: The High School to Freshman Form within a student’s self-service is similar to the Online 

Application.  You can refer to the Online Application, High School to Freshman Form, and Suspended 

Applications guide for more details.  

Online Application and Re-direction to Self-Service 
The online application process will only re-direct the student to self-service under the following 

circumstances: 

• The student is enrolled in the current term or a future term and is not a current high school
student.

o Currently enrolled high school students are allowed to submit a new application without
redirection.

o If the student was enrolled in the immediate past term, but not the current or a future
term, the student will be allowed to complete a new application.

• The student is not currently enrolled but has applied for the current or a future term, and it is
before 10/1 (fall term) or 3/1 (spring term).

o If the student has applied for the current term and it is after these dates, the student
will be allowed to submit a new application.

Dual Credit Students Online Application Notes 
• It is recommended that only one application be on file for the length of the academic career as a

High School student.  It is not required to have a high school student complete an application

each term.

• A high school student should not apply to be a first-time college student (FSH - freshman) PRIOR

to applying as a (HS – high school) Dual Credit student.  The system will not allow the student to

complete a new application if they have applied to be a first-time college student before they

apply to be a high school Dual Credit student, and while this does not occur often, it can be

corrected by the college without having the student complete another application.  This is also

mentioned in the Dual Credit guide and can be corrected by the college so that the student does

not have to complete another application by using the Correcting High School Dual Credit

Students Who Applied as a First Time College Student (FSH) Prior to Applying as a High School

(HS) Student document.

• High School students applying as a HS Dual Credit student will not have the option to enter a

preferred first name.

Kentucky Community and Technical College System (KCTCS)
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• High School students applying to be a first-time college student FSH for a future term will have 

the option to enter a preferred first name.  This preferred first name will be visible on the 

student’s record.   

• If a Dual Credit student applies to be a first time college student before applying to be a dual 

credit student, the preferred first name they enter will be visible on their record even after 

rolling back the application. 

Kentucky Community and Technical College System (KCTCS)
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Online Application  

Application Landing Page 
The application for admission page displays helpful browser information at the top of the page followed 

by what the applicant needs to get started with their application, including a valid email address.  An 

email address is required to start the application.  If at any time the applicant needs help, there is a live 

chat or a call number that the applicant can call located at the bottom of the screen. 
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Note:  If an application is started, but not completed, the applicant can select the Need to Finish a 

Saved Application? Link to finish the application.  

 
 

 

To complete an application: 

1.  Enter a valid email address in the Email Address field and select Send Verification Code.  The 

verification code is emailed to the email address entered.   

 
 

2. A pop-up box confirms that the email was sent.  Select OK. 

 
 

3. The applicant retrieves the code from their email, enters the code into the Verification Code 

field, and selects Confirm.   This code is valid for 24 hours. 
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Note:  A verification code can be requested up to four times in a 24-hour period.  The same code 

will be emailed to the email address entered in the field.  

• On the fifth attempt, users will receive the error message below: 

 

• If the code is entered incorrectly, the applicant will receive a warning message.   

 

• If the code is entered incorrectly three times, it will gray out the verification code field.  

If this was done by mistake, the user can refresh the page and enter the correct 

verification code.   

 

• Users will not be able to change their email address after they have entered a correct 

verification code.  The email address that is verified is the email address that will be 

used to create their account.   
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Application for Admission 
Once the verification code has been confirmed, the application for admission account creation page 

displays. 
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1. The applicant enters the required information on the page including college/campus to attend, 

personal information, home or present address, and account password/security questions.  

Based upon the college selected, the logos at the top of the page will display the chosen college.  

 

2. After entering the password/security questions, the applicant then selects Create Account.  The 

password can be used to retrieve and finish a saved application. 

 
Note:  If the applicant chooses not to enter an SSN, the following will display upon selecting the 

Create Account button.  They can select OK to return to the application page to enter their SSN 

and select Create Account or if they choose not to enter an SSN, they will select Create Account 

again. 

  
Note:  If the applicant checks the box indicating they are foreign born and do not have a US 

Social Security number, this box will not display when creating an account.   

Kentucky Community and Technical College System (KCTCS)
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Personal Information 
After creating an account, the applicant lands on the Personal Information page.   

1. The left-hand navigation pane displays the sections that need to be completed by the applicant.  

After a section is complete, it can be selected and visited again from the navigation pane.  

Throughout the application process, additional sections may appear in the left-hand navigation 

pane to collect additional data based upon information entered by the applicant.   

 

 

2. The applicant verifies/edits the information on this page and selects Next Step. 
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Note: If at any time the applicant would like to save and return to the application later, they may select 

the Save for Later button located in the lower right-hand corner of the screen. 

 

 

Additional Information 
The Additional Information page displays and the applicant can enter the information that choose 

including phone, military status, and emergency contact information.  When complete, they select Next 

Step to proceed.  
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Citizenship 
As questions are answered in certain sections of the application, additional questions may appear.  The 

Citizenship section is an area that will display questions based upon answers selected by the applicant.  

This is a required field and must be answered to proceed.  When finished the applicant will select Next 

Step. 

Citizenship Section – Prior to answering required citizenship question: 

 

Citizenship Section - Additional questions displayed based upon applicant answers: 

 

Note: The blue information icon provides additional information on searching for country of birth in 

this example. 

Ethnicity 
The Ethnicity page displays.  Answers to this section are optional.  The applicant will select Next Step 

when finished viewing/completing this page. 
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Application Term 
1. The Application Term page displays.  The first question asks, Are you applying to enroll in college 

classes that will begin before you graduate from high school?  If “Yes”, we will classify you as a 

non-credential high school student, making you eligible to enroll now.   

Applicant Designates No 

 
They will then be asked when they plan to start taking classes at their desired college. 

 

Applicant designates Yes 

 
The radio button will be selected for Yes, they are currently enrolled in high school or home 

school.  

Note: For students taking classes as a high school student, it will term activate them for the 

 current term and upcoming term(s).  Thereafter, they will be term activated up through their 

 graduation date.  

Example: High school student applies during Spring – they will be term activated for the current 

 term, summer, and fall terms.  Thereafter, they will be term activated by the term activation 

 process up through their graduation date.  
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2. If the applicant designates yes to the first question they will then be asked when they will 

graduate from high school or home school.  

 

3. If the applicant selects no to the first question, they will select from the drop-down box when 

they plan to start taking classes.  
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4. The applicant selects if they are enrolled in high school or home school.  Depending on how the 

applicant answers these questions will determine additional fields that may appear.    The 

applicant will complete the information regarding high school/home school information and if 

they are or have taken college classes. 

 

Note: If the applicant indicates high school experience, if they are currently taking college 

classes, or have taken college classes, new sections will appear in the navigation pane to enter 

high school and college information.  If the applicant is a current high school student applying to 

be a high school dual credit student, they will not have the option to enter a preferred first 

name.  If the applicant is applying to be a first time college student, they will have the option to 

enter a preferred first name on the application. 
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High School  
The High School Experience section appears if the student selected that they are attending or have 

attended a high school. 

1. Change the high school country if needed, then enter the high school state, and begin typing the 

high school name.   

 

Note: Only a portion of the school name should be entered in the High School Name field.  A list 

of high schools matching the portion entered for the high school name will begin to populate.  

The applicant can select the school from the list or select the magnifying glass icon to view the 

list of options.  Once found, select the school, and click Add This School.    

If the applicant cannot find the school, they can enter the high school name and choose Add 

This School.  They will be prompted to enter the city. 

 

NOTE for Out of Country Schools:  Once a non-USA country is entered, the applicant should 

enter the city manually and then click OK.  It will default to the out-of-country org code for that 

country instead of allowing the person to search for it.  

Kentucky Community and Technical College System (KCTCS)
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2. The school displays at the bottom of the page under Your High School.  If they need to remove 

the school, they can place a checkmark next to the school and click the Delete Selected link. 

 
3. When finished adding the high school, the applicant selects Next Step. 

College  
If the applicant indicated they are taking or have taken any college classes, the College section will 

appear as a section in the application.   

 

1. The applicant can change the college country if needed, then enter the college state abbreviation, 

and begin entering college name.  
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NOTE: Only a portion of the school name should be entered in the College Name field.  A list of 

schools matching the portion entered will begin to populate.  The school can be selected from this 

list or the applicant can click the magnifying glass icon to see a complete list.  If there are additional 

schools to enter, this process can be done again to add another school. 

2. When a college is selected, a box will appear asking for dates of attendance and if the applicant was 

suspended from the college due to poor academic performance.   

 

3. The school displays at the bottom of the page under Your Colleges.  If they need to remove the 

school, they can place a checkmark next to the school and click the Delete Selected link. 

 
4. If there are additional schools to enter, complete this process again.  When the applicant has 

entered all college information, they can proceed by selecting Next Step. 
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Program 
The Program section allows the applicant to specify what their academic plans are and to select a 

program of study they are wanting to pursue.   

1. The applicant will first select whether they plan to pursue a bachelor degree at a four-year 

college or university.   

 

2. After completing the first question another question will populate asking the student if they 

prefer to take their classes primarily online, primarily in-person, or no preference.  

 

  

Kentucky Community and Technical College System (KCTCS)



 

20 
 

3. The applicant then selects a program of study that is available at the chosen college. 

 
4. The applicant then selects an Academic Plan. 

 
 

5. The applicant may have to select an area of interest depending on their selections.  If a change is 

needed, they can select the blue hyperlink to change the information.  They can then proceed to 

the next section. 
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Note: If a student chooses a selective admissions plan, a pop-up box containing information 

about additional admission processes and which program they will be placed in while the await 

admission to the program appears.  If they select a certificate or diploma option, they will also 

receive a pop-up message regarding eligibility for financial aid. 

• Selective Admissions Example: 

 
 

• Diploma/Certificate Example: 

 
 

• Undecided Example: 

 
 

Residency 
The Residency section consists of questions to determine residency for Kentucky.  Applicants are 

notified at the top of the page that answers to these questions will determine this for tuition purposes.  

After completing the required questions, the applicant can proceed to the next section. 
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Preferred First Name  
If the applicant is not currently a high school student applying to be a dual credit student, the 

applicant will be asked if they would like to enter an optional Preferred First Name.  Current High School 

students who are applying in the future to be a first -time student (FSH) will have the option to enter a 

preferred first name.    
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Submit 
The last section of the application provides a summary of all the areas visited.  If the applicant needs to 

update or change any information, they can click on the section in the left navigation pane.  If they are 

ready to submit the application, they will select the Confirm and Submit button or if they prefer to save 

the application, they can select the Save for Later button.   
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Confirmation 
The confirmation page displays a congratulatory message and confetti.  If the application posts, the 

KCTCS ID number is provided.  If the application is suspended for any reason, they will only see the 

application reference number in the message.    
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User Account Creation and Access to Self-

Service 
The process for an applicant to access self-service depends on when the application was submitted. 

Below is a guide of the process: 

1. Application completed by student. 

2. The process runs to create their user account (every 30 minutes). 

3. The New Student creates their profile in User Account Center (UAC) to receive their username, 

email, and set password (can only do this after Step 2 is done which is an automated process).  

4. Another automated process submits the new username to active directory for licensing and the 

student is placed in the MyPath unenrolled student group. (this gives a limited view of MyPath). 

The process takes around 2 hours to complete. 

5. The student can access MyPath and Student Self-Service (PeopleSoft Campus Solutions) after 

the process completes in step 4.  

6. If the night process has not run at this point and they log in, they will not have their checklist 

items or holds yet. They do see all tiles in Self-Service.  

7. They do not have email until after they are enrolled. 

*You may also view the User Account Center guide for more details on the process.  
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