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Navigating to the Form 
1. Visit www.vgcc.edu 
2. Click “Areas of Study” at the top of the page 
3. Select “High School Dual Enrollment” 
4. Choose the box that applies to you (New Homeschooled CCP Students, 

New CCP Students, Early College High School Programs, or Continuing 
CCP Students) and select “learn more” in the yellow box. 

5. Go to the “CCP Forms” link located under Quick Links 
6. Click “CCP Student Eligibility Form” 
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1. Below you will see a photo of the form. HS Administrator / Counselor 
initiates this form. The HS Administrator/Counselor will fill out the 
information required as well as attach the transcript. The HS 
Administrator/Counselor also selects the liaison. Once completed, the form 
is submitted to the student for their signature. 

 

 
 

2. Student receives an email like the one shown below. The subject line will be 
“CCP Eligibility Form – Student Name is awaiting your e-signature”. The 
email will come from “VGCC Softdocs”.  The student will then follow the 
link in the email, signs the form, and submit.  
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2a. The link will show what the HS Administrator/Counselor completed. The 
student will not be allowed to make changes. Please see the photo below. 
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2b. Once the student scrolls to the bottom, they will see the area for them to 
insert their electronic signature. 
 

 
 
2c. After signing, it will ask the student to verify their electronic signature. After 
verifying, the student will select the check mark at the bottom left of the screen 
labeled “submit”. After clicking “submit”, it will ask the student accept signing the 
form electronically. 
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3. After the student submits, the form is routed to the Liaison selected by the HS 
Administrator /Counselor. The Liaison will receive an email like the one shown 
below:  
 

 
 

4. Once the Liaison approves the form, the student & HS Administrator/Counselor will 
receive an email stating the document has been provided to Admissions for 
processing. It also reminds them to submit the HS Dual Enrollment Application 
(CFNC), Leon’s Law form, and their CCP Registration form (see the example below).  
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5. If the form is denied, the HS Administrator/Counselor & the student receives an 
email stating why the eligibility form was denied. Please be sure to review 
comments on the form provided by the Liaison.  

 

 
 

End of instructions 


