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STUDENT GUIDE

This quide delivers vital information to high school students and families regarding the High
School Transition (HST) program. You can use this guide to learn how to search for classes, apply,
schedule an advising appointment, and register.

You'll also find important details about the rules of the HST program here, including student
responsibilities, tuition and fees, and enrolling in classes.
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PROGRAM CONTACTS

Your primary point of contact is your HST advisor. The advisor for Klamath Falls
students is Mary-dane Owen. Gale Bloom is the advisor for students on the
Portland-Metro campus.

Mary-Jane Owen Gale Bloom Carleen Drago
Associate Director Associate Director Director
Educational Partnerships Educational Partnerships Educational Partnerships
& Outreach & Outreach & Outreach
541-885-0193 503-821-1306 503-821-1297
maryjane.owen@oit.edu gale.bloom@oit.edu carleen.drago@oit.edu
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WHY TAKE HST CLASSES?

Some students choose to study with us to get a head start in college by completing
general education classes. Others want to pursue their interests in the hands-on
degree fields that Oregon Tech offers. Whatever your reasons for studying with us,
you'll be able to save money by taking advantage of discounted tuition and may even
save yourself time by getting a head start on your degree.

TUITION & FEES

HST students can take up to nine credits per term at a discounted tuition rate of
S25 per credit. Students who are eligible for free/reduced lunch at their high school
are eligible to receive a tuition waiver. Eligible students must indicate their free/
reduced lunch status on the HST application or complete a Grant Waiver request.

Please keep in mind, due to the discounted tuition there are no refunds for HST
courses. Online classes incur a full tuition fee as we are unable to extend the HST
tuition discount to them.
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https://oit.co1.qualtrics.com/jfe/form/SV_eG5Tqjvvr9JCfo9

HST PROGRAM POLICIES

Credit Limit
« Students are limited to registering for 9 credits on campus in the high school
transition program.

Term Limit
« Students may be enrolled in HST classes for up to 9 terms total.

Online Classes
« The HST student discount cannot be extended to online classes. Students must
receive departmental approval to be registered for an online class.

Tuition Refunds
« Due to the discounted tuition rate, HST students are not eligible to receive a
refund if they drop or withdraw from a class.

Advising
« Students must attend an advising appointment prior to registering for
dual credit classes.

Textbooks and Fees
« Students are responsible for the cost of any textbooks or fees associated
with their classes.

STUDENT RIGHTS & RESPONSIBILITIES

HST students retain the rights and responsibilities held by all Oregon Tech students.
Those rights and responsibilities can be viewed on our website.
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https://www.oit.edu/students#%3A~%3Atext%3DComply%20with%20institutional%20rules%20and%2Ctheir%20local%20and%20surrounding%20communities

FALL 2025
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2025-2026 HST ACADEMIC CALENDAR conr.

WINTER 2026
/ HST Registration Opens | Nov. 21, 2025 \
Classes Begin | Jan.b5, 2026
Last day to change registration o:(:lrnaenol-rlé_ergéls::sr Jan. 9. 2026
Tuition and Fees due | Jan. 18, 2026
Last day to drop a class without a“W” | Jan. 18, 2026
Martin Luther King. Jr. Holiday | Jan. 19, 2026
Last day to withdraw from an individual course | Feb. 22, 2026
Spring Registration opens | Feb. 26, 2026
Last day to completely withdraw | Mar. 15, 2026

Final Exams Week

Mar. 16-20, 2026

\ Winter Term ends

Mar. 20, 2026

)
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2025-2026 HST ACADEMIC CALENDAR conr.

SPRING 2026

HST Registration Opens  Feb. 26, 2026
Classes Begin  Mar. 30, 2026

Last day to change registration online or register

for an HST class Al SIS

Tuition and Feesdue  Apr. 12, 2026

Last day to drop a class withouta“W”  Apr. 12, 2026

Last day to withdraw from an individual course ~ May 17, 2026

Memorial Day Holiday =~ May 25, 2026
Last day to completely withdraw  June 7, 2026
Final Exams Week  June 8-12, 2026

Spring Termends  June 12, 2026
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FINDING HIGH SCHOOL TRANSITION CLASSES

You can find dual credit classes by:
« Using the course search tool.

« Browsing a short list of available courses at oit.edu/hst and clicking on
the campus youd like to attend.

« Scheduling an advising appointment with your HST advisor. We will listen
to your academic goals and help identify classes that will help you on
your pathway.

FINDING TEXTBOOKS

Students can order textbooks through Oregon Tech'’s online bookstore. You will
enter the term that you are attending and the Course ID number of the class.
See the screenshot below

Getting Started

We've made it really easy to get your course materials. Let's get started.

° Your Term @ Oregon Institute of Technology
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https://www.oit.edu/academics/search-for-classes
https://www.oit.edu/academics/pre-college-programs/high-school-transition-hst
https://bncvirtual.com/vb_buy2.php?FVCUSNO=10941&ACTION=chooseCourses

PARKING

HST students parking on campus will need to purchase a parking permit. The cost
for HST students to park on campus is $13/term or $39/year. The permits are
virtual and can be purchased online via Oregon Tech’s Parking Services page.

DROPPING OR WITHDRAWING FROM A COURSE

We encourage HST students to always schedule check-ins with their advisor prior
to both the drop and withdraw deadline to discuss any questions or concerns.
Students must meet with their advisor in order to complete a drop or withdrawal.

There is no penalty for dropping a course within the first two weeks of a term
except that tuition for that course is non-refundable.

Students who wish to withdraw from a class after the drop deadline must meet
with their advisor to do so.
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https://www.oit.edu/campus-safety/parking-services/permits-fees

HST APPLICATION INSTRUCTIONS

Students need to complete a simple online application to begin the enrollment
process. Below is a step-by-step guide to complete this process.

Before you begin the application, you will need to have a valid email address.
Knowing some basic parent information is important too. Parent/Guardian
information you will need to know includes:

1. Parent/Guardian email

2. Parent/Guardian phone number

3. Student’s Social Security Number - not required, but highly encouraged to
report. Entering SSN allows our system to not enter duplicate accounts and
assists with accurate tax reporting.

Detailed PowerPoint presentation with all steps/instructions is available at:
oit.edu/dc-enroll

1.Go to to start the application and select

Oregon j{Z9]] DUAL CREDIT

Oregon Institute of Technology

Step 1: Applying for Dual Credit Admission

1. Go to www.oit.edu/dc-enroll.

2. Select “APPLY NOW".

Oregon’s Polytechnic University
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HST APPLICATION INSTRUCTIONS conr.

2. Enter Biological Information (Name, Date of Birth).

Oregon [[Z01] DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University

3. Enter Identity Information.

Oregon[[Z0]] DUAL CREDIT

Oregon Institute of Technology

Step 3: Enter Identity Information

1. Choose the appropriate response under “legal sex” and gender and sexuality drop down menus,
as well as the racial/ethnic background questions.

. Only the “legal sex” question is required. Sexual identity, gender identity,
and racial/ethnic background questions will not be used in a discriminatory
manner and are entirely optional.

Oregon’s Polytechnic University
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HST APPLICATION INSTRUCTIONS conr.

4. Enter Contact Information.

Oregon Iigi“ DUAL CREDIT

Oregon Institute of Technology

Step 4: Enter Contact Information

1. We will send you an email with your student ID
number and next steps to the email address you
provide here. Be sure to check your junk/spam
folder in case your email provider mistakes us
for spam.

* Double check to make sure you type your email
address correctly.

* We recommend that you use a yahoo or gmail
account rather than your high school email as high
schools often block messages from Oregon Tech.

2. Enter your emailing address.

Oregon’s Polytechnic University

5. Enter Parent/Guardian & Emergency Contact Information.

Oregon[[E0] DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University
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HST APPLICATION INSTRUCTIONS conT.

6. Enter High School Information.

34,1 DUAL CREDIT

Oregon Institute of Technology

Step B: Enter High School Information

1. Enter your Secure School ID (SSID). Your teacher can help you if you
don't KNow it. This field is required for Willamette Promise students. Optional for all others.

2. Search for your high school. You can enter your city and state and
choose your school if you can't find your high school.

3. Enter June 1of your graduation year
4. Enter your GPA. please note that this field is optional.

5. Select “courses at my high school” if you are a dual credit student or
“courses at Oregon Tech” if you are taking classes at Oregon Tech.

6. Please indicate whether you quality for free/reduced lunch at your
high school. We waive tuition for qualified students.

Oregon’s Polytechnic University

7. Enter Citizenship & Residency Information.

DUAL CREDIT

Oregon Institute of Technology

Step 7: Enter Citizenship & Residency

1. Select your primary country of citizenship.

NOTE: You can register for dual credit even
if your primary country of citizenship
is not the United States.

Oregon’s Polytechnic University
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8. Submit; Confirmation of Application Submission.

Oregon iigi:l DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University

High School Transition Students must work with their advisor to complete
registration. Your advisor will complete registration on your behalf after your
advising meeting.
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Tuition is required to be paid in full for all dual credit courses with Oregon Tech
upon registration. Accounts that have tuition due after registration are subject

to collection procedures and prohibited from further registration until payment

is received. After you register, you must submit payment for your courses online
through one of three ways: Online Payment, Payment by Mail or Tuition Waiver. Due
to low cost associated with dual credit courses, tuition is non-refundable.

1. Go to oit.edu/dual-credit.

Oregon a4,
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PAYMENT INSTRUCTIONS conr.

2. Navigate to payment portal.

Oregon DUAL CREDIT

Oregon Institute of Technology

Step 2: Payment Portal

1. Click on “Pay Online Now".

Oregon’s Polytechnic University

3. Enter Oregon Tech Email.

Oregon DUAL CREDIT

Oregon Institute of Technology

Step 3: Enter Oregon Tech Email

1. Your login is your:
firstname.lastname@oit.edu

Oregon’s Polytechnic University
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PAYMENT INSTRUCTIONS conr.

4. Complete Login.

WCIOIITECH DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University

5. Payment Dashboard.

Oregon DUAL CREDIT

Oregon Institute of Technology

Step 5: Payment Dashboard

1. Select “Make a payment”.

Oregon’s Polytechnic University
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6. Complete Payment.

Oregon 34,

Step 6: Complete Payment

1. Choose items that you are paying for.

2. Select “Checkout” on the bottom right of the page.

7. Choose Payment Method.

WO TECH
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PAYMENT INSTRUCTIONS conr.

8. Service Charge.

DUAL CREDIT

Oregon Institute of Technology

Step 8: Service Charge

1. If you completed a payment using a card you
will need to select the box acknowledging the
charge and click “Continue”.

Oregon’s Polytechnic University

9. Confirm Payment Details.

Oregon DUAL CREDIT

Oregon Institute of Technology

Step 9: Confirm Payment Details

1. Review your payment details and click
“Pay"” if they are accurate.

Oregon’s Polytechnic University

TG TECH HIGH SCHOOL TRANSITION [(HST) GUIDE

Oregon Institute of Technology

19



10. Payment Confirmation/Receipt.

WO TECH

Log into TECHweb. Click on the Canvas tile on the TECHweb dashboard (pictured
below)

Phd
)
o’

canvas

Web for
Student/Staff Email (Outlook)
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When you are finished with your dual credit courses and plan to apply to college, you
will need to order official transcripts from Oregon Tech and have them sent to your
college of choice. All students have access to view their unofficial transcripts on
TECHweb. See instructions below on requesting official transcripts.

1. Navigate to Parchment.

Oregon [[i9]] DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University
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ORDERING TRANSCRIPTS conr.

2. Register for Parchment.

Oregon [[31] DUAL CREDIT

Oregon Institute of Technology

Register for Parchment

1. Create an account by entering your information
as outlined in this image.

2. Move on to the next slide.

Oregon’s Polytechnic University

3. Login to Parchment.

Oregon j{Z9]] DUAL CREDIT

Oregon Institute of Technology

Log in or Register for Parchment

1. Login to Parchment if you have already
created an account.

Oregon’s Polytechnic University
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ORDERING TRANSCRIPTS conr.

4. Verify your email address.

Oregon [[341] DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University

5. Add Oregon Institute of Technology.

Oregon [[31] DUAL CREDIT

Oregon Institute of Technology

Add Oregon Institute of Technology

1. If you already had a Parchment account, your
dashboard page will show a list of the schools you
have already added and will give you an option to
“Add Another School or Organization you Attended”.
If Oregon Institute of Technology is not on your list,
choose that option.

2. After you add Oregon Institute of Technology, you'll
see an option to “Order your Transcript”. Click the
green “Order” button on your dashboard.

Oregon’s Polytechnic University
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ORDERING TRANSCRIPTS conr.

6. Search for Oregon Institute of Technology.

Oregon [[31] DUAL CREDIT

Oregon Institute of Technology

Search for Oregon Institute of Technology

1. After selecting the “Add Another
School or Organization you Attended”
button, you'll search for Oregon Institute
of Technology and choose the option
“College/Undergraduate”.

2. Click the "ADD" button.

Oregon’s Polytechnic University

7. Order Transcripts.

Oregon v,

Oregon Institute of Technology
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Oregon Institute of Technology

Oregon’s Polytechnic University
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ORDERING TRANSCRIPTS conr.

8. Select Destination.

134, DUAL CREDIT

Oregon Institute of Technology

Select Destination

1. You can search for colleges or high
schools in the search bar or request that
your transcripts be sent directly to you
or another individual (i.e. your high school
counselor).

Oregon’s Polytechnic University

9. Sending Transcripts to an Individual.

134;] DUAL CREDIT

Oregon Institute of Technology

Ordering Transcripts to be sent to an Individual

1. You can request a copy of your transcript
be sent to an individual by entering the
name of the person/organization you
want it to be sent to and the recipient’s
email.

EXAMPLE: You may enter your high school’s
name and your high school counselor’s
email to request copies of your
transcript be sent to them.

Oregon’s Polytechnic University
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ORDERING TRANSCRIPTS conr.

10. Consent to Credentials.

Oregon [[31] DUAL CREDIT

Oregon Institute of Technology

Oregon’s Polytechnic University
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