
Step 2: STUDENT - Complete the Online K12 Form
You must have an active LACCD Student ID # to complete this form. If you do not have one, please
complete the online application to West Los Angeles College and wait 2-5 business days to receive
your LACCD ID #. If you have not received your LACCD ID # within this time frame, please contact
admissions@wlac.edu

1a. The student will sign and submit the K12
form with all important information
1b. The K12 routes to the counselor, who
must decide the student’s enrollment status
and sign/submit 

K12 Form Process1.

1st Time Enrolling: K12 form routes
to parent/guardian for signature
and submission
Currently Enrolled: K12 form routes
to admissions for processing
Previously Enrolled: K12 form routes
to admissions for processing

1c. The student can self-enroll once
admissions approve the K12 form
*Dual enrollment students must use a permission
number when self-enrolling

Digital K12 Form

Dynamic Forms Log In 2.
If you’ve completed the online WLAC K12
form before, enter your user name and
password to LOG IN

If this is your first time completing the
online WLAC K12 form, click CREATE AN
ACCOUNT

Complete ALL required fields

Write down all information
Email addresses used, secret question,

and the hint for the question 

https://dynamicforms.ngwebsolutions.com/Account/Login?ReturnUrl=%2FSubmit%2FStart%2Ff2ad691f-8f63-4218-ab4a-ef4ec7642dd9%3FSSO%3DN


Click CREATE ACCOUNT

You will receive an email titled Activate your
account from notify@ngwebsolutions.com

Click on ACTIVATE YOUR ACCOUNT

Click CONTINUE 

Enter the user name and password you just
created and click LOG IN

Answer the security question you selected
when creating your account and click LOG IN

Review the LACCD K12 Policies3.



4a. Complete the College Enrollment
Information section 

Select the term (Fall, Winter, Spring, or
Summer) and enter the year 

Enter the Course Name in the first box 
(ex. SOC, PSYCH, REAL ES, BUS) 

Enter the Course Number in the second box 
(ex. 001, 101, 121, 151)

Enter the number of Units per course in the
third box 

List ALL the courses you would like to take for
the desired semester

Information section

Complete the K12 Student
Digital Application

4.

First Name 
Last Name 
Date of Birth 
Address/City/State/Zip
Phone Number 
LACCD ID #
Student Grade Level 
High School
Counselor’s Name & Email 
Parent’s Name & Email

* STUDENT ID - This is NOT your high school ID #. Enter your 9-digit LACCD ID #.
This number begins with 88 or 90. Forms with an incorrect or missing student ID #
will not be processed. 
* HIGH SCHOOL - If you cannot find your high school, select “Other” and type your
high school’s name in manually. 



4b. STUDENT SIGNATURE 
Click on the highlighted box

Type in your name exactly as it appears
under the boxes

Click SIGN ELECTRONICALLY 

4c. Scroll to the bottom and click
SUBMIT FORM 

* The online K12 form will be sent to the counselor’s email address *



COUNSELOR - You will receive an email
titled Dynamic Forms: WLAC... from
admissions@wlac.edu

Click on the blue link

Dynamic Forms Log In 2.

COUNSELOR - If you’ve completed the
online WLAC K12 form before, enter your
user name and password to LOG IN

If this is your first time completing the
online WLAC K12 form, click CREATE NEW
ACCOUNT 

COUNSELOR - Complete ALL required fields
with your information

COUNSELOR - Sign the Online K12 Form1.
**After the student completes their section, the online K12 form will be sent to the counselor’s email address**



COUNSELOR - Answer the security questions
you selected when creating your account and
click LOG IN  

Click CREATE ACCOUNT 

COUNSELOR - You will receive an email
titled Activate your account from
notify.ngwebsolutions.com

Click on ACTIVATE YOUR ACCOUNT 

Click CONTINUE

COUNSELOR - Enter the user name and
password you just created and click LOG IN 

Review the LACCD K12 Policies3.



Click on the highlighted box 

Type your name exactly as it appears under the
boxes

Click SIGN ELECTRONICALLY

6. Click SUBMIT FORM

High School Offical Only Box
Enter any updates, corrections, or
comments in the box

College Enrollment Information4.

Can only correct course number, not
course name 
(ex., the student puts Psych 101, but the
correct course is Psych 001. The counselor
can add in the comment box that the
student meant Psych 001)

Confirm the student’s Enrollment Status
(Part-time) and select the following:

1st Time Enrolling (K12 routes to parent)
Currently Enrolled (K12 routes to admissions)
Previously Enrolled (K12 routes to admissions)

Terminology
1st Time Enrolling: The student is a new dual enrollment
student and has never taken a college course 
ALL NEW DE STUDENTS REQUIRE A PARENT’S SIGNATURE
Currently Enrolled: The student is currently taking a dual
enrollment course 
Previously Enrolled: The student is not currently taking a
dual enrollment course but took one in a previous
semester

Counselor Signature5. 

* Continue to the next page if the student is “1st Time Enrolling” *

 * The online K12 form will be sent to
WLAC’s Admissions & Records Office for

processing if the student is “Currently
or Previously Enrolled” *



PARENT - You will receive an email titled
Dynamic Forms: WLAC... from
admissions@wlac.edu

Click on the blue link

Dynamic Forms Log In 2.

PARENT - If you’ve completed the online
WLAC K12 form before, enter your user name
and password to LOG IN

If this your first time completing the online
WLAC K12 form, click CREATE NEW ACCOUNT

PARENT - Complete ALL required fields with
your information

PARENT - Sign the Online K12 Form1.
**After the counselor completes their section, the online K12 form will be sent to the parent’s email address **



PARENT - Answer the security questions you
selected when creating your account and click
LOG IN  

Click CREATE ACCOUNT 

PARENT - You will receive an email titled
Activate your account from
notify.ngwebsolutions.com

Click on ACTIVATE YOUR ACCOUNT 

Click CONTINUE

PARENT - Enter the user name and
password you just created and click LOG IN 

Review the LACCD K12 Policies3.



Click on the highlighted box 

Type your name exactly as it appears under the
boxes

Click SIGN ELECTRONICALLY

6. Click SUBMIT FORM

Parent Signature 4.

 * The online K12 form will be sent to
admissions for processing *


