
  

Instructions to complete the High School to Freshman form:  
 

1. In Student Self-Service, select the High School to Freshman Form tile. 
 

  
 

2. The first page of the form appears and asks which college/campus you would like to attend. The 
fields default with your current home college/campus, but if you prefer to change this, you may 
select your new college/campus from the drop-down boxes. Select Continue to proceed. 
 

 
 

3. The Application Term page appears (If you do not have citizenship data entered on your current 
record, a Citizenship page will appear first – answer Yes or No to proceed). 
Citizenship page: 
 

 
 
On the Application Term page, select when you plan to start taking classes after your 
graduation at your chosen college from the drop-down box (your graduation date from high 
school determines which terms you can select). 



  

 
 

4. Select Yes or No for if you are currently taking college classes outside of KCTCS. If you 
answer Yes, an additional page populates to provide college information. Note: If you 
have college classes that are not through KCTCS, you may need to provide an official 
college transcript. 
 

 
 
If you answer No, you will be asked if you have ever attended college classes outside 
of KCTCS. If you answer Yes to this question and answer No to the previous 
question, the College page populates also. Select Next Step. 



  

 
 

If you answer No to both questions, you will not be required to enter any college 
information on the form.  Select Next Step. 
 

 
 

5. If entering college information for classes taken outside of KCTCS, enter the 2-letter 
state abbreviation in the College State field. Next, begin typing the first few letters of 
the college name. If a list populates, select the college from the list, otherwise select the 
magnifying glass lookup icon. 
 

 



  

From the resulting list, select the college, then select Add This School. 
 

 
 

 
 
Note: If the college is not listed on the resulting list, select Cancel and type the entire 
college name and click Add This School. 

 
6. A box appears asking for dates of attendance (if you are still taking classes at this 

college, select through the present month/year on the To Date). Select Yes or No for if 
you were suspended from the college due to poor academic performance. When finish 
answering these questions, select OK. 
 

 



  

7. Add additional colleges if necessary. Select Next Step. 
 

 
 

8. Are you planning, in the future, to pursue a bachelor’s degree at a four-year college or 
university? Answer Yes or No. After answering Yes or No, you will be asked if you prefer 
to take your classes Primarily Online, Primarily in Person, or No Preference. 
 

 
 

9. After selecting your preference, the Program of Study options appear. Select a program 
of study available at the chosen college. 
 

  
 

10. Next, select the Academic Plan.  



  

 
 
You may have to select an area of interest depending on your selections. If a change is needed, 

select the blue hyperlink to change the information. Click Next Step. 
 

  
  
Note: If you choose a selective admissions program/plan, a pop-up box containing information 
about additional admission processes and which program you will be placed in while you await 
admission to the program appears. If you select a certificate or diploma option, you will receive 
a pop-up message regarding eligibility for financial aid. If you select Undecided, you will be 
placed into an Associate of Arts program. 
 

• Selective Admissions Example:  

  

• Diploma/Certificate Example:  

  
• Undecided Example: 

 



  

11. The Residency section consists of questions to determine residency for Kentucky for tuition 
purposes. After completing the required questions, click Next Step. 

 

 



  

12. You have the option of entering a preferred first name. Only enter a preferred first name in this 
field if it is different that your legal first name. Your legal middle name and last name default on 
the page. Click Next Step. 
 

 
 

13. The last page is the Submit page. Review your information and correct any data if 
needed. When ready, select the Confirm & Submit button. 
 

 
 

14. The confirmation page displays, and you will receive a welcome email from your college. 
If there is any missing information, you will be contacted. 



  

 
 


