Quick Enroll a Student

The Quick Enroll page is used to add, drop and swap students in classes. You can add more
than one class on the same Enroliment Request. If you are going to drop or swap a class it is
suggested that you do so on a separate Enroliment Request.

Navigation:

Student Information Systems > Admin Services > Services > Quick Enroll a Student
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To Add a Class

Quick Enrollment

RequestID: 0000000000
Career: Undergrad Institution: NC State U
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Make sure you are at the Add a New
Value tab

Enter
e Student’s ID #,
e Academic Career
e Academic Institution
e Term

Click Add

IMPORTANT! Do not click Find an
Existing Value. Updating an existing
Enrollment Request causes the
information on the original
transaction to be lost.
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To add another class, click the Add a New Row (+)

When you have all of the classes you want, click the
Submit button. Save will not update the student’s

The Action should default to Enroll \

Enter the Class Number if you know it, use the
lookup icon if you do not.
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Searching for a Class Number

If you do not know the Class Number then you can search using the lookup icon next to Class
Number.

Quick Enrollment

Search for Classes

Select at least 2 search criteria. Click Search to view your search results.

NC State University | 2008 Fall Term

Class Search Criteria
Course Subject I ll
Course Number I is exactly L”
Course Career I ;I

¥ show Open Classes Only
™ Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.
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Enter Search Criteria

You must enter at least two search criteria
e Course subject - select from the drop down
e Course # - choose an operator (contains, is exactly, greater than or equal to, or
less than or equal to) and enter a number
e Course Career — select from the drop down

Make sure that Show Open Classes Only (this is the default, un-checking will return a list of open,
closed, and waitlisted courses)
You can click Additional Search Criteria to search by instructor, day, time, etc.

Click Search



Quick Enrollment

Class Search Results
When available, click View All Sections to see all sections of the course.
NC State University | 2008 Fall Term

The following classes match your search criteria Course Subject:
Accounting, Course Number is exactly '200', Show Open Classes Only: ¥

Click View All
Sections to see a
complete list of

classes
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GRADING BASIS

To change the grading basis for a class you are adding, click the Units and Grade tab and select
the appropriate grade base using the lookup. Then click the Submit button.

Quick Enroliment
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RELATED CLASSES

If the course has related courses, they may appear automatically. If not, add the related courses
under Related 1 and, if applicable, Related 2. You can use the look up icon to see what related
classes are available, if any.

Related Courses are courses that must be taken together. For example: lecture and lab,
lecture and problem session.

Quick Enrollment

RequestID: 0000000000 ID:

Career: Undergrad Institution: NC State U Term: Fall 08
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Once you have submitted the transaction, you will see one of three messages.

Success
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This means your transaction was completed. A Request ID is created and the student’s schedule
has been updated.

Message
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This means there is additional information regarding the transaction; repeat policy, pre-requisites,
grading basis, etc. A request ID has been created and the student’s schedule has been updated;
however, there is additional information the student should be made aware of. Click the hyperlink
to see additional information about the message.

Error
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If an error message is received, a request ID has been created but the student’s schedule has
not been updated.

If possible, resolve the error and resubmit. Some errors may be overridden depending on your
level of access. Click the hyperlink to see additional information about the error.

Typical Error Messages:

Time Conflict

Does not meet co/ pre-requisites

Student has a hold preventing registration

Over maximum allowable limits

Student does not have a valid enroliment appointment



OVERRIDES

To access the “overrides” click the General Overrides or Class Overrides tabs.

For instance, if you get the error message that a class is closed and you are using waitlists you
can click the Class Overrides tab and select Wait List Okay to place the student on the waitlist.
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Submit |
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Select the override and then click the Submit button

Please note that access to overrides are based on security, below is a list of overrides that are
available to departmental staff.

Type Description Tab

Class Limit Override full class Class Overrides
Class Permission Override instructor/ Department permission needed | Class Overrides
Requisites Override co/ pre-requisites General Overrides

Waitlist Okay

Add a student to the waitlist if closed

Class Overrides




DROP A CLASS
Select Drop in the Action field.
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Click the Lookup button next to the Class Nbr field.

This will bring you to the Enrollment Listing page:

Enroliment Request
Enroliment Listing

Request ID: 0000000000 Borel Mancy Ann 1D: 000800033
Career: Undergrad Institution:  NC State U Term: Fall '08

First 4] 19 of 9 [+ Last
Subject Catalog SectionUnit Taken Class Nbr Status Reason Grading Basis Grade Session
v ACC 200 0o 3.00 1002 Enrolled Enrolled Graded Regular
erial Acct
Lect

Click the “checkmark” next to

ACC olled Enrolled Mon-Graded Regular
manai the class that you would like to
drop. Dropping an enrollment
section will automatically drop
the related classes.
v AFS nrolled Enrolled Graded Regular
Intra AF-AM Music
Lecture
v BIO 183 001 4.00 3002 Enrolled Enrolled Graded Regular
Intro Biology I
Lecture
BIO 183 201 3004 Enrolled Enrolled Mon-Graded Regular
Intra Biolagy Il
Laboratory

This will return you to the Quick Enroll page with the Class Nbr inserted.

(To return to the Quick Enroll page without selecting a Class Nbr click the Return button.)



At the Quick Enroll page, click the Submit button.
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Check to make sure that the enroliment request status displays Success and not Errors.

SWAP CLASSES

Select Swap in the Action field.
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Click the Lookup button next to the Class Nbr field.

This will bring you to the Enrollment Listing page:

Enroliment Request
Enroliment Listing

Request ID: 0000000000 Borel Mancy Ann I 000800033
Career: Undergrad Institution:  NC State L Term: Fall'08

Eind  First [ 1.9 ora [M] Last

Subject Catalog SectionUnit Taken Class Nbr Status Reason Grading Basis Grade Session
v ACC 200 001 3.00 1002 Enrolled Enrolled Graded Regular
erial Acct
Lect
ACC Click the “checkmark ne)_(t to olled Enrolled Man-Graded Regular
uanad the class that you would like to
Probld  Swap.
7 AFS 230 001 3.00 1454 Enrolled Enralled Graded Regular
Intra AF-AM Music
Lecture
v BIO 183 001 4.00 3002 Enrolled Enralled Graded Regular
Intra Biology Il
Lecture
BIO 133 201 3004 Enrolled Enrolled Mon-Graded Regular
Intro Biology I

Laboratory




In the Change To field enter the Class Number of the class that you want to add. If you do not
know the class number, click the Lookup button to search for the class by Subject Area and
Catalog Number (see previous instructions).
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Click the Submit button.

Check to make sure that the enroliment request status displays Success and not Errors.

To Change Grading Basis or Units for a Class

For a class that was previously registered, select Norm Maint in the Action field.
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Click the Lookup button next to the Class Nbr field.

Click the “checkmark” next to the class that you would like to edit. This will bring you to the
enrollment listing page where you can select the course to perform maintenance on. (see
previous instructions)

Click the Units and Grade tab and make the necessary changes.
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Click the Submit button.

Check to make sure that the enroliment request status displays Success and not Errors.

Note: Enrollment Request ID: Every enrollment transaction is given an ID#, even if it is
unsuccessful. This is used to track the request in the Enrollment Audit.




