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	[bookmark: _Toc241337899]Overview
	The Quick Enroll function allows a user to enroll a student (or perform other enrollment functions.)  The Quick Enroll pages are formatted as a grid, and permits the addition of multiple rows on one page.



	Prerequisites (Critical)
	Classes must be scheduled, the student must be term activated, and eligible to enroll

	

Enroll a Student
	

	

Navigation 
Records and Enrollment > Enroll Students > Quick Enroll a Student

Enrollment fields are arranged across multiple tabs. Not all the tabs fit on a single screen.  Use the button at the end of the tabs to view all the tabs (columns).

Use the “+” and ”–“ buttons to add and delete rows.

Class Enrollment tab
Action: Select the enrollment action from the drop down list. Enroll will default. 
Class Number: Enter the Class Number, or use the look-up
Section: Defaults from the class number entered

Note: The “pending”  status code in the next field is grayed out.

Related 1/Related 2: Select the non-enroll component using the look-up, if one is needed.

The next relevant tab for enrollment is:
General Overrides
Use these checkboxes to override:
Appointment times
Unit Load for the term
Time Conflict with another class
Action Date (date field is activated when this box is checked)
Career
Service Indicator
Requisites

Access to these fields is controlled by security. Use the View Enrollment Access hyperlink at the bottom of the page to view user security.

Class Overrides
Allows class specific overrides for:
Closed Class
Class Units
Grading Basis

Click Submit to process enrollment request
The status of the request is posted next to the section number.

Click Save to retain entries without processing the request.
	








	[bookmark: _Toc241337901] Drop a Student from a Class
Navigation 
Records and Enrollment > Enroll Students > Quick Enroll a Student

   .
Enrollment fields are arranged across multiple tabs. Not all the tabs fit on a single screen.  Use the button at the end of the tabs to view all the tabs (columns).

Use the “+” and ”–“ buttons to add and delete rows.

Class Enrollment tab
Action: Select Drop as the enrollment action from the drop down list. 
Class Number: Enter the Class Number, or use the look-up
Section: Defaults from the class number entered

Click Submit
Status will be posted next to the section number.
	





	Enrollment Request Search
Retrieves data from completed enrollment requests.

Navigation 
Records and Enrollment > Enroll Students > Enrollment Request Search

Use the fields to set the parameters for the search.  
For an individual student: Enter the EmplID
For a term:  Enter the Academic Career  and Term
Click Search
The results are formatted the same way as in Quick Enroll.
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