Campus Solutions 9.0

Staff
Job Aid

Group Enroliment (Add Only)

You can enroll multiple students into one course as a group using the Enroliment Block page. Using the group
enrollment reduces the time required to quick enroll each student individually. The process flow includes:

e  Create Class Block
e  Create Student Block
o Merge the Class Block and Student Block
o Submit the Enroliment Block Request
o Retrieve the results (if necessary, fix errors and resubmit)

. '\ e Make sure the additional section is added before following these instructions

e Print the class rosters for the sections involved in this process

Create Class Block

1. Navigate to Records and Enrollments > Enroll Students > Block Enrollment > Create Class Block

2. Onthe Find an Existing Value page (Figure 1), W

enter your search criteria to retrieve a class block Lirmit {he number.of results 1o (o 10 300). 1300

and click the Search button. Academic Institution; - BKCMP Q
Class Enrollment Block: begns with ~
Description: begns with ~

If you receive the message “no matching values
were found”, perform the following steps:

e Click the Add a New Value tab (Figure 2), Search | Clowr |Basc Jcarch gg Sawe Scarch Criena

¢ Inthe Academic Institution, enter BKCMP Figure 1: Find an Existing Value

e Inthe Class Enrollment Block, entera 5
character name for your class block, such as — -
M140 for Math 140. Make a note of this
name; you will use it again in a later step.

Class Enrollment Block
e Click the | putton.

Add |

Figure 2: Add a New Value

Case Sensitive

Academic Institution: BKCMP O

3. When the Block Enroliment Classes page Block Enrollment Classes
appears, Academic Institution: BKCMP  CalS " 5
. . . ' *) & 1 140
« In the Description, type a meaningful T e

description, such as Math 140.

4. Inthe Term, - s —
e Enter your desired term, such as 2138, or use erm ;“9:: ‘ it
- nro v
the ““L icon to search for one. Q

5. | Inthe Action, select Enroll .
*Term: *Action Class Nbr
2138 Q Gnroll v) Q
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6. Inthe Class Nbr, click the “L icon rch for
Onte e Class Nbr, click the “4 icon to search fo “Term: *Action Class Nbr
' 2138 Q Enroll v |
* |f you know the Class Nbr, you can enter it.
7.  Onthe Enter Search Criteria page, Euter Séarch Criteria
¢ Inthe Course Subject, select your course,
such as Mathematics Select at kast 2 S6arch ORens, CHK SABNCH 10 iew YOUT S8 eSS
e Inthe Course Number, type the course v Class Seovch
catalog number, such as 140 C_": i > =
o Click _SE#RCH S e e
Opwm Eniry ) Cxtl Chassas Onby

8.  From the search results, click the salact dass| hytton V' MATH 140 - Elementary Statistics

for the desired class.
ix) status

| Section AEC

| Sesslon Raguar

[M\lllma llnovl Ilmxm:mi [nun;u; Dates l View Books
“‘;:'?;:P'cm“ {goC 1538 |shale Gugta ?i,f’ﬂigg vy B0
S. (Optional). In the Related1l, click the “Licon to Class Nbr  Grading Basis Units Crse Count Relate
search for the related class number for the GRD 5.00 1.00 V

associated component, such as a lab, activity,
discussion, etc.

10. From the search results, click the link for the
desired class.

Cigun oy Cata|
Rl T :
BXCMP
BKCMP 35 37207 140 26 vaoussin 13
BKOME MATH Regul Discission 14
Regubsr Decussion 14

11. Inthe Overrides section, you can select the

enrollment overrides for your enrollment re P ardT -

Verr 5 _y u mé quest, peoss D Geoerd Tl Lol Chsslis  ChesPoumi Toeleeic

such as Class Permission, Class Limit, etc. by . : = :

clicking the appropriate check box. Ieon e 5 Coner Coslils _ Servoe bcar _"“w
Igpaiemt Cosedlzs GradngBas  Requiies ¥ it st Oy

Dy Dz

Please note: You cannot override some service
indicators, such as Accounting or Financial Aid
holds.

12 Click the % button
Create Student Block

1.  Navigate to the Records and Enrollment > Enroll Students > Block Enroliment > Create Student Block
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2. Onthe Find an Existing Value page (Figure 1), Find an Existing Value )
enter your search criteria to retrieve a student Linit the number of results to (up to 300y 300
. S h Academic Institution: = BKCMP Q
block and click the %™ | putton. Student Enroliment Block: pagns wilh =
Description: begins with «

. « . Case Sensitive
If you receive the message “no matching values

were found”, perform the following steps: Search | GClear |Bawc Sewch pg Save Search Criens

e Click the Add a New Value tab (Figure 2), Figure 3: Find an Existing Value

¢ Inthe Academic Institution, enter BKCMP

¢ Inthe Student Enrollment Block, enter the
same name that you used for your class
block, such as Math 140. Academic Institution: 'BKCMP O,

e Click the —* | putton. Student Enrollment EI
Add |

Figure 4: Add a New Value

3.  When the Block Enrollment Students page Block Enroliment Students
appears, Academic Institution: BKCMP  Cal State Univ., Hakersfosd
¢ In the Description, enter the same description Student Enroliment Block: 14140 Co.unpuon: Math 140 )
that you used earlier, such as Math 140
4.  Inthe next section, perform the following steps: -
*ID *Academic Career
e Inthe ID, enter the desired student’'s CSUB ID 000045019 Q UGRD|Q, =

or use the Q icon to search for it.

e Inthe Academic Career, enter the student’s
academic career, such as UGRD, or use the

Q icon to search for it.

o Click the [*/ button to add information for
another student

o Repeat this step, until all students are added.

5. When you are satisfied with your entries, click the 5| putton.

6.  Click the Add Merge Process link e

Go to

7.  When the Block Enroll Merge page opens,
perform the following steps:

Enrolmemt Request 0: 0000000000 Request Statis Pesdng

* In the Student Block, enter the student block

name that you created earlier, such as M140, BRCWP O (g Sute o Beershed

or use the “4 icon to search for it. ... 38
Stusest Block: Wy Q
¢ Inthe Class Block, enter the class block Defad | Gin
name that you created earlier, such as M140, Cass Block ey
or use the “4 icon to search for it. Deted | Gt
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8.  Click the button. TR —
E Reg 0 Regquest Status. Facang
I
Acatesic sastution S Q Gt St Uirwy | Bostmrpdekd
Stadent Block Nl -@
Class Block: ) .
vl l','?!-
9. Click the M button EvcimenRognl 0 (00020 Brantitny ey G
icanws yvessoT — Ol e Lvw Benion |
10. In the Filtering Criteria section, click the _ Pl |
button ": s : G
Tlews Mo Tetet Newe .
Lmw s
11. The Block Enroll Detail page appears. To view errors or messages, click the Detail link. If you receive errors, you
will need to take the appropriate actions and resubmit the request, using Quick Enroll or modifying your Student
Block.
Customize | Find | Vie: | @| i First .4 1 0f1 > Last
1D Career Action
1 000000052  Washington, George 2138 UGRD 81235 Enroll Errors
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