Campus Solutions 9.0

Staff
Job Aid

Group Enrollment (Add/Drop)

You can enroll multiple students into one course and drop the same students from another course, as a group using
the Enrollment Block page. Using the group enrollment and drop method reduces the time required to individually
quick enroll students into a course and then drop them from another course. The process flow includes:

e  Create Class Block
e Create Student Block
o Merge the Class Block and Student Block
o Submit the Enrollment 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), m

enter your search criteria to retrieve a class block Limt the namber.of resulls o (o § 300). 1300

and click the Search button. Academic Institution: - BKCMP Q
Class Enroliment Block: hegns with ~
Description: begins 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), _Seach | Clwr |BascSeach g Seve Searsh Crbena
e Inthe Academic Institution, enter BKCMP Figure 1: Find an Existing Value
¢ Inthe Class Enrollment Block, enter a5

Find an Existing Value Add a New Value
character name for your class block, such as | | IR NE R T Rl

M140 for Math 140. Make a note of this
name; you will use it again in a later step.

Class Enrollment Block
« Click the —*_ | putton.

Add |

Figure 2: Add a New Value

Case Sensitive

Academic Institution: BRCMP O

3. When the Block Enrollment Classes page Block Enrollment Classes
appears, Academic Institution: BKCMP  CalS 5
« In the Description, type a meaningful Class Enroliment Block M140 "Description: Math 140

description, such as Math 140.

4.  Inthe Term,

o Enter your desired term, such as 2138, or use Agtw: Tlass Nb:
> nro v
the Q icon to search for one. 2
5. | Inthe Action, select Enroll .
*Term: *Action (.Elass Nbr

2138 1Q CEnroII ':D 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 O 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 3t kost 2 search Omes, CHK SABNCH 10 view YOUT 583N eSS
e Inthe Course Number, type the course w Class Seovch
catalog number, such as 140 Rranya e >
Comurwe Murmbses = wxactly - 14Q
o Click _SE4RcH R gy
Opwm Eniry ) Cxtl Chassas Onby
D AONITIeal Saarch Crtnme
Pt u SOk ety Cliddes W
8. From the search results, click the salact clacs| hytton V' MATH 140 - Flementary Statistics
for the desired class. View All Sections st 130t a B (e
| ectionQE-LECIBE222) st @ ‘
[Sesslon paguter . ) il ivoereees ‘
Iboyslﬂma Rnom Instructor l*mnqnma lvlnbmb
MoWeFr 10:000M | | T R e
[ pris  [ocsE  SluGgb  boonggy | MEESC
9. (Optional). In the Related1l, click the ‘L icon to Class Nbr  Grading Basis Units Crse Count Relate
search for the related class number for the | 8123 Q: GRD 5.00 1.00

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

10. From the search results, click the link for the Search Results

desired class.

Requir Dscussion 13
&.ﬂ_la Descission 4
ubr Decuesion 15

11. Inthe Drop if Enroll, enter the class number “Term: ~Action Class Nbr
(CRN) of the course from which you would like to 2138 O Enroll ~ | 81235 Q

drop the student, such as 81237.

Drop if Enroll
\& 81237

12. Inthe Overrides section, you can select the
enrollment overrides for your enrollment request, P e

e - Cosslivs_ Clss Penisin Toeloedit
such as Class Permission, Class Limit, etc. by =5y § Zov :
clicking the appropriate check box. 7lmDae s Cons s s S Skt ety _hw

bggurient Chsedlzss  CrdegBxk  Requstss o et st Oy

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

13- ek the % button
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Create Student Block

Navigate to the Records and Enrollment > Enroll Students > Block Enroliment > Create Student Block

1.

On the Find an Existing Value page (Figure 1),
enter your search criteria to retrieve a student

block and click the ~ =&arth | button.

If you receive the message “no matching values
were found”, perform the following steps:
e Click the Add a New Value tab (Figure 2),
¢ Inthe Academic Institution, enter BKCMP
¢ [n the Student Enroliment Block, enter the

same name that you used for your class
block, such as Math 140.

« Click the —* | putton.

Find an Existing Value  |[THSEEN v

Linit the number of results to (up to 300y 300

Academic Institution: . BKCMP 2
Student Enroliment Block: pugns with =
Description: begins with «

Case Sensitive

Search | Clexr |[Basc

Sexrch u Save Search Crilena

Figure 3: Find an Existing Value

Find an Existing Value Add a New Value

Academic Institution: BKCMP O

Student Enrollment EI
Add |

Figure 4: Add a New Value

When the Block Enrollment Students page
appears,

¢ In the Description, enter the same description
that you used earlier, such as Math 140

Block Enrollment Students

Academic Institution: BKOMP

Cal State Univ. Hakeors®osd

Student Enroliment Block: M150 Cocscn’pdon: Math 140

In the next section, perform the following steps:

e In the ID, enter the desired student's CSUB ID
or use the O\ 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.

*Academic Career

UGRD|Q,

*ID

000045019 Q

[FH[=]

When you are satisfied with your entries, click the @see | pytton.

Click the Add Merge Process link

|000000052

@qu Merge Pr UFESD

& save | oty | 74 renesn |

) George Wazhington

Go to
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7.  When the Block Enroll Merge page opens, Bl Esrct Merge | IS 0IN ] SEL ol | O Tt
perform the following steps:

Enrolmer Reguest 0:  000000000) Request Satis Pesing

¢ Inthe Student Block, enter the student block

name that you created earlier, such as M140, BICHP @ (g Sute Uk Bl

or use the ““A icon to search for it. ) N
Studest Black: o Q
¢ Inthe Class Block, enter the class block Pl e
name that you created earlier, such as M140, Cass Block e
or use the ““ icon to search for it. Detad | Create
8.  Click the button. s Snd Owid) " Ml e v

E * 0 Regquest Status. Pacang

Acatenic lsastution 8w Q Gt St Uinwy | Fostmrstield
NI O @

Student Bloon a
Uetmd | Cowntt
Class Blook. Niw O
niA St
. . Submit
2 Click theglbutton e fognl 0 (000N Bontiony  fway (S )
isamews rvessaT J o e Lyw Baniot

10. In the Filtering Criteria section, click the _ R |

button "‘: o : Co=D)
Tleme Mo Tetet Vees —
ew i ]

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 | View Al | B0 | B8 First Kl 4 or1 B Last

Career
1 000000052 Washington, George 2138 UGRD 81235 Enroll Errors ETAI
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