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Adding Students to Classes

This document provides a step-by-step tutorial on how to assign a student to a
class in TOPSpro Enterprise.
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1) From the Organization ;
Agencies

menu, select Classes ->
Instance.

% Note: Optional approaches
to adding Class
Enrollments:

a. From the Records menu,

select Students ->

Sites

I Classes

Definitions

Personnel
Users
Access Groups

Test Administrations
Forms
Special Programs

Instances

Demographics
b. From the Records menu,

Testing Stations
Testing Sessions

select Classes ->
Enrollments.
View Organization Records Reporis Tools
2) From the Class Instances Lister,
double-click to open the Class

Instance.

Class Instances:1

m Agency/Site |4908 - Rolling Hills Adult School| *

Site 1 Class ID Class Description

ESL - Intermediate Low

3) From the Navigator, click
Class Enrollments.

ESL - Intermediate High

Navigator

Edit / View
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Class Records

Tests
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Class Instance Information
Class Description: 1 - ABE

7/1/2013 - 6/30/2014

Program Year:

Class Start Date:  7/1/2013

WTUs Available:

Consumed %:
Class Enrollments
m Agency/Site |l- Morth Campus, =

= Site = f[t)udent = Name
A 4

T

1-NorthC... 988745934 Martha Orange
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Edit / View Class Instance Information
Instructionz| Hours Class Description: 1 - ABE

P Year: 7/1/2013 - 6/30/2014
Class Records e Er e s /30/
Tests Class Start Date:  7/1/2013

Training Records

WTUs Available:

Consumed

Class Enrollments

+  site | = f[t)“"e“t B

T

- Agency/Site ‘l - North Campus| =

Name

1-NeorthC... 988745934

Martha Orange

& # Select Student in Program Year

Student:f Site: |1 - North Campus

-

Program Year: |?,"_H20‘_3 - 6/30/2014 (Current)

-

Student: [Type here to search...

-

023945893 Trayla B Ford
034903948 Carmen Rodriguez
039493489 John W Bestway
049485858 Carey D McGarnagle
090983439 Krissy Bartholomew
09102013 Dawn Montgomery
091919119 Karen V Corkey
092340934 Humil Zritpab
092409833 Jaime Gomez
093182584 Ronald Screbicizi

Class Instance:

1 - North CampusE]
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus
1 - North Campus|~|

Clear selection i Select from Lister...

[ SubSites [+] Filter by program year

LIS I Status in Class I

Class Status: [@N/A O Active O Completed O InactiveJ

Date Entered Class: | 7/1/2013 [v] Date Exited Class: |

Class Enrollments

View Organization Records
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4) Click New.

5) A New Class Enrollment
page is opened. Two main
areas that require user
input:

a. Select Student in
Program Year
b. Status in Class

6) Select Student
- the list of students is
filtered by the selected
Site and Program Year.

7) Select Date Entered Class

- The start date is set by
default as the first day of
the current Program
Year.

8) Select Class Status

By default Active will be
selected when saving
the record.

9) Click Save.
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