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Steps to Batch Insert Class Enrollments

Use the Batch Insert feature to enroll more than one student at a time.

Step ‘ Screen ‘ Description
1.
Records [T Ty O 1T R ;0110 ° From the Records menu,
Students ¥ :
- - Demographics o Select Students.
R In program years
s ulEe ' Records o Click Demographics.
Tests
Certificates
Employment History
Places of Employment

E View Organization Records Reports Tools Scoring Help

e From the Toolbar at the top of the list,
Class Instances 1001 - ABE Interme...

CEERY [ +202 - Roting ils Acuit schoot -~ | ETAEI EMETEERD G o Click the Container field down arrow.
® 4 4908 - Relling Hills Adult School me * Birth Date
v RS OO e From the drop-down menu,
4908 /01 - 02 - South Campus ulant 10/19/19¢ .
4908 / 07 2/13/19 o Select a Site.
03 - East Campus
4908 /02 | 8/13/194
4908 / 07 | 04 - West Campus 5/10/194
4908 /03 05 - Sunrise Center 5/10/194
4908 /01 | , 6/21/194
07 - Central Library
4908 / 07 | 6/21/194
4908 / 01 - 11 - North City 10/18/19¢
4908 /07 4 C28 - AEBG Consortium 28 Manager 10/18/19¢
4908 /07 4 4/21/19]

E View Organization Records Reports Tools Scoring

e From the list of Students,

Class Instances 1001 - ABE Interme... Demographics  [E}

=R (o1 - North Campus| ~

o Click to highlight a Student.

. site . f[t,"de“t Name s  Birth Date
v y v v e Hold down the Ctrl key.
4908 / 01 - Nort... 983598547 Amnota Somnambulant 10/19/1983
4508 /01 -Nort.. 987981771  AndiE Blue 6/21/198¢ e While scro]hng the list,
4908 /01 - Nort.. 578738383 Andrew E Coaleye 10/18/1997
4908 /01 - Nort.. 595959954  Anh Q Dong 10/10/1997 . sy
, o Click additional Students.
4908 /01 - Nort... 298349872 Autumn River
4908 /01 - Nort.. 268095630  Ayshem Karahan 7/28/1984
4908 /01 - Nort.. 987234982 Bilford Wrimley 6/7/1931

908374598 Bill Gilmaore
4908 / 01 - Nort.. 983598348 Billy 5 Green 10/6/1989
4908 /01 - Nert.. 536363636 Bob A Long 2/4/1961
4908 / 01 - Nort... 049485858 Carey D McGarnagle 6/8/198¢
034903948 Carmen Rodriguez
4908 /01 - Nert.. 987548383 Chanisha M Thrime 11/3/1984
4908 /01 - Nort... 987423598  Chris t Jackson 11/2/1994
4908 /01 - Nort.. 897345398  Chuckie T Garcia 3/3/198]
4908 / 01 - Nert... 908309830  Cornieasta Milibiritschi 7/7/196(
4908 / 01 - Nort... 578838888 Dat Pham 4/3/198¢
4908 /01 - Nort... 340993385 Dustin P Andrews 10/4/1985
4908 / 01 - Nert... 834848484 Ed J Olmes 4/17/196§
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Student in Program Year

Student in Program

Student in Class

Ad| Batch insert Student in Class recory

Description

e With multiple Students highlighted in the
list,

o Click the More button from the
Toolbar at the far right of the list of
Students.

e From the drop-down menu,
o Click Batch Insert.
o Click Student in Class.

Note: The Batch Insert feature can also be used
to enroll multiple students in an instructional
Program and add a Program Year record for
multiple students.

Select class for batch insert: [NO selection -

Program year 7/1/2024 - 6/30/2025 -

Student start date for the selected class. -7/23/2024 EH
Student end date for the selected class. | [~

Class start date

Class end date

Ok Cancel

Note: Program Year and Student Start Date
auto-populate.

e Student Start date may be edited
using the drop-down calendar.

e The Batch Insert window displays.
e From the Class field,

o Click the down arrow.
e From the drop-down menu,

o Select a Class.

o Click OK.

Batch Insert

J You are about to insert 4 record(s). Are you sure?

Yes

e (lick Yes to confirm the Batch Insert

Batch Insert

J 474 record(s) were inserted.

=

e (lick OK to confirm inserted records.
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