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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.  

  
 

 

• From the Records menu, 

o Select Students. 

o Click Demographics. 

2.  

 
 

 

• From the Toolbar at the top of the list, 

o Click the Container field down arrow. 

• From the drop-down menu, 

o Select a Site. 

3.  

 
 

• From the list of Students, 

o Click to highlight a Student. 

• Hold down the Ctrl key. 

• While scrolling the list, 

o Click additional Students. 
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Step Screen Description 

4.  

  
 

• With multiple Students highlighted in the 

list, 

o Click the More button from the 

Toolbar at the far right of the list of 

Students. 

• 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. 

5.  

  

Note: Program Year and Student Start Date 

auto-populate. 

• Student Start date may be edited 

using the drop-down calendar. 

 

• The Batch Insert window displays. 

• From the Class field, 

o Click the down arrow. 

• From the drop-down menu, 

o Select a Class. 

o Click OK. 

 

6.  

 
 

• Click Yes to confirm the Batch Insert 

7.  

 
 

• Click OK to confirm inserted records. 

 


