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Steps to Enroll Students in Your Class

These steps demonstrate how to Enroll students in your class. To ensure data-entry accuracy, use the

record Navigator to enroll students in your Class, which will prepopulate key fields about your class.

Access: TE > Organization > Classes > Instances > Class Instance > Enrollments

1 K3 view organizati Reports T Help
.

sl e From the Navigator at the left,
Edit / View Class Instance Information O Cllck Class Enrollments'

e To enroll a new student,

o Click New on the right.

= Site <

01 - RHAS.. 268095630 Ayshem Karahan 1001

01 - RHAS: 274564719 Erica Kim 1001
01 - RHAS: 423771161 Illana Plotkin 1001
01 - RHAS.. 443440507 Lori Fortier 1001
01 - RHAS: 666444517 Skip Greenleaf 1001

01-RHAS.. 723777111 1001

e A new tabbed page opens to Enroll a
student in your class.

e The Navigator already filled in these key
fields:

5+ Select Student in Program Year

o Site
- S o Program
D s o o Class
Date Entered Class: ?7»‘14‘20‘?7 7|’ih[li‘!“‘(lis: o Date Entered

3 B3 view organization R s Reports T Help
.

T e All that remains is to select the Student to
Lo /¢ enroll in your Class.

Class Enroliment Information

. e ¢ You have three options to do this.

Class Description: 1001 - ABE Intermediate

F
g
£
a5
ES
g

e C(Click the Student field down-arrow,

Student:

1. Type to Search for the student.

@ | Select Student in Program Year

Student: | Site: (07 - RHAS: North Campus -
e = 2. Scroll to Select the student.
Student: [Type here to search... -

.
ooot21926 Ras: Nortn Campus (2| [7] 3. Select [student] from Lister.
000122010 01 - RHAS: North Campus _

000122755 01 - RHAS: North Campus =

000123511 01 - RHAS: North Campus Date Exited
000124066 01 - RHAS: North Cam ‘

000124416 01 - RHAS: North Cam| 2 g

000125272 01 - RHAS: North Campi

000126! 01 - RHAS: North Campus @

[V sub iter by program year
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4 & # Select Student in Program Year
student: o1 P R CE = e  When you locate the Student,
Program Year: [m /2017 - 6/30/2018 (Current) -
| [ - o Click to Select.
340993385 Dustin P Andrews 01 - RHAS: North Campus ermediate -
(] SubSites [¥! Filter by program year
g ™7 Date Exited
Class Status: [(“ N/A O Active O Completed O Inactive:
5. Class Enrollment Information

Note!

Site: 01 - RHAS: North Campus
Class Description: 1001 - ABE Intermediate o If you used Select from Lister to locate the
student.

o Click Pick from the Toolbar at the
top left of the lister.

Student:

2 First Name

01 - RHAS: Nort... 340993385 Andrews Dustin

6 2 ¥ Select Student in Program Year
S e 8 e The Student field populates with the

L

- selected student.

Student: [340993365 Dustin P Andrews / 01 - RHAS: North Campus | ~
\m—— R
2||#| Status in Class NOte.

Date Entered Class: | 7/1/2017 : Date Exited Class:
o0 [mlelaone] | D JFemoeed O iacne) e By default, the Date Entered Class

Sun Mon Tue Wed Thu FriSai pOpulateS with the Class Start Date.
25 26 27 28 29 30 [
2 3 4 5 & 7 8

R e This date may be changed to reflect when

16 17 18 19 20 21 22

the student entered class.

23 24 25 26 27 28 29

7 ©Organization Reports Help
.

— ¢  When the New Class Enrollment record is
ancel (= (=) New |76 (=) SaVed,

(=== Enrali~ ant Information

#/1#] select Student in Program vear o Class Status automatically switches.
Student: | site: [01 - RHAS: North Campus e
Program Year: (71172017 - 6/30/2018 (Currenty ~ " From N/A’
Student: (320993385 Dustin P Andrews / 01 - RHAS: North Campus | ~ n TO ACtive.
Class Instance: (1001 - ABE Intermediate -
<|(#] status in Class e From the Toolbar at the top,
Date Entered Class: | 10/16/2017 E Date Exited Class:
Class Status: [G N/A O Active () Completed () \na(lwei 1) Click Save
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8 EE@ view oOrganization R s Reports Tools Heln
.

Class Instances 1001 - ABE Interme... 340993385 - Dustin... [
Dupli ~*= P P
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e To close the new enrollment record for your

- Student,

S Class Enroliment Information

. 01 - RHAS: North Campus o Click the Red X Box on the Class
Class Description: 1001 - ABE Intermediate Enrollment tab.

Student: 340993385 / Dustin P Andrews

Add Entry/Update Record

2/ #| Status in Class

Date Entered Class: | 10/16/2017 i Date Exitec
Class Status: {(" N/A ® Active O Completed O Inactive |

e The new student is now included in the list
— J of Enrollment records for your Class.

Edit/ View Class Instance NI ¢ From here, you may continue to enroll more

d . .

i Class Enrollments students in your class by repeating these

Class Records . T . ?I;udent Name StepS.

Tests v v
01 -RHAS.. 268035630 Aychem Karahan e If you have students to Enroll in your other
01 - RHAS:... 274564719 Erica Kim - Classes’
01 - RHAS:... 423771161 lllana Plotkin
01 - RHAS:... 443440507 Lori Fortier .
01 - RHAS:... 666444517 Skip Greenleaf o Clle the Red X Box on the Class
01-RHAS... 723777111 Saul Aguilar Instance tab to ClOSG the page.

340993385 Dustin P Andrews

Vi 0 izati ecords R rt: . g

B3 view organization opors e This returns you to the page listing your
Class Instances [} Class(s)
| 4908 - Rolling Hills Adult School (RHAS)| ~ |
e Repeat the steps to Enroll students in your
e Site 1 ClassID | ¢ Class Description
classes.
T T

01 - RHAS: North Campus 1 Low Intermediate ABE
01 - RHAS: North Campus 1001 ABE Intermediate
03 - RHAS: East Campus 33 Vocational ABE
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