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Mass Enrolling Students into Class

Use the Mass Enroll group function to enroll a group of students into the same course and
section at the same time.

e Select a group of students on the Start Page. Elementary schools would typically
select a grade level.

e From the functions drop-down menu, select either Mass Enroll or Select Students
by Hand.

Attendance Change M
Counselor's Screen |
Enrollment Summary |
Export Using Template '
Fee Functions |
ID/Password Assignment |
LDAP Directory Synchronization
| |UistStudamts—— | |
] N
| T Next-Sehocllndicator ——— |
Print Report |
Print Mailing Labels |
Quick Export |
Re-Enroll in School "/
Reports Menu
Sawve Stored Selection
Search By GPA 1
Search By Grades/Attendance &
Search For Perfect Attendance v

e If using Select Students by Hand, choose either a group of students using the
"Shift" key, or random individual students using the "Command" key (Ctrl).

Hold down the COMMAND key te make multiple selections

(03/28/00) (2] Andersen, Apaulo )
(07/20/99) (2) Andersen, Ashley H
(12/29/99) (2) Becker, Jennifer K

(06/23/99) (2) Bjorkl
(08/19/99) (2) Blanks

(01/08/00) (2) Browr

(05/05/00) (2)
(01/19/00) (2)

(10/09/99) (2)

Anthony
(08/30/98) (2) Dewey, Adam L

(05/27/00) (2) Finley, Sandy G
(07/16/99) (2) Gahner, Matt G

(05/14/00) (2) Giedt, Bryan B
(10/16/99) (2) Glover, Seth B
(05/14/00) (2) Godfrey, joshua P

(06/12/99) (2] Gravalin, Lindsay 8+
® Kaep salected students

O Remove selected stugents

sy ()| D

e C(lick on Functions and select Mass Enroll from the functions menu.
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Always make sure you have the correct number of students selected. Make
selections to filter by and Search or use Quick Enroll by entering the

Course.Section number and select Enroll

In the example below we have selected 2 students to mass enroll. We are filtering on Period.2 and Search which

produced a list of the available classés in period 2. Select the Course Name to enr:
If you already know the course arid section you want to e i

e students into that class.
ou can key that in Quick/ Enroll

nroll the student,

/ /
Mass Enroll
Enrzll cumsntly == nto 8 s=cticps
Filter By Quick Enroll
Feriod |7 W Term Al W Teacher Al w Course Section
Day All W Grade All Credit Type All '
Course O Show only classes with available seats Search
Course Nams Mots Term Grads Credit Typs Cr Hrs Enroliment
bra 51 T = i
ARTE.2 irt 2B 51 ART
ARTS. Art 2(B 52 ART 23
8 Band -4{A-8 12-1 M 0
SC11000.2 Bic 2(A-B 52 5CI 21022
SCI1000.7 Biclogy 2(A-B 51 SCI zz
5CI .2 Botany I[A-E 51 5CI iz
SCI 3 Botany ZAE 52 SCI1 1722
P

If you use the Filter and search, a list will be displayed at the bottom of the page. You
simply select the class (blue link) that you want to enroll the students in. On the Mass
Enroll Preview page select Edit Date and key in the first day the students will be in class.
If everything is correct, select Enroll Students. You can also Enroll Students and
Reschedule which will enroll the students in this class and take you back to the Mass
Enroll page where you can mass enroll this group of students into another class.

Mass Enroll Preview

Entry Date: 12/14/2012

Section Summary:

Course Name Course Number  Section Term

Art ARTY 1

Student Enrollment Summary:

Student Number Student Name

1066 Zabel, Colton Ann

20027 Zacharia, Ben

Semester2  No

Fees Pending Enrollment Count Class Status

23/30 Section found

Action
Enroll in ART9 1 on 12/14/2012

Enroll in ARTS 1 on 12/14/2012

Enrol Students and Reschedule
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