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PeopleSoft ver. 9— Quick Enroll The University of Akron

Registration Users — Quick Enroll

The Quick Enroll functionality will allow you to enroll and/or drop a student. These instructions
follow all rules that have been established within PeopleSoft to guarantee data integrity.
Enroliment security limits the period of time in which these actions can be performed.
Depending upon the campus policy, the Office of the University Registrar may need to make
these types of changes.

Any questions regarding enrolling and/or dropping students should be directed to the Student
Services Center at ssc@uakron.edu.
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PeopleSoft ver. 9— Quick Enroll The University of Akron

Lesson 1: View Enrollment Appointments

On the Enrollment Appointments page, you will be able to:
e View a student’s Enrollment Appointment

Path: Records and Enrollment > Term Processing > Appointments >
Student Enrollment Appointment

» UA Campus Solutions ~
> Self Senice
» Waorkforce Administration
P G107 DELERETE Student Enroliment Appointment
> Campus Community
;g{use":"::”_“'"ﬂg Ashley Cohen 1698773
udent Admissions -
L reors s e Academic Career: Undergraduate The University of Akron
- Enroll Students Term: 2008 Spring
E ?:tudent Tedrrg Information Session Limits Find | View Al First 1] 1 of1 [V Last
areer an rogram
Information *Session: Q Regular Academic Session ®HE

[» Enrollment Summaries

T T [T only Use Term Limits
1> Class Permissions [ override Maximum Units Max Total Units: [ ] maxmoceaurits: ]
[ Waitlist
[> Withdrawal and Max Audit Units: l:l Max Wait List Units: l:l

Cancellation
[> Term Activation

Max Total Courses:

- Appointments

Find | View All First E 1 0f 1 E Last

— Student Enroliment +
Appointment *Appt Block “ApptNbr Start Date  Start Time End Date End Time Find Appaointment =

~ Assion Appoiniments 000001 | 0006 10/22/2007  6:00PM 11/16/2007  11:59PM

ppointment
Communications
— Appoiniment Table ) Use Program Term/Session Limit
— Student Appointment

Block @UaeAppoinlmenl Limit ID Limit ID: Q 001
— Appointment Limits . L )
Table > Set Maximum Units Max Total Units: |:| Max No GPA Units: |:|

[ End of Term Processing Max Audit Units: |:| Max Wait List Units: |:|

[ Enroliment Reporting

[- Enrollment Verifications
[ Transcripts

[> Graduation

[» Transfer Credit Evaluation
L -

Bl save | L4 Return to Search | +[] Previous in List ‘ Motify |

What you do What happens/Notes

1. Enter the path as shown above The Appointments — Find an Existing Value page
is displayed.

Student Enrollment Appointment
Enter any information you have and click Search. Leave fields blank for a list of all values,

{ Find an Existing Value |

ID: [ begins witn v |

Academic Career: Undergraduate v

Academic Institution:| begins with +|[AKRON Y

e R

Campus ID: [ begins with [+

National ID: [begins witn v

Last Name: [ begins with [+

First Name: [begins witn v

e — —

Search ‘ Clear ‘Eaﬁ\:Sear:h [E save Search Criteria

2. Select ID, National ID, or Last Enter the student’s ID, National ID, or Last
Name/First Name: Name and First Name. TAB out of the field(s)
used.

3. Select Academic Career: Use the down arrow ZJ to select the student’s
career and TAB to the next field.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 3
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do

What happens/Notes

4. Select Academic Institution:

Enter AKRON and TAB to the next field
-OR -
Click @l and click your selection from the results

displayed under the blue Search Results par to
populate the field.

5. Select Term:

Enter the 4-digit term code and TAB to the next
field

-OR -

Click @l and click your selection from the results
displayed under the blue Search Results par to
populate the field.

Search

6. Click on the button.

ORACLE

> UA Campus Solutions »
> Self Service

> Workforce Administration
> Workforce Development
> Campus Community

> Student Recruiting

> Student Admissions

Student Enroliment Appointment

Ashley Cohen

You may need to click on your selection from the

results displayed under the blue Search Results
bar.

The Student Enrollment Appointment page is
displayed.

Ensure that you are
looking at the correct term.
If the correct term is not
showing, you may need to

7 Records and
> Enroll Students <
[ Student Term Information
[ Career and Program
Infermation
(> Enrollment Summaries
= Term Pracessing
[> Class Permissions
[ Waitlist
[> Withdrawal and
Cancellation
[> Term Activation
< Appainiments
— Student Enroliment
Appointment

sign Appointments

— Appointment Limits
Table

[ End of Term Processing
[> Enrallment Reporting
[ Enrollment Verifications
[> Transcripts
[ Graduation
[> Transfer Credit Evaluation

Term:

<necion Limits
*Session:
[ only Use Term Limits

[ override Maximum Units

& University of Akron
2008 Spring
Find|View All  First 4] 1 or1 [ Last

FE

f Q Regular Academic Session

Max Total Units: Max No GPA Units:

e All

use the Last Melg
[4] [¥] buttons to see the
full list.

Max Audit Units: Max Wait List Units:

Max Total Courses:

First [ 1 of 4 [¥] Last

*App}@fOck *ApptHbr StartDate  Start Time'

OIR001 0006

(© Use Program TermiSession Limit
(® Use Appointment LimitID  Limit ID:

© set Maximum Units

&) Save ‘ £ Return to Search | +[E| Previous in List ‘

Find | View All
End Date End Time Eind Appointment EHE

10/22/2007  6:00PM g!/16/2007 11:59PM

001 |q 001
Max Total Units: Max No GPA Units:

Max Audit Units: Max Wait List Units:

The student’s Enrollment
Appointment Start Date
will appear here.

| [=] Notify ‘

7. View the Enrollment Appointment
Start Date for the term to be registered.

If the Start Date and time have NOT occurred yet
for the term viewed, the student’s registration
CANNOT be processed at this time (an error
message of “No Valid Appointment Found And
Open Enrollment Period Has Not Begun” will
appear if the registration is attempted).

If the information in this field is blank, contact the
Student Services Center at ssc@uakron.edu.

8. Click on the _«*Return to Search | 00 1o

search for another student’s
Appointment.

The page Appointments — Find an Existing Value
page is returned.
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PeopleSoft ver. 9— Quick Enroll The University of Akron

Lesson 2: Quick Enroll Process

On the Quick Enroll page, you will be able to:
e View Negative Service Indicators
Add a Class / Search for and Add a Class
Override Errors
Drop a Class / Search for and Drop a Class
View and Print an Enrollment Summary (Class Schedule)
Begin a New Quick Enrollment Instance

Path: Records and Enrollment > Enroll Students > Quick Enroll a Student

ORACLE m

1 L sl Sasarabin 4
| ;L:IFSH“&: G Ermtall Studenls
[ Werkorca Admunisfiabze ) " -
(C-RTERIS Ol < BT Qs Ercll 3 5% By GABCE e 5. SR [ SR MRS
SudeTi Reoung - A TR ENCITTE PR b v i s ed wTivelr res oy pin g0 ECEdeEEC OEeE e ST O LR 1 Y TR RO TN
PRSI WH T
= Eywoli Sheilidls
Bu: E"&.Mﬂ ieni "_-:‘ Eilﬂ\.”:-‘v::-:"-l'.ll;:':'ililu cEcclsisd fuwg e | EE:';EI::E‘ = riapry g=d poreyy B repand r_-"-"' i::!ll:..'l:l.-l':'uﬂr-.n"-":u'\-:rr oy Whaaend, wihond
” E LI H e = ""5--':"'| TR B
5 E_—‘ ..l:.:.;:::l.?:p:‘q: S T RECRCER b e _—-: ::l.l-l:I:ll P-E:-J-:::ruuu wwmy r-': :-l:: E':;i:.:::q:i.ﬁ'l'\l:.-lin
= D
Shasent Ters ioereabon
Caram ared Progiam
WECT R
m[‘ﬂ Gummgris
What you do What happens/Notes
1. Enter the path as shown above. The Quick Enroll — Add a New Value page is

displayed.

Quick Enroll a Student

[ Eing an Existing Valua | Add a New Valuee |

I
Academic Career: 'f{

Academic Institution: aKR0R 0

Term: 0,
Add
Find an Exisling Value | Add a Mew Value

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 5



mailto:pstrain@uakron.edu

PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do What happens/Notes

2. Select ID: Enter the student’s ID and TAB to the next field
-OR -
If the ID is unknown:
a. Click &/,

b. Search for the student by National ID (Social
Security Number) or by First Name and Last
Name.

c. Select the student from the Search Results
list to populate the field.

Lookup ID

10
Campus ID
Mational IO

LastName: [STUDENT

F\rstName.l
| Lookup | | Clear | [ Cancel | Basic Lookup

Search Results

D Name Gender Date of Birth
1228883 StudentJoseph Quincy Male 1980-06-12

3. Select Academic Career:

**The career must match the class level for
which you are enrolling the student.**

Enter the students Career (UGRD, GRAD, LAW)
and TAB to the next field

-OR -

Click &, clickM, and click your
selection from the results displayed under the blue

Search Results par to populate the field. Only
active career(s) for the student will appear.

4. Select Academic Institution:

Enter AKRON and TAB to the next field
-OR -

Click &, clickM, and click your

selection from the results displayed under the blue
Search Results par to populate the field.

5. Select Term:

Enter the 4-digit term code and TAB to the next
field
-OR -

Click &, clickM, and click your

selection from the results displayed under the blue
Search Results par to populate the field.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 6
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PeopleSoft ver. 9— Quick Enroll The University of Akron

What you do What happens/Notes

6. Clickonthe  Add | putton. If more than one match was found, click your
selection from the results displayed under the blue
Search Results par.

The Quick Enroll page is displayed.

Home = Manane Student Records = Manade Academic Records = Use = Quick Enroll

Quick Enroliment

Request ID: 0000000000 StudentJrJosephi @ ID: 1229982 2 A ?
Career: Undergrad Institution: ) of Akron Term: 2004 Fall Subimit |
r Clas= Enroliment % Units and Grade  Other Class Info General Overrides— Class Overrides
*Action oSS Sect Related 1 Related 2
=1 IEnroH 'l Y I Y 4l
Goto: View Enrollment Access Calculate Tuition Enrollment Sumrmary Enrollment Appointrments
Bave) Ekadd) [ UpdaterDisplay)

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 7
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PeopleSoft ver. 9— Quick Enroll The University of Akron

View Negative Service Indicators

NOTE: Negative Service Indicators @ are used to stop a student from enrolling in classes.

What you do

| What happens/Notes

Home = Manage Student Records = Manage Academic Records = Use = Quick Enroll

Quick Enroliment

If a Negative Service
Indicator exists, the @

Request ID;: 0000000000 StudentJrJasephi 1D; 1229982
Career: Undergrad Institution: U of Akran Term: 2004 Fall Subrmit icon will d lsplay here.
Class Enrollmert Units andl Gracs Other Clazs Info General Cverrides Class Owerrides ==K
*action ﬁ':[ss Sect Related 1 Related 2
=1 I Enrall - =Y I =Y I =y
Goto: Wiew Enrollment Access Calculate Tuition Enrollment Surmmary Enrollment Appaintments
Bsove) Bk Add) (] UpdaterDisplay)

1. Check the page to ensure that there are
no Negative Service Indicators. If a

The Manage Service Indicators page will appear
with the details of any indicators.

Negative Service Indicator exists, click
on the @ jcon.

Manage Service Indicators

Mary Matters 1234567

The Universi

Effect I:"

Add Service Indicator

Display: Institution

Senvice Indicator Summary

ty of Akron

Customize | Find | View All | i

If the student has multiple
Negative Service
Indicators, you may need
to use the HEIETENN JSEEY
or [ ¥ buttons to see the
full list.

First El 10f1 E Last .
e ——————————————

Code %_ . m. Institution Start Term
Description Description
Frevent Undgrgraduate AKRON 4101
enrcliment Fravisional

Ayd Service Indicatar

e

Code link

Start Term
Description

2010 Sprin

End Term

End Term

—r Start Date End Date
Description

D4i2vrz2mo

Ver. 2013.01.29
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PeopleSoft ver. 9— Quick Enroll The University of Akron

What you do What happens/Notes
2. View the listing of Service Check the Start Term to ensure that the current
Indicators. term for which the student is being registered is

not affected.

If the current term is NOT affected, proceed with
the student’s registration.

If the current term 1S affected, direct the student to
the appropriate office. Click on the Code link to
see information about the Indicator in that row.
The student’s registration CANNOT be processed
at this time (an error message of “Student Has A
Hold” will appear if the registration is attempted).

NOTE: A term listing of 0000 affects ALL terms.
Student Financials will use a term listing of 0000
within some of their service indicators, because
they do not want the student to be able to enroll in
any term.

3. Click LReturn] The Quick Enroll page is returned.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 9
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The University of Akron

Add a Class / Search for and Add a Class

What you do

| What happens/Notes

Quick Enroliment

Requestil: 0000000000

Career; Undergrad

! Class Enrollime;

10 2500004

Institution: Ul of &kran Term: 2008 Fall

and Grade

You will use the Action,
@ * Class Nbr, and Related
fields to add classes to a
student’s schedule.

Submit

Clags Dverrides

“Action

= Enroll W

& save | [=] Hotify

Related 1 Related 3
2 Q

B Autd | | UpdateDispiay |

1. Select *Action:

Ensure that the Action is set to Enroll.

2. Select Class Nbr:

Enter the five-digit Class Number and TAB out

of the field

-OR -

Search for the Class Number to be added:

a. Click &/,

b. On the Class Search page, enter data into any of
the available fields.

c. Click =E#78H

d. Use the scroll area to view all the classes.

e. (Optional) Click the Section link (ex.

001-LEC[707551) to view detailed information about

the classes that are available.

f. Click the Select Class button _select dlass| o

select the class number that you want to add
and to return to the Quick Enrollment page.

Class Enrollm

= and Grade

Enroll v

The Subject,
asg Qverrdes Catalog, and
Section J Rolated1  Relaled? Section number
0oz Tol =N =3 .
will appear here.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 10
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do

What happens/Notes

3. Select Related Class 1:

** This step is only required when a course
has a related component, such as a lab.

** |f the course has more than one Related
component, you will use Step 3 to
populate the Related Class 2 field.

If the class has a related component, enter the five-
digit class number and TAB out of the field

-OR -

Click @l and click on the selected related class
from the results displayed under the blue

Search Results par to populate the field.

4. (Optional) Click on the Course Link
(the link that contains the Subject and

Catalog numbers, i.e., 2300111 ) to
view the details of the course.

The Class Detail page appears. Verify that the
course number and title is the correct course to be
added.

Quick Encollment

Class Detail

A0 AZ - 17 RAaxkc Writing

After viewing the
Class Details, click
on this link to
return to the Quick
Enrollment page.

5. Click on the Feturn to Guick Enrollment
link.

The Quick Enrollment page is returned.

6. (Optional) Click on the [+] button.

A new row is inserted allowing you to enter
another course to be added to the student’s
schedule.

Repeat steps 1-6 until all of the requested courses
have been listed.

7. Click __Submit

The system processes the request. Saved briefly
appears on the right side of the page to indicate
that the request has been processed.

If Success or Message appears, the student is
enrolled into class(es).

If ETors appears, the student is NOT enrolled into
class(es). Follow the steps below to investigate the
error.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 11
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do | What happens/Notes
Quick Enrolliment
& o
Requesl 1 DOD4105334 Yogi Cohan W 25K
Camser; Uinoargrad Irewbifubion: U ol disen Term: 2006 Fai Sui il

Il' Clana Enrolmart | Lot and Grade Ctae Cinnn il Samra Caprrems

The status of

L]

=] |Entoil w 0603 L 2R3
£ =| Enrol o 188
111

Gow saw Erogdmesnd Caicpigie Tytos Shgdy Ligt

Erpgiment spgointmants

the course(s) to
be registered
will appear
here.

TarmSeasion YWkhdrawal

Shyjeni Beraces Canier

B duwe | L Rmw o Bawron | (5] mewy |

b

If an error is encountered when

registering a course, click on the Effors
link.

8.

The Enrollment Message Log page appears.

Enroliment Message Log

i LT ] Caran Yo
Enroleresnt Hovuess I

arademic Coreer

S00E DS IE
Uil adsi
Thed Lirdvarsily ol rar

aratemic nahnon:

Term: 200E Fal

S 1 imrod Clages M LT

Wassage Severity:  Ero
Massage Teat

W Envoled, Class MO0 Fol [14640.T)

Fasyishis chagse fhe Waklsl OF apbion and regulemel fie regues

Thobe Ml B3 SPralma il 300 Wil Aol g e Tra Srralmainl [ e Fir T Sp0aal ] Sat & Nld BRen fETid

=t

o e 1]

The reason for
the error will
appear here.

9. Review the error which explains why The Quick Enroll page is returned.
the course was not added. To return to
the Quick Enroll page, click on the
Retun | pytton,
10. Follow the steps under the Overriding

Errors lesson if the error is to be
overridden.

If the error cannot be overridden,
inform the student of the error.

Ver. 2013.01.29
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PeopleSoft ver. 9— Quick Enroll The University of Akron

Override Errors

Errors should only be overridden if you have authority to override the error. If you do not have
authority to override the error, direct the student to the appropriate person/office who does have
authority to make the decision to override the error.

What you do What happens/Notes
1. Click the Ef2rs Jink. The Enrollment Message Log page is displayed.
Read the Message Text and click on the
Retwm | putton to return to the Quick
Enrollment page.

Quick Enrollment

Request il DOBS10E2E Yagi Cohin L T il

Corew: Uinassd it L of dasen Term: 06 Fal dunmit (Optlonal) Click
- — the Show All

Tl e Columns

# =] Emot 77285 L 3450 18t BT Success button to expand

e ' : the page so all the
pages with tabs are
displayed on one

oW Jay Ereglimesnd Arepss Calcplaip Tykas Sy Linl Ereziment Apgoinimesnis TarmESeaeion YWikhdrawsl

Syden] Servcns Canipr page.
B seee | SiReneno Bewrcn | [T nawy | i A
2. Based on the error message, determine | Either the General Overrides page or the Class
whether or not you are able to override | Overrides page will appear.
the error.
The General
If the error can be overridden, click on Overrides page
the | General Overrides |} or the contains high-
 Class Overrides \". tab level override
: capabilities. o
Appointment Unit Load Cmi‘::l '“S::;n Action Dt Ez:;j:;:.'ﬁl Career Ii;r:::;r Requisites
[+ [=] 21042 O] O O] O] O O O] L
[#] [=] 2450 145
= 5 200m D) O O O O O O The Class
Overrides
page
Closed Class  Classlinks  ClassUnits  GradingBasis  Class Permissiol coNtains
e O a O O B | class- based
¥ [ mm01s override
M = 3001 ' B = = = capabilities. |

3.. Cl.ick on the appropriate override box A .éppears in the box.
to place a checkmark into the box

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 13
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do

What happens/Notes

4. Click —_Submit

The system processes the request. Saved briefly
appears on the right side of the page to indicate
that the request has been processed.

If Success or Message appears, the student is
enrolled into class(es).

If EMOrs gppears, the student is NOT enrolled into
class(es). Follow the steps to investigate the error.

NOTE: PeopleSoft only shows one error message
at a time for a course. It is possible that one course
can have more than one error message. Follow
steps 1-4 until the course is registered successfully
or until you can no longer override the error.

Enrollment Override Functions

Registration Users will be given the security to override four functions, Class Limit, Permission,
Requisites, and Time Conflict. If you do not have access to an override, it is “grayed out.”

Errors should only be overridden if you have the authority to override the error. If you do not
have the authority to override the error, direct the student to the appropriate person/office who
does have the authority to make the decision to override the error.

OVERRIDE

DESCRIPTION

Class Limit (Closed Class)

The class is full. With the department’s or instructor’s
permission, the limit can be overridden to register the
student for the class.

Permission (Class Permission)

The class has been controlled by the department and
permission is required from the department to enroll the
student for the class.

Requisites

The student has not met all of the requisites required for the
course. With an advisor’s or instructor’s permission, the
requisites can be overridden to register the student for the
class.

NOTE: This will override all requisites, regardless of the
number of requisites met/not met.

Time Conflict

Courses for which the student is enrolled are in conflict with
each other. Indicate to the student that there is a conflict.
This can be overridden at the student’s request.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 14
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

Drop a Class / Search for and Drop a Class

Departments only can drop a student from a class through the 15" day for Fall and Spring terms
or a comparable date for Summer sessions. Once signatures are required, departments cannot

drop a student.

What you do

| What happens/Notes

Quick Enrollment

Requast Tt QD000 000D Yogi Cofs
Coreer; Unelergrad nefimton: U of Ao

B Sarvm | [ Moty

You will use the Action,
and Class Nbr fields to
drop classes from a
student’s schedule.

1. Select *Action:

Ensure that the Action is set to Drop.

2. Select Class Nbr:

Type in the five-digit Class Number for the
course to be dropped and TAB out of the field
-OR -

Search for the Class Number to be dropped:

a. Click Q.

b. On the Enrollment Listing page, scroll through
the list and choose the course to be dropped by
clicking on the Select Class Number ## button
and to return to the Quick Enrollment page.

Enrcliment Regquest
Enroliment Listing

RequestID: 0

Class Enrollment

i Class Overrides | = and Section number

The Subject, Catalog,

*Action Class Nbr

[=] Drop 77266 L 3450145

Section & Related 1 Related 2

<
807

will appear here.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 15
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do

What happens/Notes

3. (Optional) Click on the Course Link
(the link that contains the Subject and

The Class Detail page appears. Verify that the
course number and title is the correct course to be

Catalog numbers, i.e., 2300111 ) to dropped.

view the details of the course.

Quick Enrollment

Class Detail

3450 145 - 807 College Algebra After viewing the

Class Details, click
on this link to
return to the Quick
Enrollment page.

Baturn to Quick Enrolimant

]
i

Status Caraar

ﬁ Openi

Class Humber TT2EE Diates

Undargraduate
8/25/2008 - 12/7/2008
Grading ABC/NC Grading

Location Akrom Carmpus - Studsnt

Session Regular Academic S=ssion
imits & units
Instruction Hode [n Parsan Admin

Campus M 5
Class Componants  Lecture Regquired " Akron Main Campu

Days B Times Raam
TuTh B1108M - 91 50&M

Mesting Dakes

JAR 35 Staff 08/253/2008 - 12/07/ 2008

4. Click on the Eeturn to Guick Enrollment
link.

The Quick Enrollment page is returned.

5. (Optional) Click on the [+] button. A new row is inserted allowing you to enter
another course to be dropped from the student’s

schedule.

Repeat steps 1-5 until all of the requested courses
to be dropped have been listed.

The system processes the request. Saved briefly
appears on the right side of the page to indicate
that the request has been processed.

6. Click __2ubmit

If Success appears, the student has been dropped
from class(es).

If EMOrS gppears, the student has NOT been
dropped from class(es). Follow the steps below to
investigate the error.

Ver. 2013.01.29 pstrain@uakron.edu and The Office of the University Registrar 16
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PeopleSoft ver. 9— Quick Enroll The University of Akron

What you do | What happens/Notes
Quick Enrollment
@
Fequedtil: o410 Yagi Cohen o AL
Cargir Lindargrad INSUILEHE 1) of Akon Terme 20069 Fall Bubmit

l|'l'lll.l|'|1r\1'|lr|'\|-r\1'.'|I Unity sl Grade 3 Ciber Clnas vl | Generl Crmrichsy i

Fataled 1 Helngel 2

ile 1] Glags My Tl
H Bljoe @ oo Qe — < The status of
the course(s) to
be dropped
will appear
dnta b E o e SR & Cplcaile Tulkan Sduidy Ligh L0 T ) 2 =3 AT TR T GiTirsss Seabs i WA il aeal
Sdurden] Serioas Canber here
& s || ...'.Flun»:-urchl :|.::~.-| Wi Rl |
7. Ifan error is encountered when The Enrollment Message Log page appears.
dropping a course, click on the EMors
link.
Enrollment Message Log
10 2500004 Cahen Yogi The reason for
Enroliment Request iD: 0004105340 the error will

Academic Career: Undergraduate

appear here.

Academic Institution: The University of Akran

Term: 2008 Fall /
Seq#® 1 Drop ClassNbr 700032010 A Sectinn ong

Message Severity:  Ermor
Message Text
Unabla 1o process Drop, Hold on this record (14640,157)

There is & hold an this record. To process the drop, the hold must be removed, or Sence Indicators must be
averridden.

Return |

8. Review the error which explains why The Quick Enroll page is returned.
the course was not dropped. To return
to the Quick Enroll page, click on the

Retun | 1 ton.

Note: To make a section change for a non-enrolled class:
e Drop the enrolled class. This drops both the enrolled and non-enrolled class.
e Add the enrolled class, again.
e Choose the new, non-enrolled class within the Related 1 field.
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View and Print an Enrollment Summary (Class Schedule)

From the Quick Enrollment page, you are able to view and print a copy of the student’s class

schedule through the Enrollment Summary link.

What you do | What happens/Notes
Quick Enroliment
@ *
RequestiD:  0O0D0DOODOO Yogi Cohen 1D 2500004
Caraer: Undargrad Institution: Ll of Akron Term: 2008 Fall Submit

General Overrides | Clase Owerrides | [T=¥

You can print a copy of
the student’s schedule by
using the Study List Link.

Clags Enroliment | Unis and Grade | Other Claze info |
ZACtion Class Nbw Section Related 1 Belated 2
[#] [=] | Enron w Q [« a,
Goto: Wiew I AL L j ainls Tafm, i Wi WS
Sludant Sarvices Cante

1. From the Quick Enrollment page, click
on the StudyList [ink.

The Student Study L.ist page appears.

Stodent Study List 008 Fall

2800004
¥egi Conhen

1Prafe ryrasdiatp The Imirversity of Akrom

Clazz Schedule Filier Opfione

Rafrach Ghzs Schedule

yoem Ereolled Casean

01043 Bgchion  Compomeat  Dascrption Gradieg Optian  Grade Uribs St
Clawrpang a2 Lachure Bz Wirking e oo e rkal 1] Earcliad
Orading Basty
Acadamic Frograme
TeASAM i I%AM Moo, Tuse Waed Fri Callege af Euninaae Admin 13300535 5000 - 0530703000
Trracbar: Lindasy Hapss
TN 145 Escticn  Compoasat  DascAption Grading Optken  Greds  Unbs  Siste
[= 1T Tk i1=9 “Jird Lt e Caolege Algebm AR HC Grading il 400 Cvapaed
Acadamic Frograme
Jemua & Rhodas Grare 3 O TVI0aE- LI 0T2E

Al MAEW TuasThurs
Imatsuctos: THA

If the student has more
courses than what appears,
you may need to scroll to
see the full list.
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What you do What happens/Notes

2. Click on the Erinter Friendly Page |jnk, The Student Study L.ist page changes to a
printer-friendly format.

Student Study List

2500004
Yogi Cohen 2008 Fall
Undergraduate The University of Akron
2010 42 Section Component  Description Grading Option ~ Grade  Units  Status
Clawi 70003 (1.3 Lectura Basic Writing Bavelopmantal a.66 Enrolled

Grading Basis

Academic Program:

T:4SAM  2:135AM  Mon, Tues,Wed.Fri Collaga of Businass Admin 13208/25/2008- 12/07/2004
Instructoe Lindsey Hayes
3450 145 Section  Component  Descri ption Crading Option ~ Crade  Units  Status
Cls#177266 sa? Lactura Callegs Algabra ABC/NC Grading wo 4.00 Cropged

Acadamic Program:

8:10FM  9:30PM  Tues. Thurs Jamas & Rhodes Arena 39 08/23/2008- 12/07/2008
Instructar: TBA

3. In the browser, click on File. /= Quick Enroll a Student - Windows Internet Explorer
Then, click on Print Preview. @; - |§, http: {fgecka, uakron.edu: 12201 jpsp/hebpsHEMPLOYEE (HRMS c/h

Edit View Favorites  Tools  Help
* ﬁ'ﬁ [@QuickEnrollaStudent l

ORACLE S

= Enroll Students

[> Block Enrollment

— Quick Enroll a Student

— Quick Admit a Student Student Studv List

— Student Milestones -

— Student OEE Enrollment
Data

— Enrollment 2500004

— Enrollment Request i

— Enrollment Request Yogi Cohen

Search Undergraduate
— Mass Enrollment

|2

4. Select the appropriate printer and press the
Preferences button. Change the paper size to
legal, if necessary, and print the page.
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What you do What happens/Notes

5 Clickonthe €ancel | putton. ;’:geepage returns to the Student Study List

Student Study List

Student Stdy List 2008 Fall
...........
2000 Fan
Yeqi Conen
The tintversity of Akron Undergradust The Usiversi ty o Akros

g Az Goading Daticn  Gesde it Staben
Svom Ervvlied Canors FReveen Ghiss sneaue
Chm 000 Devalopmantsl 000 Enealed
Grading Baain

Gradeg Optian  Grade  Unis St
nnnnnnnnn

Calege af Businsss Admin 133208/35/2008 - L3/077300|
Lirduw, Haes

The page returns to the Quick Enrollment
page.
Yag Caben Quick Enrollment

@ *

RequestE 0000000000 Yool Catan w200

Carver: Unedergrad mstihon: L of skros Teemr 2008 Fall sutme_|
| Chaa Ereciiment | Usnasd Grace | Ofer Canambs | GararalOvewdes | Cams Gverrees | |

3 Sation Bt 1 Rilenad
[ Enmill v S 3 a
Gam ewEQmemiecces Gl Talen Sl n ™
P ——

) e | [ okt Eiadd| H Ucsnaziay
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Begin a New Quick Enrollment Instance

From the Quick Enrollment page, you are able to finish with the current student and start a new

Quick Enrollment Instance to begin a registration process for a different student.

What you do | What happens/Notes

Horrie = Manage Student Records = Manade Academic Records = Use > Quick Enroll

Quick Enrollment

Request ID: 0000000000 Student JrJosephi D 1229982 2 * %
Career: Undergrad Institution: ) 0T Akron Term: 2004 Fall Submit
Clazs Enrollment Units and Grade Other Clazs Info Seneral Cverrides Class Overrides =K When you ar’e fi nished
et Cl - .
Action Nor Sect Related 1 Related 2 with one student, you will
El I Enroll = =Y I Q) I =y =
use the BFA4] putton to

start a new Quick
Enrollment instance.

Goto: Wiew Enrollment Access Calculate Tuition Enrollment Surmmary  Enroliment Appointme
B s=ve @ UpdateDisplay,

1. From the Enrollment Summary page, | The Quick Enroll — Add a New Value page
click on 'B244) putton appears.

Guick Enroll

Add a New Value

ID: | =Y
Academic Career: || ﬂ
Academic Institution:lAKRON Q)

Term: I_ﬂ

Add

Find an Existing Walue

2. Follow the steps from the beginning of
Lesson 2 in this manual.
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Lesson 3: Review History of Quick Enroll Processes

Each time a registration request is processed for a student, a Request ID is created.

These steps will allow you to view a history of transactions that have been processed.
Contact the Student Services Center at ssc@uakron.edu if you need help with the history of
enrollment.

Utilizing the Quick Enroll — Find an Existing Value Process

Path: Records and Enrollment > Enroll Students > Quick Enroll a Student

What you do What happens/Notes
1. Enter the path as shown above. The Quick Enroll — Add a New Value page is
displayed.

ORACLE  —

1 Uz Email Generation A
 UA Campus Solutions

i+ Self Service i
& Worklorce Administration Quick Enroll a Student

Workforce Devalopment 3
I Campus Community Eind an Exls@ng Value | Add a New Value |
1 Etudent Recruiting

[» Student Admissions 0 ]
" Recodds and Enroliment
Enroll Students Academic Career:
I+ Block Enrollment

Academic Institution: AKRON O
Term: 2

Add

erm Information

2. Click on the Eind an ExistingYalue tgp, The Quick Enroll — Find an Existing Value page
is displayed.

Quiek Enrell & Studant
E i sty imbsimealon you hase and S Saanch. Lades ks bonk fo o ot of ol wikie

T "
| Find & Existing Wais | 500 & Vaus

Enrodmant Regust 0| Degis wilh »
x begnzwih »

ACHTNC MSHILGOE | DEgis wili ~

arademic Carearn; = = w
Tam: DEgiis Wil 3,
Camps I begnzwih
Hagonal ilk: DienginE with
Lass Hemes begnewih *
Earh Cleadl | gami- Searee B Save Seprch Comterig
Fired an Edsting Vaiue | Sdd 3 Mew valge
3. Select ID, National ID, or Last Enter the student’s ID, National ID, or Last
Name/First Name: Name and First Name. TAB out of the field(s)
used.
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PeopleSoft ver. 9— Quick Enroll

The University of Akron

What you do What happens/Notes
4. (Optional) Select Academic Enter Akron and TAB to the next field
Institution: -OR -

Click &/, click _L22kUr | and click your
selection from the results displayed under the
blue Search Results par to populate the field.

5. (Optional) Select Academic Career:

Use the down arrow | to select the student’s
career (UGRD, GRAD, LAW) and TAB to the
next field.

6. Select Term:

Enter the 4-digit term code and TAB to the next
field
-OR -

Click Q| click _-22KUP | and click your
selection from the results displayed under the
blue Search Results par to populate the field.

7. Click onthe 23" | pytton.

You may need to click on your selection from
the results displayed under the blue
Search Results par,

The transactions are listed in chronological order
where the most recent transaction is listed at the
end of the list.

The Quick Enrollment page is displayed.
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The University of Akron

What you do

| What happens/Notes

Quick Enrollment

10:

Mickey Mouse
Institution: L) of Akron

Request ID: 000410534

Career: Undergrad

Term: 2008 Sprin

The Request ID is listed here.

2500006
Subrmit

+ =| Enroli 15530 '3, 2010 42

Study List

Goto Vigw Enroliment ACCess Calculate Tuilion

mroliment | Units and Grade | Other Class Info | General Overrides | Class Overrides | [0
ZAction Class Nbr Seclion Related 1 Related &
002

Enroliment Appointments

Success

You can view the course(s)
that were processed in the
transaction here. Click on
the Overrides tabs to see if
any overrides were
processed.

You can scroll through the
list of transactions by

. +E] Next in List
clicking on thew
+E| Previous in Ligt

&4 Return to Search ‘ buttons.

8. View the information shown.

NOTE: This method will not show the date the
transaction was processed or the ID of the person
who processed the request. You will need to
utilize the Enrollment Request Search process to
determine this information.
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Utilizing the Enrollment Request Search Process

The Enrollment Request data may not be understood easily. Call the Registrar’s office for help in
interpreting the data.

Path: Records and Enrollment > Enroll Students > Enrollment Request Search

ORACLE —

I Ua Email Generation -]
b UA Campus Solutions
U Sell Service

» Workfarce Administratian Enroliment Request

¥ Waorkforce Development Enter any informatien you have and click Search. Leave fields blank for a list of all values.
& Campus Community
T Bludent Recruiting

-

Existing Value |

beld il f\
= Records and Enroliment .
= Enrall Students Academic institution: begins with ~ || [+1
t oliment
: i Sgarch J' e

W oge search Criteria

What you do What happens/Notes

1. Enter the path as shown above. The Enrollment Request — Find an Existing Value
page is displayed.

2. Select Academic Institution: Enter Akron
-OR -

Click A/, click _29€UYp | and click your
selection from the results displayed under the blue
Search Results par to populate the field.

3. Clickonthe .52 | putton. The Enrollment Request Search page is displayed.
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What you do | What happens/Notes

Enroliment Request Search

Academic Institution: AKRON The University of Akron Search |

Academic Career: I ﬂ
Term: W Q

Enrollment Request ID: (1) — Q From Date: I— Eﬂ
End Date: I— &)

Refresh Previous Search Result: v

Enrollment Request Source: I

Ll L«

Enrollment Request Action: I
Enrollment Action Reason: I Q From DateTime: |
I Thru DateTime: I

User 1Dt
EmpliD: (2) Q
Class Nbr: I Q

~* Enrollment List

Customize | Find | i First E' 10f1 E' Last
[ Fields1-7 Y Fields 811 / Fields 12-19 ' Fields 20-25 Y Fields 28-30 | Fields 21-35 Y Fields 36-40 " Fields 41-44 [}

User 1D I} Term Class Nbr Subject Area Catalog Nbr Academic Career

1

Bl save | &, Return to Search | [=] Notify |

4. Utilize any of the search criteria fields
to conduct your search. The most
utilized fields are either (1)
Enrollment Request ID or (2) Term
and EmplID.

. Search The transactions are shown in the Enrollment List
5. Click on the button. area below the search criteria.

* Enrollment List

Cusiomize | Eind | # First 14 9.256 of 256 L& Lasi

[ Fietds 17 | FeMsB11 ) Fels 1218 | Feds3025 | Feis 2630 | Fekds 3135 | Fiekis 36-40 | Fields 4148 |, [

User ID ([0} Term Class Mbr  Subject Area  Catal b Academic Career
1 1150085 4087 705163100 103 UGRD
2 1242045 4087 705163100 103 UGRD
3 1247644 4087 70516 3100 103 LIGRD
4 1250503 4087 705163100 103 UGRD
5 1273960 4007 T0516 3100 103 UGRD
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What you do | What happens/Notes

The most common fields that are reviewed are:

Fields 1-7
User ID = The ID of the person processing the request. (PeopleSoft ID if did enrollment there.
UAnet ID if did enrollment through self-service in My Akron.)
ID = The student’s ID.
Term = Term.
Class Nbr = The five-digit class number of the course processed.
Subject Area = Course subject number.
Catalog Nbr = Course catalog number.
Academic Career = The student’s career.

Fields 8-11
Enrollment Request ID = The Request ID assigned to the transaction processed.
Last Update DateTime = The date and time the transaction was processed.

Fields 12-19
Enrollment Request Action = The action performed in the transaction.

Fields 20-25
Related Class Number 1 = The five-digit related class number (i.e., lab, seminar, etc.).
Related Class Number 2 = The five-digit related class number (i.e., lab, seminar, etc.).

Fields 26-30
Shows if anything was overridden.

Fields 31-35
Shows if anything was overridden.

Fields 36-40
Shows if anything was overridden.

Fields 41-44
Enrollment Req Detail Status = The status of the request (S = Success; E = Error;
M = Messages; P = Pending).

6. Continue utilizing the search criteria The transactions are shown.
fields to refine your search. Click on

the __Searh_| pton each time you

change your search criteria.
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