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Drop Using Quick Enroll-011008 
 
 
Concept 
 
The Quick Enroll component enables you to enter, update, and post class enrollment requests for 
both new and continuing students on a student-by-student basis. The Quick Enroll component 
has the same functionality as the Enrollment Request component, using the same enrollment 
engine processing and performing the same edit checks. Transactions entered into the Quick 
Enroll component can be accessed through the Enrollment Request component and vice versa.  
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Procedure 
 
To view the online Process Document and Quick Guide, click the links below. 
 

 Please refer to: http://www.maine.edu/pdf/DropUsingQuickEnroll-
011008_BP.pdf 

 

 Please refer to: http://www.maine.edu/pdf/DropUsingQuickEnroll-
011008_QG.pdf 

 
  
 

Step Action 
1.   Navigate: Records and Enrollment > Enroll Students > Quick Enroll a Student. 
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Step Action 
2.   Make sure the correct student ID, Career, Institution and Term are entered.  

 
Click the Add button. 

 
  

 

 
Step Action 

3.   You need to specify the Drop action. 
 
Click the Action list. 
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Step Action 

4.   Click the Drop list item. 
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Step Action 

5.   You must either enter the Class Number of the class to be dropped or search for it.  
 
Click the Search button. 
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Step Action 

6.   This displays a list of all the classes the student is enrolled in for the term. To select 
the one to drop, click the Enrollment Select button (the check icon). 
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Step Action 

7.   Click the Submit button. 
 

8.   End of Procedure. 
 
  


