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Enrollment Request-Enroll-122707 
 
Concept 
 
You’ll use the Enrollment Request component most often to enter enrollment transactions on a 
student-by-student basis. You generate enrollment requests, which you can post in the page or in 
a background process. The enrollment engine posting process validates the requests against the 
enrollment rules that your institution has set up, such as class prerequisites, service indicators, 
and section limits. 
 
The Enrollment Request component has the same functionality as the Quick Enroll component. 
You can process transactions through the Enrollment Request component or the Quick Enroll 
component. The transactions can be to enroll in a class, to drop a class, to swap one class for 
another, to enter a grade, etc. 
 
This document covers the enroll process. 
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Procedure 
 
To view the online process manual and quick guide, click the links below. 
 

 Please refer to: http://www.maine.edu/pdf/EnrollmentRequest-Enroll-
122707_BP.pdf 

 

 Please refer to: http://www.maine.edu/pdf/EnrollmentReuqest-Enroll-
122707_QG.pdf 

 
  

Step Action 
1.   Navigate: Records and Enrollment > Enroll Students > Enrollment Request. 
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Step Action 
2.   You can either add the enrollment transaction to an existing enrollment request for the 

student, or you can create a new enrollment request. 
 
If you choose to add to an existing request, use the Find an Existing Value tab to 
search for an enrollment request for the student. Otherwise, use the Add a New Value 
tab and create a new enrollment request. 

  

 

 
Step Action 

3.   The Academic Career, Academic Institution and Term fields can be automatically 
populated from your User Defaults. If not, fill in those fields. 
Enter the student's ID in the ID field. 
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Step Action 

4.   Click the Add button. 
 

5.   If this is a new Enrollment Request, the Enrollment Request ID has not been set. It 
will be assigned when this request is either saved or submitted for processing. The 
Status is Pending. 
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Step Action 

6.   Select which type of enrollment transaction is desired. Click the Action list. 
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Step Action 

7.   Select the Enroll Action (the default). 
 

  



 

Process Document
Student Records: Enrollment Request-Enroll-122707 

 

Last changed on: 2/1/2008 11:34 AM  
 
 

Page 7

 

 
Step Action 

8.   Select the Wait List Okay checkbox if the class has a wait list and the student wants 
to be on the wait list if the class is full.  
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Step Action 

9.   Enter the class number in the Class Nbr field. To search for the class number, click 
the Course Detail look up button. 
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Step Action 

10.   This is the standard class search page. Enter search criteria and click the Search 
button.  For more information on Class Search see the process document for that 
process. 
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Step Action 

11.   Click the Search button. 
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Step Action 

12.   In the search results list, locate the desired class. Click the Select Class button for that 
class.  
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13.   Use the Overrides to override class characteristics set in the course catalog such as 
grading basis, units, etc. Also use overrides to turn off enrollment processing checks 
such as prerequisites, unit load limits, permissions and appointments. 
 
The security settings for the staff member entering the enrollment request determine 
which overrides are available. 
 

14.   The Drop This Class if Enrolled field is used to specify the class number of a class 
the student is already enrolled in. If the current enrollment request is successful, this 
class will be automatically dropped.  
 
Using this field may avoid a problem where adding the preferred class before 
dropping the other will cause the student to go over the unit load limit for the term. 
 
The lookup button displays a list of all the classes the student is currently enrolled in. 
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Step Action 

15.   To process the enroll transaction, click the Submit button. 
 
This invokes the enrollment engine which will check requisites, enrollment and unit 
load limits, time conflicts, and so on. 
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Step Action 

16.   In the above example, the request has failed. The error message is at the bottom of the 
page. 
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Step Action 

17.   In this case, there is a co-requisite class which must be added to the enrollment 
request.  
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Step Action 

18.   Add another enrollment row to the enrollment request. Click the Add a new row 
button. 

 
19.   Note that this row is Sequence Nbr 2. The Sequence Number determines the order in 

which the enrollment actions are processed. This can be significant - for example, if 
there is a time conflict between two requested classes, the student will be enrolled in 
the one with the lower sequence number. 
 
The Sequence Number is determined by the order in which you enter the requests, not 
by the row number. Thus, if you already have two rows (sequence numbers 1 and 2) 
and add a row following row 1 and before row 2, the new row will still have sequence 
number 3. 
 

20.   Enter the Class Nbr for the next enrollment (or use the class search lookup button).  
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Step Action 

21.   To process the enrollment requests, click the Submit button. In the above example, 
this will resubmit the original request which generated an error, plus the added class. 
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Step Action 

22.   In the example shown above, adding the co-requisite enrollment request fixed the 
error.  The enrollment is successful for both classes.  
 
If desired, use the Study List link at the bottom of the page to verify that the student 
has been enrolled. 
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Step Action 
23.   For some classes, the student has the option to choose how many units to take for this 

class. Classes may also require instructor or departmental permission. When this is the 
case for a class, the Units Taken field is available for editing. The Permission Nbr 
field is used to enter a permission number. 
 

  

 

 
  

Step Action 
24.   After changing the Units Taken field or entering the permission number, click the 

Submit button to process the request. 
 

25.   End of Procedure. 
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Additional Features of Enrollment Request: 
 

 

 
Step Action 

26.   What enrollment actions and overrides a staff member is able to perform depend on 
his/her security. To see information about your access, click the Operator 
Enrollment Access link. For an example, see the image below. 
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Step Action 

27.   To return to the Enrollment Request page, click the Return button. 
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Step Action 

28.   Normally, the action date is the current date. However, this can be overridden. To 
override, click the Override Action Date option. This makes the Action Date field 
available for editing.  Enter the desired Action Date. 
 

29.  When a course is defined as having components such as labs, recitations, etc., those 
components are class sections that may need to be selected in conjunction with the 
primary component class. 
 
A component class section may be set up on the schedule of classes as auto-enroll, 
which means that a student enrolling in the primary class will automatically be 
enrolled in the associated component class. Or the component may not be auto-enroll, 
in which case the component class sections will be listed as Related Classes. 
 
To see if there are related classes for the class in the Class Nbr field, use the Related 
Class 1 and Related Class 2 lookup buttons. 
 
If you try to enroll a student in a class that has a required related class without 
selecting the related class, the enrollment request will generate an error. 
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Step Action 

30.   If this class has related class sections (for example a lab) click the Look up Related 
Class 1 button to select it. If there is a second type of related class section (for 
example a recitation), use the Related Class 2 lookup to select it. Refer to the next 
image for an example of a related class list. 
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31.  To select the desired Related Class, click in the list. 
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32.   To enter a note about this enrollment on the student’s transcript, click the Transcript 
Note link. 
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Step Action 

33.   Use this page to select a pre-defined Transcript Note and/or enter a free-form note. 
 

 
 


