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Concept

Class association numbers link all class sections that constitute a single offering. With a common
association number you can control the sections of classes in which a student must enroll and also
control elements of the sections including units, components (such as lab, lecture, and
discussion), and requisites.

Use the Class Associations component when you have scheduled classes and an administrative
or academic change dictates that you must add or modify class components, or adjust units within
associated sections.

Regardless of how many components a course offering has, always use a unique class association
number to identify it. This is also true for offerings that have a single component, such as a
lecture. Then each section is in its own group; this permits a student to be enrolled in one section
and on the wait list for a more desirable section.

In addition, assigning a unique class association number enables you to vary the units, requisites,
and components of individual sections when you have a single component course.
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Procedure

To view the online Process Document and Quick Guide, click the links below.

PD

Please refer to: http://www.maine.edu/pdf/UpdatingClassAssociations-

032408 _PD.pdf

QG

Please refer to: http://www.maine.edu/pdf/UpdatingClassAssociations-

032408 QG.pdf

Step

Action

Navigate: Curriculum Management > Schedule of Classes > Adjust Class
Associations.

= 8chedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of

Class

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Report)

— Generate Exam
Schedule

- Class Notes Table

- Class Notes Report

— Class hotes Table
Report

— Global Motes Table

— Global Notes Table
Report

— Resource Queue
Cleanup
— Review Messaqge Log

[» Roll Curriculum Data
Forward

> Enroliment Requirements

[ Combined Sections

> Dynamic Dates

[» Facility and Event
Infarmation

[> Class Roster

[> Aftendance Roster

> Grading

[> Gradebook

I Instructor/Advisor
Infermation

> Learning Management
Systems

[+ Financial Aid

[- Student Financials

> Academic Advising

[- Confributor Relations
LSt i DL

~

Adjust Class Associations

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

Worklist

Add to Favorites Sign out

New Window | Help | /5,

peayel

Academic Institution: Il

Term: Zl

Subject Area: Zl

Catalog Nbr: begins with v |
Academic Career: | = |
Session: = v |
Course ID: begins with |
Course Offering Nbr: | = N4 |
Description: begins with |||

[ case sensitive

Search |

Clear | Basic Search (Bl Save Search Criteria
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2. Search for the class. Enter your Institution code in the Academic Institution field.

Enter the Term. Enter other search criteria such as Subject and Catalog Number.

- Class Search

— Schedule New Course

— Waintain Schedule of
Classes

— Schedule Class
Meeting

dat
S

Class
— Class Event Table
— Print Class Schedule
— Exam Code Table
— Exam Code Table Repori)
— Generate Exam
Schedule
— Class Notes Table
— Class Notes Report
- Class Notes Table
Report
- Global Notes Table
— Global MNotes Table
Report
— Resource Queue
Cleanup
— Review Message Log
[> Roll Curriculum Data
Forward
> Enrollment Requirements
[ Combined Sections
[> Dynamic Dates
[» Facility and Event
Infarmation
[» Class Roster
[» Attendance Roster
> Grading
[> Gradebook

Information
[ Learning Management
systems
[ Financial Aid
[ Student Financials
> Academic Advising

[- Contributor Relations
#1in LIDLY

= Schedule of Classes A

[ Instructor/Advisor _

Adjust Class Associations
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Worklist

Add to Favorites

Sign out

New Window | Help | B,

Academic Institution:| = v lumsos @
Term: - - 0910 Q
Subject Area: Zl ,pnyi Q
Catalog Nbr: begins with |~ [121]
Academic Career: | = v | | v |
Session: = v | | b |
Course ID: begins with v | Q
Course Offering Nbr: | = vl [ Q
Description: begins with v ||
[ case sensitive
Search | Clear | Basic Search [l Save Search Criteria

Step | Action

3. Click the Search button.
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« Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes

— Update Sections of 3
Class

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Repor|

Adjust Class Associations

Enter any infermation you have and click Search. Leave fields blank for a list of all values.

Worklist Add to Favorites

Sign out

io| B
g

Mew Window | Help | &

Find an Existing Value
Academic Institution:| = |+ UMS05 aQ
Term: = v 0910 Q
Subject Area: = v PHY Q
Catalog Nbr: begins with |+ [[121

— Review Message Log

[» Roll Curriculum Data
Forward

> Enrollment Requirements

[ Combined Sections

[> Dynamic Dates

[> Facility and Event
Information

[» Class Roster

[ Attendance Roster

[> Grading

[> Gradebook

Infarmation
[ Learning Management
Systems
[- Financial Aid
[ Student Financials
[ Academic Advising
[ Contributor Relations

[ Sob] in LD

[> Instructor/Advisor -

_ Generate Exam Academic Career: | = ~] >
Schedule Session: = ~] >
— Class MNotes Table
— Class Notes Report Course ID: begins with v Q
— Class Notes Table N
Con Offe Nbr: | =
Report g Hbr: vl Q
— Global Moles Table Description: begins with |||
— Global Notes Table -
Report [Jcase Sensitive
— Resource Queue
Cleanup Search | Clear | Basic Search [El Save Search Criteria

Searr:h Results

0910 F'HV 121 Undergrad
0910 PHY 121 Underarad

Ragu\ar 023533

Reqular 023533

Phy Eng & Physical Scil
Phy Eng & Physical Sci |

&=

Step | Action

4, If more than one class is found, select the desired class from the Search Results list.
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= Schedule of Classes
- Class Search
— Schedule New Course
— Maintain Schedule of
Classes

Class Associations | Class Components

— Schedule Class Course ID: 023533
Academic Institution:  University of Maine
Term: 2008 Fall
Subject Area: PHY
cpdate Seclonzofa Catalog Nbr: 121

Class
— Class Event Table
— Print Class Schedule
— Exam Code Table
— Exam Code Table Repori)
— Generate Exam
Schedule

Session: 1

Class Associations

A i Class:

Minimum Units:

— Class Notes Table

— Class Notes Report

- Class Notes Table
Report

— Global Notes Table

— Global MNotes Table
Report

— Resource Queue

Academic Progress Units:
Course Count:
Billing Factor:

Tuition Group:

[] use Blind Grading

Class Requisites

Maximum Units:

FA Units:

Course Contact Hours:
“Instructor Edit:

Home Waorkiist Add to Favorites Sign out
New Window | Help | Ci Page | B
Course Offering Nbr: 1
Undergrad
Physics

Phy Eng & Physical Scil
Regular Academic Session

{Ciass Roll i

.0
o

Cleanup
— Review Message Log

I Roll Curriculum Data [8) save | [SLRetumn to Search ‘ el

‘ 4[] Next in List ‘ [=] Notify |

Forward
[» Enroliment Requirements
[ Combined Sections
[> Dynamic Dates
[» Facility and Event
Infarmation
[» Class Roster
[» Attendance Roster
> Grading
[> Gradebook
[ Instructor/Advisor _
Information
[ Learning Management
Systems
[ Financial Aid
[ Student Financials
> Academic Advising
[- Contributor Relations
#1in LIDLY

Class Associations | Class Components | Class Requisites

Step | Action

5. The course in the example above has two classes scheduled, each with a unique

Associated Class number. To see both, click the View All link.
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« Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Repor|

-~

Class Associations

- Generate Exam
Schedule
— Class MNotes Table
— Class Notes Report
— Class Notes Table
Report
— Global Notes Table
— Global Notes Table
Report
— Resource Queue
Cleanup
— Review Message Log
[» Roll Curriculum Data
Forward
> Enrollment Requirements
[ Combined Sections
[> Dynamic Dates
[> Facility and Event
Information
[» Class Roster
[ Attendance Roster
> Grading
[> Gradebook
[+ Instructor/Advisor
Infarmation
[ Learning Management
Systems
[ Financial Aid
[ Student Financials
[» Academic Advising
[ Contributor Relations

[ Sob] in LD

Class Components

New Window | Help | Customize Page | &

Class Requisites

Worklist

Add to Favorites Sign out

Course ID: 023533 Course Offering Nbr: 1
Academic Institution:  University of Maine
Term: 2008 Fall Undergrad
Subject Area: PHY Physics
Catalf)g Nbr: 121 Phy Eng & Physical Sci \. Class Roll
Session: 1 Regular Academic Session
Class Associations Find |Views  First (1 1.2 or2 [*] Last
Class: 1
Minimum Units: 4.00 Maximum Units: [ a00
Academic Progress Units: m FA Units: m
Course Count: W Course Contact Hours: ’7
Billing Factor: ,W *Instructor Edit:
Tuition Group: Q
[ use Blind Grading
Associated Class: 2
Minimum Units: 4.00 Maximum Units: [ a00
Academic Progress Units: m FA Units: m
Course Count: W Course Contact Hours: ’7
Billing Factor: ,W *Instructor Edit:
Tuition Group: Q

[ use Blind Grading

B save | LuRetumtosearen| <2

‘ +F] Nextin List | [=] Notify

Class Associations | Class Components | Class Requisites

Step

Action

Once a class is scheduled, use the Class Associations page to adjust units, change
instructor edit views, select the blind grading option, etc.

If the class is scheduled and students are enrolled, and you make changes to the fields
in the Class Associations component, this may affect student enroliment.

To update the enrollment records of each student in the class, click the Class
Roll button. This process is illustrated at the end of this document.

Click the Class Components tab.
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Add to Favorites

= Schedule of Classes A Mew Window | Help | C: Page | , o]
- Class Search
~ Schedule New Course
— Maintain Schedule of

Class Associations | Class Components | Class Requisites

Classes
— Schedule Class Course ID: 023533 Course Offering Nbr: 1
Academic Institution: University of Maine
Term: 2008 Fall Underarad
Subject Area: PHY Physics
Catalog Nbr: 121 Phy Eng & Physical Scil
— Class Event Table Session: 1 Regular Academic Session
— Print Class Schedule Cl A P— t F §
_ Exam Code Table ass Association Components First [ 4.2 o2 [ Last
— Exam Code Table Repari Class: 4
— Generate Exam
Schedule “Grading Basis: GRD/Q Graged
— Class Motes Table O
~ Class Notes Report Graded Component: Lecture *Grade Roster Print:
- Class Notes Table
Report Requirement Designation: o138 Q| Primary Component:
- Global Notes Table Class Components 3 First [ - Last

— Resource Queue

— Global Notes Table *Course
Suobal course . |contast Optionsl | *Final Exam LHEEE
penad =

Cleanup Laboratory v ¥ Yes v
— Review Message Log Lecture o Yes -
[> Roll Curriculum Data | 4 ‘ ‘ E
Forward | Recitation v | | ¥ [ves | =l
[> Enrollment R its

[ Combined Sections
[> Dynamic Dates

I> Facility and Event Associated Class: 2
Infarmation P — GRD &
© Class Roster ‘Grading Basis: Graded
> Attendance Roster Graded C Lecture v =Grade Roster Print:
> Grading
[> Gradebook Requirement Designation: 0138 |Q L Primary Component: LEC Q
[ Instructor/Advisor = - =
\nformation Class Components
[> Learning Management “Course Contact
Systems
> Financial Aid Laboratory |v il Yes v =
[ Student Financials
[> Academic Advising Lecture v | P ‘Yes v‘ =
[> Contributor Relati
o 9| |[Rectaton || O [ves v = v

Step | Action

9. Use the Class Components page to modify aspects of class components such as
grading basis, course components, and requirement designations.
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« Schedule of Classes
— Class Search

Schedule New Course

Class Associalions | Class Components

Classes

Schedule Class Course ID: 023533
Academic Institution:  University of Maine
Term: 2008 Fall
0| Subject Area: PHY
g‘gaﬂsa;e Sections of 3 Cata]gg Nbr: 121
Class Event Table Session: 1

Print Class Schedule
— Exam Code Table
— Exam Code Table Repor|

Class Association Components

— Class Notes Table

Report Requirement Designation:

Global Notes Table

— Global Notes Table
Report

— Resource Queue

o138 | |

Contact Optional

Class Requisites

Class: 1
- Generate Exam
Scnedule *Grading Basis: CRD A Graged
Class Motes Table
Class MNotes Report Graded Component:

Sign out

New Window | Help | Customize Page | B, 4|

Course Offering Nbr: 1

Undergrad

Physics

Phy Eng & Physical Sci |
Regular Academic Session

“Grade Roster Print:

Primary Compone

Ceanp Caboroy @[ | EI[ves
— Review Message Log
I Roll Curriculum Data I—‘Lemure o [ ¥ ‘YES
Pl | Recitation |+ | | | [Yes
[> Enrollment its

[ Combined Sections

[> Dynamic Dates

[> Facility and Event Associated Class: 2
Information o en liGRD Q
‘Grading Basis:
I> Class Roster RS Graded
[ Attendance Roster Graded C Lecture v

[> Grading

> Gradebook Requirement Designation: (0138 /2L |
b ‘I”“?D“r‘""‘i?]’;‘:“"'s or anllll Ciass components
E;E:r;:ﬁl:;l:ma\s ,— -

*Grade Roster Print:

Primary Component: LEC &

[ Academic Advising

Lecture v ||

[ Contributor Relations

IS bl e HEL b

[Recitation ] |

Step | Action

10. | Click the Class Requisites tab.
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= Schedule of Classes
- Class Search
— Schedule New Course
— Waintain Schedule of
Classes
— Schedule Class

il Sections of a
Class
— Class Event Table

— Print Class Schedule
— Exam Code Table
— Exam Code Table Repori)
— Generate Exam
Schedule
— Class Notes Table
— Class Notes Report
- Class Notes Table
Report
— Global Notes Table
— Global MNotes Table
Report
— Resource Queue
Cleanup
— Review Message Log
[> Roll Curriculum Data
Forward
> Enrollment Requirements
[ Combined Sections
[> Dynamic Dates
[» Facility and Event
Infarmation
[» Class Roster
[» Attendance Roster
> Grading
[> Gradebook
[ Instructor/Advisor _
Information
[ Learning Management
Systems
[ Financial Aid
[ Student Financials
> Academic Advising
[- Contributor Relations
#1in LIDLL

Add to Favorites

elp | C

Sign out

Paqe | &,

Home Waorkiist
Mew Window | Help

Class Associations | Class Components | Class Requisites
Course ID: 023533 Course Offering Nbr: 1
Academic Institution:  University of Maine
Term: 2008 Fall Undergrad
Subject Area: PHY Physics
Catalog Nbr: 121 Phy Eng & Physical Scil
Session: 1 Regular Academic Session

Catalog Requisite

Requirement Group: 001398 Detal MAT 126
Long Description: Prerequisite: MAT 126 or concurrently

First [4] 12 or2 (M Last

Class Association Requisites

Associated Class: 1 Also Use Catalog Requisite

Requirement Group: ’7 Q Detail

Long Description: ‘ |
Associated Class: 2 Also Use Catalog Requisite

Requirement Group: ’7 Q Detail

Long Description:

& save | S\Retum to Search ‘ ) ] Next in List ‘ [=T Notify |

Class Assaociations | Class Components | Class Requisites

Step

Action

11.

Use the Class Requisites page to modify, and, if appropriate, add more requisites to a
class. Changes to requisites will not affect students already registered for the class.

Last changed on: 3/24/2008 1:53 PM
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« Schedule of Classes
— Class Search
— Schedule New Course
— Maintain Schedule of
Classes

— Update Sections of 3
Class

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Repor|

- Generate Exam
Schedule

— Class MNotes Table

— Class Notes Report

— Class Notes Table
Report

— Global Notes Table

Class Associations Class Components

Class Requisites

Worklist Add to Favorites Sign out

Mew Window | Help | Customize Page | i,

— Global Notes Table
Report
— Resource Queue
Cleanup
— Review Message Log
[» Roll Curriculum Data
Forward
> Enrollment Requirements
[ Combined Sections
[> Dynamic Dates
[> Facility and Event
Information
[» Class Roster
[ Attendance Roster
> Grading
[> Gradebook
[+ Instructor/Advisor
Infarmation
[ Learning Management
Systems
[ Financial Aid
[ Student Financials
[» Academic Advising
[ Contributor Relations

[ Sob] in LD

Course ID: 023533 Course Offering Nbr: 1
Academic Institution:  University of Maine
Term: 2008 Fall Undergrad
Subject Area: PHY Physics
‘Catalog Nbr: 121 Phy Eng & Physical Sci |
Session: 1 Regular Academic Session
Catalog Requisite
Requirement Group: 001398 Detai MAT 128
Long Description: Prerequisite: MAT 126 or concurrently
Class Association Requisites
Class: 4 [] Also Use Catalog Requisite
Requirement Group: @ Detail
Long Description: ‘ | |
Associated Class: 2 Aiso elCa kg ety aie
Requirement Group: QA petail
Long Description: ‘ |
[E save | [ ZLRetum to Search ‘ RiEl +E] Nextin List | [=] Notify

 Class Associations | Class Components | Class Requisites

Step Action

12.

Click the Detail link to access the Requirement Group Summary page, where you
can review the enrollment requisites for both the course and class.

Page 10
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Home _Worklist Add to Favorites _Sign out
= Schedule of Classes A Mew Window | Help | Ci Paqe | &,
- Class Search
— Schedule New Ct = —
Marntan Scheduis of
Course ID: 023533 Course Offering Nbr: 1
Academic Institution: University of Maine
Term: 2008 Fall Undergrad
Subject Area: PHY Physics
Catalog Nbr: 121 Phy Eng & Physical Scil

Session:
Catalog Requisite

Exam Code Table Repor| Requirement Group: 001393 Fetai AT 425
Generate Exam N
Schedule Long Description:

1 Regular Academic Session

Class Event Table

Print Class Schedule
Exam Code Table

Prerequisite: MAT 126 or concurrently ‘
Class Motes Table

— Class Motes Report
Class Notes Table

First (4] 12 or2 (M Last

[¥] AIso Use Catalog Requisite

Class Association Requisites Find | View 1

Notes Table Associated Class: 1
Requirement Group: Q Detail
— Resource Queue
Cleanup Long Description:

— Review Message Log
[> Roll Curriculum Data

Forward
> Enrollment Requirements _ . ¥ -
I Combined Sections (errEArT s 2 [l Aiso Use Catalog Requisite
[> Dynamic Dates . . Q, N
[> Facility and Event R Detail

Infarmation

Long Description: ‘ |
[» Class Roster
[» Attendance Roster
> Grading
[> Gradebook
[ Instructor/Advisor
Information
[ Learning Management
systems
[ Financial Aid
[ Student Financials
> Academic Advising
[- Contributor Relations
[ ot | In LD

& save | S\Retum to Search ‘ ) ] Next in List ‘ [=T Notify |

 Class Assaciations | Class Components | Class Requisites

Step | Action

13.
catalog requisite as well as the class requisite in the enrollment process.

class offering, clear the Also Use Catalog Requisite checkbox.

Select the Also Use Catalog Requisite checkbox to tell the system to use the course

If you have requisites in the course catalog and you do not want to use them for the

14. | To make a change, enter the class requisite requirement group.

Requirement group values are created through the Enrollment Require
component.

ment Group

15. | If you have made changes on any of the pages, click Save.

Associations component, this may affect student enrollment.

maintenance transactions and displays for you an Enrollment Request

Merge page where you complete updating the students’ records..

If students are enrolled in the class, and you make changes to the fields in the Class

To update the enrollment records of each student in the class, click the Class
Roll button on the Class Associations page. The system creates enroliment

ID. We

suggest you write down the Enrollment Request ID for use on the Block Enroll

Last changed on: 3/24/2008 1:53 PM
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Step Action

16. | On the Class Associations page, if there are students enrolled in the class and

you make changes to the items on this page, you will receive a warning
message. Click OK.

Home Add to Favorites Sign out
Menu

# MaineStreet

New Window I Help I Customize Page | ,

(- My Favorites

[> University of Maine Systems Class Associations Class Components Class Requisites

[- Self Service

VI AL EE T T Course ID: 023533 Course Offering Nbr: 1
[ Student Recruiting

[- Student Admissions

[ Records and Enroliment
<> Curriculum Management
> Course Catalog

Academic Institution:  University of Maine
Term: 2008 Fall Undergrad
Subject Area: PHY Physics
V%Cg‘eadsus\zzfﬁ:%es (hla]-og Nbr: 121 Phy Eng & Physical Sci| Class Roll
— Schedule New Course Session: 1 Regular Academic
— Maintain Schedule of Class Associations Finc | View Al First (U 4 or2 B Last

asses
— Schedule Class

Associated Class: 1

".u‘fmduu; InternetEploners

— Update Sections of 3 ? Warning -- Students are Enrolled f Wait Listed in dass sections belonging to this Class Assodation. (14610,12)
Class 5

— Class Event Table &= Changing this data will not change the data for students already enrolled/Wait Listed in sections in this assodation.
— Print Class Schedule
— Exam Code Table
— Exam Code Table Report)
- Generate Exam
Schedule
- Class MNotes Table
- Class Notes Report & save | [\Returnto Search | [=] Notify |
— Class Notes Table
Report Class Associations | Class Components | Class Requisite
— Global Notes Table
— Global Notes Table
Report
— Resource Queue
Cleanup
— Review Messaqge Log
[> Roll Curriculum Data
Forward
> Enroliment Requirements
[ Combined Sections
> Dynamic Dates
[» Facility and Event
Infarmation
[» Class Roster

[[TUse Blind Grading

Page 12 Last changed on: 3/24/2008 1:53 PM
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(- My Favorites
[ University of Maine Systems
[> Self Service

- Class Notes Report
— Class Notes Table
Report
lobal Notes Table
lobal Notes Table
Report
— Resource Queue
Cleanup
— Review Messaqge Log
[> Roll Curriculum Data
Forward
> Enrollment Requirements
[ Combined Sections
> Dynamic Dates
[» Facility and Event
Infarmation
[» Class Roster

Class Associations

Class Components

Class Requisites

New Window I Help I Customize Page | ,

Class Associations | Class Components | Class Reguisite:

[ Campus Community . 5
» Student Recruiting Course ID: 023533 Course Offering Nbr: 1
> Student Admissions Academic Institution:  University of Maine
I Records and Enroliment Term: 2008 Fall Undergrad
[~ Curriculum Management ~
[> Course Catalog Subject Area: PHY Physics
 Schedule of Classes Catalog Nbr: 121 Phy Eng & Physical Sci |
— Class Search -
— Schedule New Course Session: 1 Regular Academic
Maintsin Schedule of Class Associations First [ 1 o2 I Last
Classes
~ Scheduls Class Associated Class: 1
Meetings
Minimum Units: 3.00 Maximum Units: 300
. Academic Progress Units: 3.00 FA Units: 2.00
Update Sections of a
8555 Cvent Ta! Course Count: 100 Course Contact Hours:
~ Class Event Table
_ Print Class Schedule Billing Factor: 1.000 “Instructor Edit: No Choice
— Exam Code Table - " Q
— Exam Code Table Report) s
enerate Exam [Juse Blind Grading
Schedule
- Class MNotes Table
[E save | S Returnto Searcnl [=] Notify |

Step

Action

17.

Click the Class Roll button.
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Add to Favorites Sign out

New Window | Help | Customize Page Saved

[+ My Favorites

[> University of Maine Systems Class Associations Class Components Class Requisites
[- Self Service:
DT T I Course ID: 023532 Course Offering Nbr: 1
[ Student Recruiting
> Student Admissions Academic Institution:  University of Maine
[» Records and Enroliment Term: 2008 Fall Undergrad
> Curriculum Management i
[> Course Caltalog Subject Area: PHY Physics
= Schedule of Classes Catalog Nor: 121 Phy Eng & Physical Sci |
- Class Search ) vEng v Class Rall
- Schedule New Course Session: 1 Regular Academic

- Maintain Schedule of
Classes

Class Associations

P‘.‘.'iudyw— Explorerd

Enrollment Request 0000001692 has been generated. Go to the Block Enrollment page to process the request.
il (14600,416)

Student enrolment transactions roling from the Class Table have been generated. To process the transactions, go
to the Block Enrolment page and initiate the request.

— Exam Code Table
— Exam Code Table Reporl)
— Generate Exam
Schedule b
— Class Notes Table
~ Class Notes Report 2 Savel L\Return to Searchl [=] Notify |
— Class Notes Table
Report Class Associations | Class Components | Class Requisites
— Global Motes Table
- Global Notes Table
Report
- Resource Queue
Cleanup
— Review Message Log
[> Roll Curriculum Data
Forward
[ Enroliment Requirements
[> Combined Sections
[ Dynamic Dates
[ Facility and Event
Infermation
[» Class Roster

Step | Action

18. | Anenrollment request has been created. Note down the Enrollment Request ID
number, then click OK.
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Menu

# MaineStreet

New Window I Help I Customize Page | ,

< Schedule of Classes Catalog Nbr: 121

Session: 1

Phy Eng & Physical Sci |
Regular Academic

— Class Search
— Schedule New Course

=]

(- My Favorites
[> University of Maine Systems Class Associations Class Components Class Requisites
[- Self Service
VI AL EE T Course ID: 023533 Course Offering Nbr: 1
[ Student Recruiting
> Student Admissions Academic Institution:  University of Maine
I Records and Enroliment Term: 2008 Fall Undergrad
[~ Curriculum Management

— Maintain Schedule of

Classes

Class Associations

4402 O Last

[> Course Catalog Subject Area: PHY Physics
— Schedule Class

Associated Class:

Minimum Units: Maximum Units: 300

— Updale Ctlcms ofa Academic Progress Units: FA Units:
Class

— Class Event Table

— Print Class Schedule

— Exam Code Table

— Exam Code Table Report)

- Generate Exam
Schedule

- Class MNotes Table

- Class Notes Report

— Class Notes Table
Report

— Global MNotes Table

— Global Notes Table
Report

— Resource Queue

Cleanup
— Review Messaqge Log

[> Roll Curriculum Data
Forward

> Enrollment Requirements

[ Combined Sections

> Dynamic Dates

[» Facility and Event
Infarmation

[» Class Roster

Course Count:

if

Course Contact Hours:
“Instructor Edit: No Choice

g ol o
a S| a

=)
=1

Billing Factor:

]

Tuition Group:

[] use Blind Grading

[E save | S Returnto Searcnl [=] Notify |

Class Associations | Class Components | Class Reguisite:

Step | Action

19. | Navigate to Block Enroll Merge. Records and Enrollment > Enroll Students >
Block Enrollment > Block Enroll Merge.

[ Records and Enroliment]
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Add to Favorites Sign out
< Enroll Students New Window | Help | /&

< Block Enroliment

— Block Enroll Merge

Create Class Block Enroll Merge
— Create Student Block Enter any information you have and click Search. Leave fields blank for a list of all values.
— Mass Change

Definit
,RE,,‘,T,‘:;SQ“EH e Find an Existing Value | Add a New Value

— Quick Enrall a Student
— Quick Admit a Student T

- Student Milestones Enrollment Request I begins with (]| Q
— Student OEE Enrollment I0: begins with E]

Data
— Enrollment Academic Career: = E E
— Enroliment Reguest I ’7
e TR Academic Institution: | begins with [ Q

Search Term: begins with E] Q

— Mass Enroliment

— Quick Admit Batch Apps Class Nbr: = [+]

— Search for Classes . ’7

— Search in Catalog User ID: pegins with E Q
> Student Term Information Campus ID: begins with E]

[ Career and Program

Information National ID: begins with [

[> Enrollment Summaries ’7
[» Term Processing Last Name: begins with E]

[ Enroliment Reporting First Name: begins with E

[» Enrollment Verifications

&> Transcripts [Jcase sensitive

[» Graduation
[» Transfer Credit Evaluation

I Transfer Credit Rules Search | Clear | Basic Search [E Save Search Criteria
[> 3 C's Summaries
[» Student Background

Information Find an Existing Value | Add a New Value

(> Curriculum Management
[ Student Financials
[ Academic Advising
[> Set Up HRMS

[> Set Up SACR

> Reporting Tools

> PeopleTools

— Return to Portal

— Student Self Service
— My Personalizations
— My Dictionary

Step Action

20. | Enter the Enrollment Request ID number you noted down in the Enrollment
Request ID field (note: you can omit the leading zeros).

21. Click Search.
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'‘# MaineStreet

- ome A.dd 1o Favorites _.||r| out
|

[]

= Enroll Students New Window | Help | Customize Page | o
= Block Enroliment
— Block Enroll Merge

— Create Class Block

Block Enroll Merge Block Enroll Detail Block Enrl Detail1 Block Enrl Defail2

— Create Student Block
— lass Change Enroliment RequestID: 0000001699 Request Status:  Pending _ submt_|
Definition Merge Blocks
— Run Mass Change
_ Quick Enroll 2 Student - Academic Institution:
— Quick Admit a Student 4
— Student Milestones Student Block:
— Student OEE Enrollment Detail / Create
Data
— Enroliment Class Block:
- SRS Detall / Create
- Reqguest
Search
- Mass Enroliment
- Quick AGmIt Bateh ApDS Academic Career: Q e
— Bearch for Classes
— Search in Catalog Term: Q
[+ Student Term Information
[» Career and Program Class Nbr: Q Detail Status: m
Information
[ Enrollment Summaries EmpliD: Q
> Term Processing

> Enroliment Reporting
I Enroliment Verfications B save| et tosearch | Einotiy | ) Refresn | EkAdd
[> Transcripts

Block Enroll Merge | Block Enroll Detail | Block Enrl Detail1 | Block Enrl Detail2

[> Graduation
[> Transfer Credit Evaluation
[ Transfer Credit Rules
[» 3 C's Summaries
[ Student Background
Infarmation
> Curriculum Management
[- Student Financials
> Academic Advising
[- Set Up HRMS
[> SetUp SACR
[ Reporting Tools
- PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations

— My Dictionary

Step

Action

22.

On the Block Enroll Merge page, click Submit.

23.

The Request Status should show Success. To see details on the enrollment changes,
click Retrieve.
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Public
Universities
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= Enroll Students
< Block Enrollment
— Block Enroll Merge
— Create Class Block
— Create Student Block
— Mass Change
Definition
— Run Mass Change
— Quick Enrall a Student
— Quick Admit a Student
— Student Milestones
— Student OEE Enroliment
Data
— Enrollment
— Enroliment Request
— Enroliment Request
Search
— Mass Enroliment
— Quick Admit Batch Apps
— Search for Classes
— Search in Catalog
[> Student Term Information
[ Career and Program
Information
[> Enrollment Summaries
[» Term Processing
> Enrollment Reporting

Add to Favorites Sign out

New Window | Help | Customize Page | ,

Block Enroll Merge Block Enroll Detail Block Enrl Detail1 Block Enrl Detail2

Enroliment Request ID: 0000001699

First =1 1 of 1 L2 Last

Term Career Class Nbr Action Status DETAIL

0910 UGRD 7214 Morm Maint  Success DETAIL

Customize | Find | View A

1 Student, Jane

B save | Q\RetuntoSearch| [S]Notfy [ 2 Refresh

[ExAdd

[» Enrollment 1S
[ Transcripts

[» Graduation

[» Transfer Credit Evaluation

[> Transfer Credit Rules
[» 3 C's Summaries
> Student Background
Information
(> Curriculum Management
[ Student Financials
[ Academic Advising
[> Set Up HRMS
[> Set Up SACR
> Reporting Tools
> PeopleTools
— Return to Portal
— Student Self Service
— My Personalizations
— My Dictionary

Block Enroll Merge | Block Enroll Detail | Block Enrl Detail1 | Block Enrl Detail2

Step

Action

24,

To verify that the changes were made to the student’s record, click the DETAIL link
or click the Block Enrl Detaill tab.

25.

End of Procedure.
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