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Block Enroliment — Merging Student and Class Blocks

Scenario 1 — Enrolling a block of students into multiple classes

In this example, you have a list of students, and you need to enroll them all in two classes — MTH 103, Section
1 (Class # 20909) and WRA 101, Section 1 (Class # 29787) for fall 2021 semester.

1. Use the flat file process to create a student block.
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a. Create an Excel spreadsheet with the EmplIDs in column A and the Careers in column B,
then save as a CSV file.
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¢ Admin Home Create Student Block

Mew Window | Help | Personalize Page
Block Enroliment Students
Academic Institution MSU5S5 Michigan State University

Student Enrollment Block SB-51

*Description | Scenario 1 example Clear

Personalize | Find | viewal | 1] & First 4 110 of19 Last

*D Mame *Academic Career Academic Program
1|1 Q K UGRD Q, Undergraduate Q +| | [=]
21 Q E UGRD Q, Undergraduate Q H | =
3 Q |k UGRD 0, Undergraduate Q, +| | [=]
411 Q = UGRD Q, Undergraduate Q H | =
51 Q ¢ UGRD @, Undergraduate Q #] [=]
61 Q L UGRD Q, Undergraduate Q = HE
i Q A UGRD T, Undergraduate Q +] | [=]
g1 Q K UGRD Q) Undergraduate Q +] | [=]
an Q C UGRD Q) Undergraduate Q +] | [=]
10 |1 Q K UGRD @, Undergraduate Q (#] [=]

Population Selection

Population Selection

Selection Tool | Extemnal File o
Attached File Block-Scenariol csv Upload File Delete File View File
File Mapping | EMPLID_CAREER “L  Edit Filz Mapping Preview Selection Resulis
Fill Student Block
Goto Add Merge Process
ol Save ||[Gh Retumnto Search ||f] Previousin List ||4] Mextin List =] Notify || %% Refresh E Add Update/Display

b. Create a student block using the Population Selection option and upload the file created in
step one.
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2. Create a class block.

¢ BlockEnrollment Student Block

Student Information System

Create Class Block

Block Enrollment Classes

Academic Institution MSUS5

Mew Window | Help | Personalize Page

Class Enroliment Block 5B-51

Michigan State University

*Desgcription | Scenario 1 example

Find | View 1 First 1-20f2 b Last
*Term *Action Class Nbr Grading Basis Units Crse Count Related 1 Related 2 +| =]
2218 |Q [Enroll | 20909 Q) UMD 3.00 1.00 20974|Q Q
Reason Drop if Enroll Grade In MTH 103 001
o o Caollege Algebra
= =
FS21 Regular Undergrad
Tranzcript Note 1D Q Repeat Code Q Instructor 1D
Overrides
Access 1D [CIClass Links Class Permission TimeConflict
[ Action Date O career [ class Units Service Indicator [ unit Load
E'Appointment O closed Class DGrading Basis Requisites Wait List Okay

[ Dynamic Dates

Requirement Designation
O owrd Requirement Designation

Requirement Designation

Requirement Designation Option

Requirement Designation Grade

*Term *Action Class Nbr Grading Basis Units Crse Count Related 1 Related 2 #[=]
2215 |@,  [Enrol | 29787|Q UND 400 1.00 Q :
Reason Drrop if Enroll Grade In WRA 10 uy
a a Writing as Inguiry
- o Fs21 Regular Undergrad
Transcript Note 1D Q Repeat Code aQ Instructor ID
[Cclass Links Class Permission B TimeConflict

[ Action Date [ career [Cclass Units Service Indicator [ unit Load

O Appointment [ Closed Class

[ Dynamic Dates
Requirement Designation
O owrd Requirement Designation

Requirement Designation

Goto Add Merge Process

1l Save | |[=] Motify

=% Refresh

O Grading Basis

Class Block Defaults

Requisites

8 wait List Okay

Requirement Designation Option >

Requirement Designation Grade e

|+ Add || 2| Update/Display

a. Set the Action to Enroll and create a class block for the two specified classes and term.

i. Note that MTH 103 requires the associated lecture section to be selected.

ii. If you want to enter overrides, you will need to select the checkboxes for both
classes.
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3. Merge the student and class blocks.

Navigation: NavBar > Records and Enrollment > Enroll Students > Block Enroliment > Create Class Block
and then Add a New Value — OR — Click the Add Merge Process link at the bottom of either the Student
Block or Class Block page.

¢ BlockEnrollment Student BI._. Block Enroll Merge

Mew Window | Help | Personalize Page
Block Enroll Merge Elock Enroll Detail Block Enrcll Detail 1 Elock Enroll Detail 2

Enrollment Request ID 0000000000 Request Status  Pending e Submit o
Merge Blocks
e Academic Institution [ MSUSS | Michigan State University Merge
Student Block | SB-51 |0 Scenario 1 example

Detail / Create

Class Block | SB-51 | Scenario 1 example

Detail / Create

Academic Career Retrieve o

Filtering Criteria

Term
Class Nbr aQ Detail Status b
[0}
ol Save ||[=] Motify ||<* Refresh % Add || j#] Update/Display

Block Enroll Merge | Block Enroll Detail | Block Enrell Detail 1 | Block Enroll Detail 2

a. Enter the below information:

Academic Institution: MSU55.

Student Block: The name of the block created in Step 1.
Class Block: The name of the block created in Step 1.
Click the Merge button.

b. Click the Submit button.
c. The Request Status will change from “Pending” to either “Success” or “Errors.”

d. Click the Retrieve button to see the messages.
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¢ Admin Home Block Enroll Merge

Mew Window | Help | Personalize Page
Block Enroll Merge Block Enroll Detail Block Enroll Detail 1 Elock Enroll Detail 2

Enroliment Request ID 0000647404

Personalize | Find | View all | (31| B3 First (4 1-38 of 38 (» Last

Seq# D Mame Term Career Class Nbr Action Status DETAIL
1 15 2218 UGRD 20909 Enroll Success

2 15 2218 UGRD 29787 Enrcll Success/Messages DETAIL
3 15 2218 UGRD 20909 Enroll Success DETAIL
4 15 2218 UGRD 29787 Enroll SuccessiMessages DETAIL
5 16 2218 UGRD 20909 Enroll Success DETAIL
51 16 2218 UGRD 29787 Enrcll Success/Messages DETAIL
7 16 2218 UGRD 20909 Enroll Success DETAIL
a5 16 2218 UGRD 29787 Enrcll Success/Messages DETAIL
9 16 2218 UGRD 20909 Enroll Success DETAIL
10 16 2218 UGRD 29787 Enroll SuccessiMessages DETAIL
11 16 2218 UGRD 20909 Enroll Errors found DETAIL
12 16 2218 UGRD 29787 Enroll Ermrors found DETAIL
13 16 2218 UGRD 20909 Enroll Success DETAIL

e. Click on the DETAIL link for any record that does not have a status of “Success.”

¢ BlockEnrollment Student Block Block Enroll Merge

Mew Window | Help | Personalize Page

Block Enroll Merge Block Enroll Detail Block Enroll Detail 1 Block Enroll Detail 2
Enrcliment Request ID 0000647404
Enrollment Request

i l: | View Al Firet (4 10f1 (» |ast

I 1 Institution  Michigan State University
Career Undergraduate Primary Prog  Agriculture & Natural Resource Term F521
Enroliment
Seq# Action Class Nbr Grading Basis Related 1 Related 2 Permigsion
2 Enroll 29787 WRA 101 001 UND
Wiriting as Inquiry
Requiar Undergrad Grade In Units Taken 4.00 Academic Program
Reason
Request Status  Messages User ID 131000010
Overrides
Access ID
Action Date Cloged Class Grading Basis Service Indicator
Appointment Class Links Permission Time Conflict
Career Clags Units Requigites Unit Load
Dynamic Dates Wait List Okay
Messages Find | View All Firsl (4' 10f1 (b Last
Meszsage Sequence 1 Severity Message Last Update DateTime 07/14/21 &34-204M

Class 29787 is Closed. Student placed on Wait List, posifion number 1. (14640.154)

ol Save ||[3M Retumn to Search Previous in List  |[4Z] Nextin List =] Notify || &> Refresh & Add

e/Displa

¢ In this case, we have several records that have a status of Success/Messages. The
detail for th's record shows that section was closed so the student was placed on the
waitlist.
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Block Enroll Merge

¢ Block Enroll Merge

New Window | Help | Personalize Page
Block Enrcll Merge Block Enroll Detail Block Enroll Detail 1 Block Enrcll Detail 2

Enrcliment Request ID 0000647405
Enroliment Request Find | View All First 4 1of1 (» Last
Institution  Michigan State University

1D
Career Undergraduate Primary Prog  Agriculture & MNatural Resource Term FS521
Enroliment
Seq# Action Class Nbr Grading Basis Related 1 Related 2 Permission
1 Enroll 20909 MTH 103 001 UND 20974 |3, Q
College Algebra
Action Dt Regular Undergrad Grade In q Units Taken 3.00 Academic Program Q,
Reason Q.
Request Status  Emors User ID 131000010
Overrides
Access ID

[ Action Date O Closed Class DGrading Basis Service Indicator
’:'Appointment O Class Links @ permission @ Time Conflict
O career O class Units Requizites O unit Load
O Dynamic Dates Wait List Okay

Messages Find | view All First (4 10f1 (» Last

Message Sequence 1 Severity Emor Last Update DateTime 07/14/21 §:51:204M
Already Enrclled in Class, Add Mot Processed. (14640,5)
The enrollment request was not processed, an enrcliment record already exists for the class and term specified. Verify class number and term, and resubmit the request.
ol Save ||[dt Return to Search Pre st 4| Mextin List =] Notify || &% Refresh [ Add Disi -

e There were also some records with a status of “Error.” The detail for this record shows
that it could not enroll the student because they are already enrolled.
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Scenario 2 — Correcting a course offering

Some course changes, for example changing an associated class or the session, can only be made if there are
no enroliments. In this example, you must modify LB 144 Section 3 (Class # 17665), but there are students
already enrolled and on the wait list for the class.

1. Use the PS Query MSU_SR_BLOCKENROLL_CLASS to create a class block for the enrolled
students.

¢ Mestings Create Student Block

Mew Window | Help | Personalize Page

Block Enroliment Students

Academic Institution MSUSS Michigan State University
Student Enrcliment Block SB-E

*Description My Student Block - Enrolled Clear

Personalize | Find | Viewan | (3] [ First (4. 1-10 of 22 Last

=D Hame * Academic Career Academic Program
1(1 Q kK UGRD Q, Undergraduate Q + | =]
21 @ =S UGRD @, Undergraduate Q + =]
af Q kK UGRD @, Undergraduate Q H | =
41 Q = UGRD Q, Undergraduate Q H | =
5 (1 Q v UGRD @, Undergraduate Q [+ [=]
6|1 Q = UGRD @, Undergraduate Q + =]
i Q ¢ UGRD Q, Undergraduate Q + =
g [1 aQ UGRD 3, Undergraduate Q, £l | [=]
an Q E UGRD @, Undergraduate Q H | [=]
10 (1 Q UGRD @, Undergraduate Q il 1=
Population Selection
Population Selection
Selection Tool [ PS Cuery | Edit Prompis
Query Name [MSU_SR_BLOCKENROLL_CLASS S Launch Query Manager Preview Selection Results
Fill Student Block
Goto Add Merge Process
ol Save ||[ah Retumto Search ||1| PreviousinList ||d| Mextin List =] Motify ||+ Refresh T Add Update/Displa
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2. Use the PS Query MSU_SR_BLOCKENROLL_WAIT to create a class block for the waitlisted
student.

a. Please note: You should view the class roster before dropping the waitlisted student in order
to confirm they are still in the same order after the merge process.

Create Student Block

Mew Window | Help | Personalize Page

Block Enroliment Students

Academic Institution MSUS5S5 Michigan State University
Student Enrollment Block SB-wW

*Description My Student Block - Wailist Clear

Personalize | Find | View a1l | (2 | First (4 1-10 of 11 Last

*1D Hame *Academic Career Academic Program
11 Q F UGRD @, Undergraduate Q H | (=]
21 Q M UGRD Q, Undergraduate Q H | =
3 a 1 UGRD @, Undergraduate Q, + =
41 Q ¢ UGRD @, Undergraduate Q +] | [=]
5 (1 Q UGRD @, Undergraduate Q [#]| [=]
6|1 Q « UGRD @, Undergraduate Q + | [=]
T Q K UGRD Q, Undergraduate Q H | [=]
YK a | UGRD @, Undergraduate Q SIE
9|1 Q F UGRD @, Undergraduate Q + | =]
10 |1 Q@ |4 UGRD @, Undergraduate Q, (]| [=]
Population Selection
Population Selection
Selection Tool [PS Query ol Edit Prompts
Query Name [MSU_SR_BLOCKENROLL_WAIT “L Launch Query Manager Preview Selection Results
Fill Student Block
Goto Add Merge Process
o) Save ||[ah Retumto Search || PreviousinList ||4-| Mextin List =] Nolify || 2* Refresh 4 Add Update/Display
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3. Drop the enrolled students.

a. Click the Add Merge Process link on the Student Block page.

¢ BlockEnroliment Student__ Block Enroll Merge

Mew Window | Help | Personalize Page
EBlock Enroll Merge Elock Enroll Detail Block Enroll Detail 1 Elock Enroll Detail 2

Enrollment Request ID 0000000000 Request Status  Pending Submit
Merge Blocks
Academic Institution | MSUS5  |Q Michigan State University Merge
Student Block|SB-E | My Student Block - Enrolled
Detail / Create

Claszs Block Q

Detail / Create

Filtering Criteria

Academic Career

Term
Class Nbr Qa, Detail Status =
I
ol Save ||[=] Motify =" Refresh ¢ Add 2| Update/Display

Block Enroll Merge | Block Enrall Detail | Block Enrell Detail 1 | Block Enroll Detail 2

Enter the following information:

¢ Academic Institution: MSU55
e Student Block: The name of the block created for the enrolled students.

e Class Block: Since we did not create a class block, we can create one here by clicking on
the Detail/Create link.

Help
Block Enroll Merge

Create Customized Class Block

Academic Institution MSU55 Michigan Siate University
Find | View All First (4 10f1 (¢ Last
*Term Action Class Nbr Grading Basis Units Crse Count Related 1 Related 2 +[=]
2218 |Q, | Drop v 176650 UND 0.00
Reason Grade In LB 144 003
Q Biology I© Organismal Biology
Regular Undergrad
Overrides
Access ID
[ Action Date [ Closed Class [ Grading Basis [ service Indicator
[ Appointment [ Class Links [ Class Permission [ Time Conflict
Ccareer [ Class Units [ Requisites [ unit Load
[ Dynamic Dates [l wiait List Okay
Requirement Designation
O ovrd RD Designation Note ID Q
RD Option b RD Grade h.d Repeat

Independent Studies

Instructor ID

OK Cancel Refresh

b. Enter the following information:
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Term: Enter the 4-digit term or select from the list.

e Action: Drop

e Class Nbr: Enter the 5-digit class number or search for it using the magnifying glass.
c. Click OK to return to the main page.

d. Click the Merge button and then the Submit button.

e. The Request Status will change from “Pending” to either “Success” or “Errors.”

f. Click the Retrieve button to review any records that have messages or errors.
4. Drop the waitlist students.

Enroliment Request ID 0000000000 Request Status  Pending
Merge Blocks
Academic Institution | MSUS5 |0 Michigan State University
Student Block |SB-W  |Q My Student Black - Waitlist

Detail / Create

Class Block Q
- Block Enroll Merge

Create Customized Class Block

Filterina Criteria

Academic Institution MSUS5 Michigan State University
“Term Action Class Nbr Grading Basis Units
2218 |Q | Drop v 17665|0, UND 0.00
Reason Grade In LB 144

Biclogy I: Organi
Regul

a
4
Overrides

Access ID

a. Navigate back to Block Enroll Merge and add a new value with the name of the block for the
waitlisted students and use the Detail/Create link to create a class block for the drop.

b. Click the Merge button and then the Submit button.

c. The Request Status will change from “Pending” to either “Success” or “Errors.”

d. Click the Retrieve button to review any records that have messages or errors.
5. Make the necessary changes to the class.
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6. Create a class block to enroll the students.

¢ Admin Home Create Class Block

Mew Window | Help | Personalize Page
Block Enroliment Classes

Academic Institution MSLSS Michigan State University

Class Enroliment Block SBEN *Description | SB Enroll
Find | View All First 4/ 10f1 '» Last
*Term *Action Class Nbr Grading Basis Units Crse Count Related 1 Related 2 &=
2218 |Q [ Enroll v | 17665|0, UND 4.00 1.00 17674|0, Q,
Reason Drop if Enroll Grade In LE 144 003
o Q Biclogy I: Organismal Biclogy
- Regular Undergrad
Transcript Note ID Q Repeat Code Q Instructor 1D
Overrides
Access ID . [ Class Links Class Permission @ TimeConflict
[ Action Date ¥ career O Class Units Service Indicator O unit Load
E'Appointment O Closed Class O Grading Basis Requisites @ wait List Okay
) Dynamic Dates
Requirement Designation
[ ovrd Reguirement Designation Requirement Designation Option .
Requirement Dezignation Requirement Designation Grade b
Goto Add Merge Process Class Block Defaults
o] Save ||[2 Retum to Search 1| PreviousinList |4 | Mextin List =] Motify || % Refresh [E Add Update/Displa

a. Enter the following information:

Term: Enter the 4-digit term or select from the list.

Action: Enroll.

Class Nbr: Enter the 5-digit class number or search for it using the magnifying glass.
Related 1: If there is a related class, it must be entered here. Click on the magnifying glass
to search for related classes.

Look Up Related 1

Help
Cancel
Search Results
Wiew 100 First 4/ 1oft (b Last
Related
Academic Class = e Subject Catalog o Course Class T
Institution e Nbr N:EE Area Nbr ==ien Component Section SR
r

MSUS5S 2218 17665 17674 LB 144 FRegular Lecture LEC2Z Biolegy I: Organizsmal Biology

Overrides
i. Check the necessary overrides to ensure all students are enrolled. If you miss an
override, you will get an error in the run the merge process.
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7. Enroll the students back in the class.

a. Navigate back to Block Enroll Merge.

Block Enroll Merge

Mew Window | Help | Personalize Page

Block Enroll Merge Block Enroll Detail Block Enrcll Detail 1 Block Enroll Detail 2
Enrollment Request ID Q000000000 Request Status  Pending
Merge Blocks
Academic Institution| MSUS5  |Q Michigan State University IMerge
Student Block|SE-E |0 My Student Block - Enrolled

Detail / Create

Class Block | SBEN Q SE Enroll

Detail / Create
Filtering Criteria

Academic Career

Term
Class Mbr Q Detail Status i
1D
ol Save ||=] Notify +* Refrash L+ Add A4 Update/Display

Block Enrcll Merge | Block Enroll Detail | Block Enroll Detail 1 | Block Enroll Detail 2

b. Add a new value with the name of the block for the enrolled students and enter the class
block value created in step 6.

Click the Merge button and then the Submit button.
The Request Status will change from “Pending” to either “Success” or “Errors.”
e. Click the Retrieve button to review any records that have messages or errors.
8. Add the waitlisted students back to the waitlist.

a. Navigate back to Block Enroll Merge.
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Block Enroll Merge

Mew Window | Help | Personalize Page
Block Enroll Merge Elock Enroll Detail Block Enroll Detail 1 Block Enroll Detail 2

Enroliment Request 1D 0000000000 Request Status  Pending
Merge Blocks

Academic Institution MSUSS |Q Michigan State University IMerge

Student Block | SB-W My Student Block - Enrolled
Detail / Create
Clazs Block SEEM Q 5B Enrall

-
Detail / Create

Filtering Criteria

Academic Career

Term
Class Nbr Q Detail Status -
1D
ol Save ||[=] Motify ~* Refresh ¢ Add 2| Update/Display

Elock Enrcll Merge | Elock Enroll Detail | Block Enroll Detail 1 | Elock Enrall Detail 2

b. Add a new value with the name of the block for the waitlist students and enter the class
block value created in Step 6.

c. Click the Merge button and then the Submit button.

d. The Request Status will change from “Pending” to either “Success” or “Errors.”

e. Click the Retrieve button to review any records that have messages or errors.
9. View the Class Roster to verify that the waitlist students are in the same order.
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