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Block Enrollment – 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. 

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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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. 

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 Enrollment > 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. 

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

• In this case, we have several records that have a status of Success/Messages. The 
detail for this record shows that section was closed so the student was placed on the 
waitlist. 
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• 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 enrollments. 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. 
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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. 
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3. Drop the enrolled students. 
a. Click the Add Merge Process link on the Student Block page. 

Enter the following information: 

• Academic Institution: MSU55 
• Student Block: The name of the block created for the enrolled students. 
• Class Block: Since we did not create a class block, we can create one here by clicking on 

the Detail/Create link. 

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

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. 

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. 

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. 

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. 

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. 

8. Add the waitlisted students back to the waitlist. 
a. Navigate back to Block Enroll Merge. 
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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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