OPUS Staff Training Manual

Records Tab: Enrollment
Add/ Drop /7 Swap / Edit




Enrollment Folder

Quick links to OPUS features are found in folders on the Records tab.
The folder contents are grouped so that users may find related
functions easily. Let’s start at the right side of the page and take a

look at the Enrollment folder. Each of the links below are chaptered in
this document.

Enrollment

Add / Drop / Swap / Edit

View Student Schedule

View Schedule Log - by student
Process Block Enroliment
Maintain Service Indicators
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Quick Enroll
) — Search Screen

After clicking the Add/Drop/Swap/Edit link on the Records Tab, a
SEARCH page appears. All values on this screen must be populated
before clicking ADD.

Favortes = Main Menu > Records ang Enrolment > Enrol SEudents > Quick Enroll a Student

Every enrollment action must be

; done as a ADD (never use "Existin
Quick Enroll a Student / value”) ( 9
Enter the student's id or click the magnifying glass to do
ID: [ & a lookup
Academic Career: Q
Academic Institution: EMORY Q 9 Enter the student's academic career like "UCOL" or
Term: Q "PUBH" or click the magnifying glass to do a lookup

e | Academic Institution is always EMORY

Add
4' e 0 Enter the term code like "5149" or do a lookup
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ready to :
P Add/Drop/Swap/Edit

=hli®

The Add/Drop/Swap/Edit link allows the user to use the
Quick Enroll function to perform multiple enrollment actions
in OPUS.

Please note:

s+ Access to perform enrollment actions for a term end for
most staff after the last day of drop/add for the term.

** School administrators may have extended access to
perform enrollment actions on behalf of their school until
the last day of the term.

s After a term ends, only staff within the Office of the
Registrar can perform enrollment actions. Requests for
enrollment actions must be submitted using a grade
change form or by memo from a senior school official.

Enrollment actions are governed by compliance guidelines

and may be subject to the Registrar’s review and final
approval.
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Enrollment Actions

After logging into a student’s record in Quick Enroll, the user will see
several tabs along the top of the page. Each tab contain data elements
that may be needed depending on the enrollment action being
completed.

Click each tab to view the features available enrollment options.

Quick Enrollment

Request 0000000000 James Wayne Dooley ID: 0022365
ID:
Career: Ugrad Coll Institution: Emory Univ Term: Spr2015

=] Enroll - ’— Q /” ding Q Q

Clicking this icon expands the tabs to a single listing for easy access to
the available features.

Reguirement

Grade |Requirement Ind Study

Nbr e 1 2 Taken |Count Base Input |Designation Designation &7, Instructor
=] Enroll - Q Pending Q o 0.00 al |a o No - Q Q Q

Time Grading

Conflict Action Dt | Career | Requisites WaitList Pos

Basis |Permission

Create Transcript Note [ [ ] ] ] [l WaitList Pos
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Enrollment Action — Add
Class Enrollment Tab

When enrolling a student in a class, the ACTION could be
Enroll or Swap.

Let’'s take a quick look at enrolling a student.

1. Under Action choose Enroll and the Class Nbr (if you don’t know the
class number, you can click the magnifying glass and do a class
search. Classes that require a related component such as non-credit
lab or discussion are entered under the Related 1 option.

Quick Enroliment

*
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 1D: 0022365 ‘@
Career: Ugrad Coll Institution: Emory Univ Term:  Spr2011 Submit |
Class Enroliment Unitz and Grade Other Class Info General Overrides Clazs Overrides m

*Action Class Nbr Section Related 1 Related 2
[=]  Enron - 2097] Q Pending Q aQ,

If class requires
a lab, enter
here

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments TermiSession Withdrawal

Student Services Center

B save | s Add | Update/Display
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Enrollment Action — SWAP

SWAP Class Enrollment Tab

Swap allows you “try out” the new class without the student being
dropped or losing their space in a current class.

Under Action choose Swap and the Class Nbr from the schedule that is
to be swapped. Next enter the Change To class nbr or do a lookup
using the magnifying glass to search for the class that is requested. If
you need to swap a lab ONLY, enter the class number in the “Class Nbr”
field from the schedule and in the Change To field. Then enter the lab
that the student would like to swap into in the “Related 1” field.

Quick Enrollment

* B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 10: 0022365
Career: Ugrad Coll Institution:  Emary Univ Term:  Spr2011 Submit |

Class Enrollment Unitz and Grade
*Action Class Change Section Related 1 Related 2
HNbr To
[=] swap v 4114 Q 3097 Q Latin 370 Pending Q Q

Class to Class to Enter lab if
. Drop Add | needed l

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments  Term/Session Withdrawal

Student Senvices Center

[E save | E‘+Adc|| Update/Display
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Enrollment Action — Add
Units and Grade Tab

> ]

The following pages are applicable to both enrolling or swapping
classes.

Fixed credit hours cannot be modified, but variable credit hours may be
edited during enrollment from the minimum to the maximum allowable
hours. Please note: OPUS will always default to the minimum credit
hours. Please verify the correct number of hours have been entered for
a variable credit class.

In most cases, a student has the option of changing a GRD to SUS.

Applicable requirement designations for Emory Colleges of Arts &
Sciences classes is viewable on this page. The applicable GER tag will
default to the student’s schedule.

Quick Enroliment

6/9/15

Some classes have
wvariable credit units.

option iz available.

View Enrollment Access

Check with student if this

s this the grading
basis the student
wants?

*
RequestID: 0000000000 James Thomas Dooley Jr. Jr 1D: 0022365 g
Career: Ugrad Coll Institution:  Emory Univ Term: Spr2011 Submit |
Class Enroliment | Units and Grade Y Other Class Info | General Overrides | Class Overrides
- Requirement
Unit Course Grade Grade Repeat Requirement ~ -
. " Designation RD Grade
Taken Count Base Input Code Designation Option
[=] Latin 102 1.00 GRD O Q Q. HAL Mo

Goto: Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal
Student Services Center
E save | S Add Update/Display
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Enrollment Action — Add
General Overrides Tab

If the term has begun, always use the 1st day of the term as your
“action date” for enrolling, swapping, and dropping.

If your role allows these override capabilities,

Do Not:
e Overrride “requisites, service indicator, career, requisite, or unit load”
unless you are authorized to do so.

You may:
* Override “appointment” when appropriate and if you are authorized to do
SO.
Quick Enrollment
*x B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. D 0022365
Career: Ugrad Coll Institution: Emary Univ Term:  Spr2011 Submit |

Class Enrolment Units and Grade | Other Class Info | General Overrides Class Overrides h

Time  Action ) Requirement Service —
Confict  Date AUONDU  pogignation CAEET pgicater REQUISIES

[+] [=] Latin 102 ] & & a (& (] ] ]

r_’ —
Action date is
| 12011 I

Appointment Unit Load

Goto: View Enrollment Access Calculate Tuition Study List Enrollment Appointments ~ Term/Session Withdrawal

Student Services Center

& save E‘+Add| UpdatefDispIayl
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system override

ﬁ,; Enrollment Action — Add
R Class Overrides Tab

If your role allows these override capabilities,

Do Not:Overrride “Closed Class, Class Units, Grading Basis, Class Permission or
WaitList Pos” unless you understand the consequences and are authorized to do

SO.

Never:
Override “Class Links.”

Quick Enrollment
1D: 0022365 * a

RequestID: 0000000000 James Thomas Dooley Jr. Jr.
Career: Ugrad Coll Institution: Emary Univ Term:  Spr 2011 Submit |

Class Overrides |\ |==5H

Class Enrollment Units and Grade Other Class Info General Overrides

" " . ) Class o
Closed Class  Class Links Class Units  Grading Basis Permission Waitl ist Pos

[=] Latin 102 ] ] ] ] [ WaitList Pos

. .
Click here to Only if permission
change Qfﬂdlﬂg number or letter is
basis provided.

Enrollment Appointments Term/Session Withdrawal

Goto: View Enrollment Access Calculate Tuition Study List

Student Services Center
E‘mddl | Update/Display

[El save |
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Enrollment Action — Completed

Click the Submit button to complete the process for enrolling
or swapping.

Submit

* “Success” or “Messages” indicate the class has been successfully
added or swapped.

* “Error” indicates the process was unsuccessful. Click the error link to
view why the action was unsuccessful. If you are unable to resolve
the issue, please feel free to contact the registrar’s office.

¥ Error Messages

Message Sequence: 1 Severity,  Error Last Update DateTime: 04/01/03 1:29:25FM
Permission to enroll in this class is required. (14640,133)
The class falls outside ofthe career of study.
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Enrollment Action —
Sample Error Messages

Message Description Override
Student Already Enrolled in The enrollment request was not processed; the None
Class, Add Not Processed student is already enrolled in the class for the

specified term. Verify class number and term, and
resubmit the request

Student Not Enrolled, Class (XX) The requested enroliment add was not processed. Class Limit
Full The enrollment limit for the specified class has been
reached.

Unable To Drop Class, Will Put ~ The requested drop transaction was not processed.  Unit Load
Student Below Minimum Units  Dropping the class would put the student below the
minimum units required for enrollment.

Time Scheduling Conflict, The class the student is attempting to enroll in hasa Time Conflict
Student Not Enrolled In Class scheduling conflict with an existing class the student

is already enrolled in. Either select another class, or

override the time conflict.
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Enrollment Action —
Sample Error Messages

Maximum Term Student Unit  Add transaction not processed. The student Unit Load
Load Exceeded maximum term unit load would be exceeded.

Enrollment Is Not Allowed For The Add transaction was not processed. The Career
This Class: It Is Outside the student's academic career is not valid for the class.

Student's Career of Study

The Student is Already Enrolled The student is already enrolled in the 'To' class of None
in the 'To' Class of the Swap the swap transaction. The swap transaction was
Transaction, Swap Not not processed.

Processed

(XX) to Enrollin Class, Add Not Consent is needed to enroll in the class. The add Override
Processed. transaction was not processed. Permission Nbr
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p]:{0]>d@ Enroliment Action — Drop

Class Enrollment Tab

EMORY

When dropping a student from a class, the ACTION would be Drop.

You can enter the Class Nbr or you can choose the magnifying glass and
select the class to be dropped from the schedule. Click Submit to
complete the process.

Quick Enrollment

* B
RequestID: 0000000000 James Thomas Dooley Jr. Jr. 10: 0022365
Career: Ugrad Coll Institution: Emary Univ Term:  Spr2011 Submit |
Class Enrollment Y Unite and Grade | Other Clase Info | General Overrides | Claze Overrides h
*Action Class Nbr Section Related 1 Related 2

(=] Drop - 4114 Q T

Goto: View Enroliment Access Calculate Tuition Study List Enroliment Appointments Term/Session Withdrawal

Student Senvices Center

Bl save | E‘+Adc|| Update/Display
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Enrollment Action — Drop
Class Enrollment Tab

If the term has not begun, simply drop the class. The class will be
removed from the schedule.

If the class is dropped between the 1st day of the term and the end of
the drop/add, the class will be removed from the schedule. However,
the class enrollment record will be retained for historical purposes in the
enrollment table for up to 2 years. Because of this retention, students
who are dropped from all classes after the 1st day of class can no longer
be admission revoked.

For those who have extended access to drop classes:

» After drop/add has ended, any drops will automatically record a “W”
grade on the student’s record.

» Users who believe there is a valid reason why a class should be
removed from a student’s schedule after drop/add has ended, should
contact the Office of the Registrar (registr@emory.edu) for guidance.
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a mﬁi Enrollment Action — Edit

Normal Maintenance

There are times when you need to make an adjustment to a student’s
enrollment such as changing the grading status or credit hours for a
class. You would perform this using the Normal Maintenance action.

Favories | Moo 5 Ricond ndEnvanent 5 Erval St 5 Chick v a Stidnt Faverites | Man Mo ) Récerds and Enveliment  Envel Shidents 3 Quick Envel a Stident

Quick Enroliment

Quick Enroliment

wabden T i ) 0 bty . [ - -

Career: Wrad Col Institubors  Emery Uei Term:  Sgr 2014 Submt

Career  UgndCol Instauticge  Cmcey Ui Term: 52014 Submd

you wasttiochange-

it cick e magaityny
e
wpnes 1 Ehs e
cias

B | Finowy "+_m4 FupsusDgisy

Click Submit to apply the changes.

6/9/15 Office of the Registrar Training Series 16



OPUS Staff Training Manual

Records Tab: Enrollment
View Student Schedule
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View a Student’s Schedule
— Search Screen

After clicking the View Student Schedule link on the Records
Tab, a SEARCH page appears for the Enrolilment Summary in
OPUS. Enter the student id or last name/first name. The
search results will include all terms and careers of
enrollment for the student requested. Click the appropriate
enrollment term to view the schedule.

Enroliment Summary

Enter any infarmation you have and chck Search. Leave helds blank for a kst of all values

Find an Existing Value

1D: begins with =

Academic Career: = = ¥
Academie Insttutlon: begis wilh = EMORY Q

Term: =¥ Q
Campus ID: begins with =

MNational ID: begins with =

Last Name: begins with »

First Name: begins with =

Term Alternate Key: = » Q

Search Clear | Basic Search B8 Save Search Critenia

Search Results

First LN )
adCol  EMORY 5151 Sor 2016

I !
UgadCol  EMORY 5149 Fall 2014 I Male w s5N

Ugrad Gl EMORY 54 Suma01d | Male = sSN
JgadCol  EMORY 5141 Spr2oid | tMale = 35N
JoradCol  EMORY 5130 Fall 2013 |  Male [T SSN

Wipad Ood EMORY 5131 Spr 2013 | [ Male - 5 SEN

Ugad O EMORY 5129 Fall 2012 I 1 Male 55N

Upad O EMORY 5121 Spr 2012 I Male seN
UpadOd  EMORY 5118 Eal 2011 1 Male saN
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View Student Schedule

The enrollment summary for the chosen term appears.
Please notice the dark blue line on the page. In our example
below, the student’s enrollment summary is on multiple
screens (1-3 of 6).

Find | View Al First BB 1306 B Last

To see the full schedule, click the view all link on this line.

To print a copy of the schedule, click Print Study List. Notice
that “saved” briefly appears in the upper right side of the
page.

Term: Fall 2014 Career:  Ugrad Coll Emoary University Print Study List Report Manager

First [ (] 1-60f 6 Last

Class Nbr Subject Catalog Session Section Status  Status/Reason Acad Pro

ading Basis Units Taken
2988 ENVS 344 Regular 000 Enrolled Enrolled LIBAS Graded 3.00
Q
American Environmental Lecture
History
8216 ENVS 390R Regular 00P Enrolled Enrolled LIBAS Graded 200
Q
Sem On Environmental Issues Lecture
5999 ENVS 442W Regular 000 Enrolled Enrolled LIBAS Graded 5.00
Q
Ecology of Emory Univw/lab  Lecture
6147 ENVS 442W Regular LB1 Enrolled Enrolled LIBAS Non-Graded
Q
Ecology of Emory Univ w/lab  Laboratory
4267 PHYS 141 Regular 001 Enrolled Enrolled LIBAS Graded 4.00
Q eg
Intro Physics | W/Lab Lecture
7534 PHYS 141 Regular LC4 Enrolled Enrolled LIBAS Non-Graded
Q
Intro Physics | W/Lab Laboratory

EL Return to Search | +=] Previous in List | +E| Next in List |
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View Student Schedule

Now click Report Manager. To monitor the process for the
printing, click the Refresh button on this page. When the

document is ready to print, the Status will be POSTED and
the Details link will appear.

i | Administration [[JARE

View Reports For
User ID: BHERRIN Type: - Last - 1 Days - Refresh

Status: ~  Folder: ~ Instance: to:

Report List 2 | = rurst B0 1 ory B Las
- ; !

sues [ [P

Acrobal  pogied  Details

6181395 6755830 Individual Student Study Rpt * pdf)

2:53:34PM

Click the Individual Student Study Rpt link under Description
to print the document.

Bapore Th:  SRETONTE STUDY LIST Fage Mo
P Dats L1s10sE014
Toan Time 14
T Caraar : Unicde rgraduet e Kmory Col lege
B =2 smni . Tavarai Aves 4 Beisncer
Term: ¥all zola
[ToY G e
Wdmss He. e Latad b Awiai = A et Tadswiy Vasis
EETTY e ETTY 1 oo Enrolled =00 Crmded
Amerdean Eovl rermental Hiseory Lecturs
Marhemas ics apdfcience Center N304 o 1E:0000 - 1E: EOOO Alliee, Parrdcl Nichslms
Hopliine Millinm Heys
mzie s swan i oor Errolled . oo G mdms
Ham On Enuirormental Tssuss Lazuurs
Marhemanios andfoisnse Ceneer NI0E " 4:0000 - S: 3000 Kitren, Uriel B
EEETY e Aazn 1 aan Brirollmd B oo G mdmd
Eoology of Emory Uhniw wslab Leoture
Marhemasios snddcience Do e ManG TTh LIO000 - 2 1600 o - Jokn ¥
s1a7 e Aaznn 1 LEL Erealled 0. oo Mon- Gr ade d
Boolowy of Buory Wadv w/lak Lol on wk ox Y
Mathemet 10s andicience Center WID70 T ZiPO0O - 5 I000 Wagn i, Jokan ¥,
753 P el 1 Lia Erarolled 0. o0 Mo G sl ol
Intre Physics I W/ Lab Lsbor mt ory
Mathemat ios andfcisnce Center WZ0d - €:3000 = W: A000 HIng, Thomas Joseph
Donofric,Cordall Jauss
azET YR 141 1 aaL Errolled E-TY Cradad
Tnere Plysios T W/ Lak Laoturs
GCoodrich C. White Mall zom o 10:0000 = 10: 000 HIng, Thomas Joseph
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View Schedule Log — by student

— Search Screen

D

There may be times when a user may want to view when
and who made enrollment changes on a student’s schedule.
This link will provide a history of enrollment actions for a

particular student and term. The link takes the user to the
Enrollment Request Search page.

Enter Academic Institution = Emory and click SEARCH.

Enroliment Request

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

Find an Existing Value

Academic Institution: begins with ~ |emory Q,

Search | Clear |Basic Search B8 Save Search Criteria

6/9/15
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View Schedule Log — by student
— Search Screen

After entering the institution, a search page with multiple
options appears. In the example below, the Academic Career
was — Undergraduate Emory College, the term 5149, and the
emplid of the student. There are several search options in
this panel. The user can search by Emplid of student, User
Id of the person who performed the actions (for example:
sharrl3), and Class Nbr. CLICK the SEARCH button.

The results will appear below the request.

Favgrrces MalnvMenu » Records ang Enrolment > Enrol Svtudents » Enrolment Request Search
Enrollment Request Search
Academic Institution: EMORY Emory University ﬂl
Academic Career: \Undergraduate Emory College | ~ Refresh Previous Search Result:
. 5149

Term: Q Enrollment Action Range
Enroliment Request ID: Q From Date: =
Enroliment Request Source: h End Date: g
Enroliment Request Action: hd Last Update Range
Enroliment Action Reason: Q From Date Time:
User ID: | Thru Date Time:
Empl ID: Q
Class Nbr: Q

¥ Enrollment List

1 5149 2882 ENVS 22TW ucoL
| 2| o 5149 2988 |ENVS 344 ucoL
] I 5149 5999|ENVS 422w ucoL
[ a o 5149 5999|ENVS 422w ucoL
[ 3| I 5149 5999/ ENVS 122w ucoL
| s o 5149 4267 |PHYS 141 ucoL
7] I 5149 2889 ENVS 321 ucoL
] o 5149 8216|ENVS 390R ucoL
| 9 I 5149 8216|ENVS 390R ucoL

6/9/15 I UT LTS NCEI5thar Traiiing oTritc 23



View Schedule Log — by student

— Search Screen

Personalize | Find | 1| 8

Clicking this icon [«

viewing.

* Enrollmant List

expands the tab results for easy

First 4 119 0f 19 o Last

Click the grid box on the dark blue line of the Enroliment List
results to export to Excel.

F17-41PM Sell-Senice Enroliment 1 |Enroll
Eu(:cx 0003519757 %ﬁg‘,j Sell-Sernce Enroliment 2 |Enroll
ucoL 0003519797 gm‘gﬁg: Self-Serice Encoliment 3 |Enroll
!u(:(x DOOAS 19608 gﬁf"ggu Sel-Senace Enrolimant 1| Envoll

6/9/15 Office of the Registrar Training Series
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View Schedule Log — by student
\\) — Search Screen

Introduction

Block Enrollment would be an effective tool to use when making enrollment
actions for a select or large group of students into a specific class or into
multiple classes. Class changes related to credit hours, grades, grading
basis, or Emory College’s (GER) General Education Requirements can easily
be updated to all enrolled students in a class using the Block Enroliment
feature in OPUS. Enrollment actions may include swapping, dropping, or
enrolling students. Block enrollment would not be the appropriate tool to
use when making specific class changes such instructor, title, topic, room, or
time. The block enrollment process is a better option than Quick Enroll
when the entire class or a large group of students will receive the same
enrollment action.

Request for class changes in credit hours, GER tag, or grading basis are sent
to DPSTAFF-L@listserv.cc.emory.edu by departments or schools.
Sometimes a department or school will request that a new course be
substituted for the currently scheduled one. In this case, the block
enrollment feature is used to swap students from the old class to the new
class.
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EMORY Creating a Student Block/Class Block
with Merge Process

Navigation: Main Menu > Records and Enrollment >
Enroll Students > Block Enrollment or Type “Block
Enrollment” in search window of Main Menu in OPUS.
There are three menu options: Create Class Block, Create
Student Block and Block Enroll Merge. This document will
review each of these options and how they intersect.

Tip: Do not use the browser back arrow when navigating
through these panels. Make sure you click the tabs to
maneuver between the panels.
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Set Up Block Enrollment

Create Student Block
1. Click on “Add a New Value”.

2. Enter a name for the Student Enrollment Block. Remember this name.
Click on the “Add” button.

Favtirites MainvMenu > Records and Enrollment > Enroll Students > Block Enrollment > Create Student Block

Create Student Block

Enter a name that you will remember for
Add a New Value the Student Block. You are limited to 5
~— characters. This name will become a part
of a large list of student block names used
] o [EMORY by other OPUS users. You may want to
Academic Institution: EMORY'Q wyr’ite the name down somewhefe for easy
Student Enrollment Block: TESTN| recall. You will need to know the student
block name when you merge the student
and class blocks.

Find an Existing Value

Add

Find an Existing Value | Add a New Value
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Set Up Block Enrollment

3. Enter a simple description (required).
Enter EMPL ID and Career.

5. Click on the “plus sign” to insert Row and enter next EMPL ID. Repeat
as necessary.

6. Save

Tip: For medium or large classes it is recommended to save periodically
after entering several names/career.

Favorites  Main Menu > Records and Enroliment 3 Enroll Students > Block Enrollment 3 Create Student Block

Add multiple students
Block Enroliment Students by clcking the + ang
entering emplid and

career

Academic Institution: EMORY Emary Liniversity

Student Enrollment Block: TEsTy  "Description: | Test Student Group Document

“ID “Academic Career

0022365 @ James Thomas Dooley Jr. UCOL L Ugrad Gol (=]
e ] UCOL @ ygrad Goll ( =

C— 3 aC———3 UCOL & Ugrad Cal \ =

— Q —— UCOL & Ugrad Col \f\ﬁi_—'

Gota Add Merge Process

@ save | [=] Notity | o Refresh % Add | F] Update/Display
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Set Up Block Enrollment

Create Class Block
1. Click on “Add a New Value”.

Enter a name for Course Enroliment Block. If possible, use the same
name as Student Enrollment Block. Remember this name. Click on the
“Add” button.

Favgrites MainvMenu > Records and Enroliment > Enroll Students > Block Enrollment 3  Create Class Block

Create Class Block

- ot Add a New Value Enter a name that you will remember for the Class
Eind an Existing Value Block. If possible, use the same name as the
Student Enrollment Block. You are limited to 5
characters. This name will become a part of a

Academic Institution: EMORY O large list of class block names used by other
. OPUS users. You may want to write the name
Class Enrollment Block: TESTN down somewhere for easy recall. You will need to

know the class block name when you merge the

student and class blocks.
Add

Find an Existing Value | Add a New Value
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Set Up Block Enroliment

3. Enter a simple description (required).

4. Set up the course information and actions. Be sure to select any
necessary overrides.

Options for Block Enrollment Actions:

Below are some of the actions most often performed using block
enrollment with examples and instructions.

v" Enrollment
» Enter of select term of the action in Term box.
» Select Enroll as the Action Reason.
» Enter 4-digit Class Number in Class Nbr box.

> If the class is Permission Only, click the Class Permission
box.

» If Enrolling students after the Add/Drop/Swap date, click on
Action Date box. A new box appears for entering the new
date. Use the last day of Add/Drop/Swap for the semester
of the enrollment as the Action date.

» Click SAVE.
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Set Up Block Enrollment

v" Enrollment (Screen View)

Favorites = Main Menu > Records and Enrollment > Enroll Students > Block Enroliment > Create Class Block

Block Enroliment Classes
Academic Institution: EMORY  Emory University

. L l | ‘Shorl description is required.
Class Enrollment Block: TESTN Description [Test Class Group Document

Find | View All First [ 4] 10f1 ) |

“Term: *Action Class Nbr  Grading Basis Units Crse Count Related 1 Related 2

5128 O Enroll ~ | 1500 |GRD @ 4.00 1.00 Q Q

Reason Drop if Enroll Grade In History 201 000
’— ,— ’_ Formation Of European Society
& & Fall 2012 Regular Ugrad Coll

Trangcript Note ID: Q Repeat Code: Q Instructor ID:

Overiides

Accyesine pullaccess "I class Links || class Permission "] TimeConflict
[”] Action Date: [] career ["] class Units ["] service Indicator ] unit Load
[] Appointment [“I closed Class [l grading Basis [ | Requisites Wait List Okay

Dynamic Dates
] |Choose any applicable overrides that will be needed to permit the

enroliment.
Requirement Designation
[ovrd Requirement Designation Requirement Designation Option: -
Requirement Designation: |HSC History, Society~Quitures Requirement Designation Grade: h

If you are enrolling after add/drop ends, you will be required to
enter an action date of the last date of add/drop for the term of
Goto: Add Merge Process  Class Block Defaults enroliment.
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Set Up Block Enroliment

v" Dropping Students
» Enter or select term of the action in Term box.
» Select Drop as Action Reason.
» Enter the 4-digit Class Number in Class Nbr box.

» If dropping students after the Add/Drop/Swap date, click
on the Action Date box. In the new box that appears, use
the last day of Add/Drop/Swap for the semester of the
drop as the Action date.

» Click on the Class Permission override for Medical School
classes. Most of these classes require permission to drop.

» For Medical School Only, click on the Unit Load override.
When the Medical School drops classes, students may be
allowed to be less than full-time. Do not click this override
for other schools.

» Click OK.
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Set Up Block Enrollment

v Dropping Students (Screen View)

Favorites  Main Menu > Records and Enrollment > Enroll Students > Block Enrollment > Create Class Block
Academic Institution: EMORY Emory University
Class Enroliment Block: TESTN  "Description: [Test Class Group Document

Shert description is required.

*Term: “Action Class Nbr  Grading Basis Unit Crse Count Related 1 Related 2 =l
5021 @ Drop ¥ | 1500/Q |GRD (
|Action Dt Reason Grade In Journalism 301 00P
1/25112 [ Q Adv News Reporting & Writing
Spr 2002 Regular Ugrad Coll
»
Transcript Note ID: Q Repeat Code: Instructor ID:
Overrides

fccessiD: Gullfceess [ Class Links Class Permission [C] TimeConflict
[l career [ Class Units [”] service Indicator Unit Load
s Appointment [[I Closed Class i Grading Basis i Requisites Wait List Okay
Dynamic Dates \

|Choose any applicable overrides that will be needed to permit the
enroliment.
Requirement Designation

["] ovrd Requirement Designation

Requirement Designation:

Requirement Designation Option:

-
Requirement Designation Grade: v
If you are enrolling after add/drop ends, you will be required to
Goto: Add Merge Process  Class Black Defaus ggtrilr\;lﬁtmm date of the last date of add/drop for the term of
& save | [=] Motify | % Refresh [E% Add Update/Display
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Set Up Block Enroliment

v' Swapping Classes

Tips:

» If the swapping is from a class to be cancelled to a newly created class, the new class
must be created.

» Do not cancel the old class before creating a block of students. See the course
offering documentation on Maintain Schedule of Classes and Schedule New Course
documentation for details on scheduling a class.

» Set the enrollment limit of the old class at “0” to prevent new students from enrolling.

» Print the class roster of the old class before cancelling it. This will give us the grading
basis and units for the students.

» If the roster is for a previous semester, the grades will need to be removed. This can
be done with the block enroll merge using the Remove Grade action.

» If the students have varying units or grading basis, it may be easier to individually
swap students into the class using the Quick Enroll process rather than using the Block
Enroll process.

» Enter or select term in the Term box.

» Enter Swap Courses as Action Reason.

» In the top box below Class Nbr Change To, enter the 4-digit number for the old class.
» In the box directly below, enter the 4-digit number for the class to be swapped into.

» If swapping students after the Add/Drop/Swap, click on the Action Date box. Enter
the last day of Add/Drop/Swap for the semester of the swap in the Action Date box
that appears.

> Click on the Class Permission override box for Permission or Medical School classes.
> Click SAVE.
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Set Up Block Enrollment

v" Swapping Classes (Screen View)

Favorites = Main Menu > Records anclEnmIIment > Enroll E:tudents > Block En_rullment > Create Class Block

Block Enroliment Classes
Academic Institution: EMORY  Emory University

‘Short description is required.

Class Enroliment Block: TesTy  Description: Test Class Group Document

“Term:

021 &

Action Dt

01/25/2012 3

Biology 142
Organism & Populatn Biol WiLab
Regular Ugrad Coll

1400 Q

Transclipt Note ID: Q Repeat Code: Q Instructor ID:

Override s
Accessp:  Full Access ["I Class Links ["Iclass Permission ["] TimeConflict

[V Action Date. "I career [ Class Units || service Indicator ["|unit Load

|| Appointment josed Ciass | |GradingBasis | |Requisites Wait List Okay

Dynamic Dates T - -
Choose any applicable overrides that will be needed to permit the
" " " enroliment.
Requirement Designation
[T ovrd Requirement Designation Requirement Designation Option: v

Requirement Designation: Requirement Designation Grade: v

If you are enrolling after add/drop ends, you will be required to
enter an action date of the last date of add/drop for the term of
enroliment.

Gotor Add Merge Process  Class Block Defaults

[5) save | = Notify | % Refresh [ Add | 7| Update/Display
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OPUS Staff Training Manual

Records Tab: Enrollment
Manage Service Indicators




Maintain Service Indicators

Service Indicators are placed on a student’s record to be

% | Positive notices (informational)

or

@

Negative notices (informational and/or preventive)

» FERPA Invoked — Do not release ANY information regarding this student

Positive notices may alert users that important information regarding the student’s
record is available.

Negative notices may prevent enrollment the release of official documents until
criteria has been met regarding the student.

Service indicators are placed on a student’s record by authorized officials. Service
indicators can only be released by authorizing official or their representative.

FERPA can only be released with written approval of the student.
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% Service Indicators Search

Click the link on the Records Tab under the Enrollment folder

A search page will appear. Enter the student id or name and
click SEARCH.

Click + ADD A Service Indicator to begin the process.

Please note: the student may have service indicators on
their record. If they do click + to add a row on their record.
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@ Adding a Service Indicators

Student’s name & ID

Service Indicator Code &
Description

Start Term & Date (You may also
enter End Term & Date

Department that assigning the
indicator

Who to contact?

Comments (if applicable)

Services Impacted (if applicable)

Click Apply & OK to SAVE.

Favomtes = Main Menu @ Camgus Communiny Service [ndicators (Soadant) Manags Sarvice Indhcanes.
Add Service Indicator
James Wayre Dooley 0022385
“Institution; EMORY O, Emory Unfversity
*Service ingicator Code: REN O Ribgistrac- Prona Enrotmant
*Service bnd Reason Code: SCH =3 Reguested by Sthool of Stucent
Description: [Sehool Dean has recussted that the enroimen: be

|sonped Ll University obigations ane compieied.

Effect: Magatiee

Start Term: 5156 0 Sum 2015 End Term: o

Start Dute: D420 [+ End Date: Tl

Assignment Details
oeparment: et

Heference:

——. LL.. Cumwncy: (US04

Contact 10 Cantact Parson

Placed Person 10 Placed By

1 CENR
Service indicator Date Tima: 3
User i0: SHARRTS Hams Syia B

ok | came | seow |
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Removing a Service Indicators

Return to the Manage Service Indicator page via the Records Tab link.

Manage Service Indicators

Dooley,James Wayne 00223865

Display:  Effect Institution Emory University v| Refresn o,

Add Service Indicator

Service Indicator Summary Personalize | Find | View Al | 2 | 3 First Kl 1011 B 1ost
Code Reason S Start Term End Term
Registrar- Requested by

REN Prohibit School of EMORY 5156 Sum 2015 04/20/2015
Enroliment Student

Add Service Indicator

Locate the correct service indicator and click on the code. A new screen
appears with the information that was entered earlier. Notice there is a
RELEASE button active in the upper right side of the page. Click the
button and SAVE.

Edit Service Indicator

James Wayne Dooley 0022365
*Institution: EMORY Q Emory University

. . Don’t forget to
*Service Indicator Code: REN Q Registrar- Prohibit Enroliment SAVE at the
bottom of the
*Service Ind Reason Code: SCH Q Requested by School of Student page.
Description: School Dean has requested that the enrollment be
stopped until University obligations are completed.
Effect: Megative
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If you have questions about any of the materials
covered in this section, please contact the Training

Coordinator in the Office of the Registrar at

reqgistr@emory.edu. Thank you.



mailto:registr@emory.edu
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