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Block Enrollment

Building on the fundamentals in the Enroliment Reqa@sng. Block Enrollment allows use
to add, drop, swap, and change gradingdrasias&henever possible it is recommended
students submit enrollment requests themselves, however in certain, unique situations,
required for a staff membergobmit enroliment requests.

This training manual documetite process by which one submits a block enrollment requ
If you have questions please email Tchad Sapgender@ucsc.gdu
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Module 1: Adding an A Block Enroliment Request

I Navigating to Block Enroliment
I Creating a Student Block
I Creating a Class Block

Lesson 1: Navigating to Block

Enrollment

Login tohttp://my.ucsc.edwith your User ID and Passweantd
open an AIS session

1. Records and Enrollment > Enroll Students > Block
Enrollment > Block Enroll Mge

2. Click Add a New Value Tab.

e Windowr | Help | Customize Page

| Block Enroll Merge | Biock Enroll Qetall_ Block End gty Block Ennl Dejsiz

Enroliment Request 10: 0000000000 Request Status: Pendin:

ding e
Academic Institution:  UCSCM(y UG Sants Crz St u de n t EC k

Student Block:

Class Block:

~ClassBloek
s
Detail Status: || 3
ﬂ & Update/Dieplay
i Detailt | Block En Data

? Question and Answer Session

Notes:
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Lesson 2: Creating a Student Block Notes:

1. Click on Student Block Create/Details.

Dew Windew | Help | Custamize Page

Block Enroll Merge
Create Custom Student Block

Academic Institution: UCsCM UC Sana Cruz
d | View Al First *l10f1.% Last
*ID *Academic Career
9876543 L Slug, Sarmimy UGRD O, Undergrad
ok || cancel || Refresn |

2. Add Student ID.
3. Click the Add icon on the right to add additional students.
4. When complete, ck OK.

? Question and Answer Session

Lesson 3: Creating a Class Block Notes:

1. Click on Class Block Create/Details.

Mew Windew | Help | Custornize Page
Block Enroll Merge
Create Customized Class Block
Academic Institution: UCSCM UG Sama Gruz
View All  First 4l 10r1 (¥ Last
*Term: Action Class Nbr  Grading BasisUnits  Crse Count Related 1 Related 2 ) —
Reason Grade In
2078/QQ, [ Enroll #0214 Q4 ‘erRDiq | -}
-’ ANTH 1 ol
Intr Humn Evolution
2007 Fell  Regular Undergrad
Access ID: Full Enraliment Access [ Override Service Indicator
[] Override Action Date  [] Closed Class [ Override Grading Basis [ | Override Time Conflict
[ Override Appointment [ Override Class Links  [] Ovorride Permission ] Override Unit Load
[ Override Career [ Override Class Units [ | Override Requisites Wait List Okay
[CJOvrd RO Designation: M e 4
RO Optien: | + RO Grade: | 3) Repeat:
or 10
oKk || cancel || Refresn |

Enter Term.
Enter Action (Enroll, Drop, Swap) and Reason if applicabl

Enter Class Number or look up.

a ~ wn

Enter any Overrides drnvhen complete click OK.

? Question and Answer Session

UC Santa Cruz Page 2 Block Enrollment




Module 2: Merging Blocks and Viewing Results

I Merging Student and Class Blocks
I Viewing Results

Lesson 1: Merging Student and Class
Blocks

1. Click on Merge Blocks.

Window | Halp | Custor
(Block Enroll Merge | Biock Enrall Deiail ) Biock End Dgiail | Biock Enl Dejalz
Enroliment Request I0: 0000000000 Request Status: t
Academic Institution: UESEM & UC Santa Cruz
Merge

Student Block:

Class Block:

npllD:
&l Save Notify | L Retrash
o

Black Enroll Merge | Block £

2. Click Submit.

? Question and Answer Session

Notes:
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Lesson 2: Viewing Results

1. Request Status indicates Errors, Success, or Messages.

| Block Enroll Merge | Biock Enroll Qetall_ Biock End gty Block Eni Dejsiz

Enroliment Request 10: 0002031857 Request Status: Errors Submit
A ke Institution UC Santa Cruz
Student Block: —J
Detail / Create
Class Block:
Detsil / Creats

Mew Window | Help | Customize Page

Academic Carear:

Class Nbr: L Detail Status: |

EmpliD: o

Block Enroll Merge | Black Enroll Ditail | Block End Detailt | Block End Deta:

Refrieve
Term:

& Save | LiReturn to Search | Mottty | L Refreah | ) Update/Dreplay

2. To see Messages, click on ORetrieve.O

Eicck Envol lierge | Block Enroll Detai \_Elogk End Dgiaili ) Block En Defsi2

Mewr Window | Help | Customize Page

Enroliment Request ID: 0002031357

Seq # 1D Name Term Career Class Nbr  Action Status
1 1010681 Reid Theadare 2078 UGRD 10214 Enrall Errors

Block Enroll Merge | Black Enrall Detall | Bleck Enrl Detaill | Block Enrl Detail2

& Save || SiRetien to Search | [ Moty | |7 Refresh “Add Update/Disalay

3. Click on Details to see Messages.

Notes:
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7

Haw Window | Help | Customize Paga

{ Eiock Envoll lerge | Biock Enroll Detal | Block Eni Detail | _Block Eni Detaiz |

It avalable chooss the Walllst Ok option and resubmil e request

& ava || C\Rstun to Saarch | =7 wotity | |4 Retrasn |
Block Encall Marge | Block Enroll Cetail | Bleck End Datail1 | Block End Detail2

Enroliment Request 10: 0D02031857
t 4101
1D: SBTE543 Shug Sarnmy Institution: nta Cruz
Caraer: Undergraduate Primary Prog:  Undergraduate Term: 2007 Fall
Seq # Action Class Nbr Grading Basis Related 1 Related 2 Permission
i Envall 10214 ANTH 1 ot [GROlq Q a
Intr Humn Evclution
Action Dt Reason Regular T ad Qrade_ In Units Taken
4 Q
Request Status:  Errors User D CPSANGER
Access ID: Full Enrollment Access [ Service Indicator
[ Action Date [ Closed Class [ Grading Basis. [ Time Conflict
[ Appointment ] Class Links [ Permission ] Unit Load
[] Career [] Class Units ] Requisites. Wait List Okay
Eind | View Al First * 1001 * Last
Message Sequence: 1 Saverity:  Erar Last Update DateTime:  DS02/08 12:11: 1454
Nat Enrolled, Class 10214 Full, (14840,7)
The requested i was not The lirmit for the specified class has been reached

Sebdd Update/Display I

Question and Answer Session
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