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OUROO3: The Registration Process in myUFL

Welcome to OURQ03: The Registration Process in myUFL! This course is brought to you by UF Training &
Organizational Development in collaboration with the Office of the University Registrar.

OURO003: The Registration Process in myUFL

Welcome to OUR003: The Registration Process in myUFL! This course is brought to you by UF
Training & Organizational Development in collaboration with the Office of the University
Registrar.
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Welcome!

This training will walk you through the registration process in myUFL.

It is intended for college and department staff who perform registration
functions such as enrolling students in courses or dropping courses from a
student’s schedule.

This training course should take you approximately 1 hour fo complete.

UF | myUFL

Welcome!
This fraining will walk you through the registration process in myUFL.

It is intended for college and department staff who perform registration functions such as
enrolling students in courses or dropping courses from a student’s schedule.

This training course should take you approximately 1 hour to complete.
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Gourse Organization @ Navigation

The following icons, will help you navigate through this course.

‘ } Move backward and forward > View a simulation

of the course

D Visit the Registration toolkit
UF  myUFL E E

Course Organization & Navigation

Objectives

x Exit the course
@ Click through a process
Return to the beginning

The following icons, will help you navigate through this course.
Move backward and forward

Return to the beginning of the course

Exit the course

Visit the Registration toolkit

Objectives

View a simulation

Click through a process
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Course Organization & Navigation

« This fraining is divided into six learning modules. We
recommend you view the modules in order

Once you successfully complete this
course, you may request the
following security roles from your DSA,
depending on whether you work at

the department level or college level:
+ At the end of each module, you will have the

opportunity fo participate in learning activities, such as Department

quizzes, games, or simulations fo support your learning UF_SR_DEPT_ENR_REQUEST

UF_SR_DEPT_QUICKENRL_PERC

+ Use the menu aft the top of the screen and the arrows
at the bottom of the screen to navigate through the
course materials

College
UF_SR_COLL_ENR_REQUEST
UF_SR_COLL_QUICKENRL_PERC

* I you need to work through this course in more than
one siffing, you can exit the course using the “X" at
the top of the window. When you return fo complete
your fraining, the course will resume where you left off

P L

Course Organization & Navigation

This training is divided into six learning modules. We recommend you view the modules in order

Once you successfully complete this course, you may request the following security roles from
your DSA, depending on whether you work at the department level or college level:

Department
UF_SR_DEPT_ENR_REQUEST
UF_SR_DEPT_QUICKENRL_PERC

College
UF_SR_COLL_ENR_REQUEST
UF_SR_COLL_QUICKENRL_PERC
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Gourse Organization & Navigation
Hi everyone, I'm Wren!

» There will be screen shots throughout this course I'm here to walk you
to help you navigate through each process through the registration
process.

« Wren, a departmental administrator in the
College of Health and Human Performance,
will stop by from time-to-fime fo offer her
experience with registration

« Occasionally, you'll get to walk through the
processes with Wren by clicking through a
simulation of the process. You can identify
these simulations by the mouse icon to the right

UF | myUFL

Course Organization & Navigation
Hi everyone, I'm Wren! I'm here to walk you through the registration process.

* There will be screen shots throughout this course to help you navigate through each
process

* Wren, a departmental administrator in the College of Health and Human Performance,
will stop by from fime-to-time to offer her experience with registration
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Final Assessment

« At the end of the training, you will be required to (r T
complete a Final Assessment

« A minimum score of 80 points is required to receive credit
for this course

« If you do not pass the assessment, you must re-register for
the course

« Once you successfully complete this course, your training = v
transcript will update immediately

UF  myur (L

Final Assessment

* At the end of the training, you will be required to complete a Final Assessment

* A minimum score of 80 points is required to receive credit for this course

* |f you do not pass the assessment, you must re-register for the course

* Once you successfully complete this course, your fraining franscript will update immediately
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1) Course Dbjectives

This course will cover the essential registration functions conducted by UF staff.

These actions include Enroll and Drop.

Upon completion of this course, you will be able to:

« Recognize and appropriately apply the common terms associated with registration
« Use the Quick Enroll a Student page to enroll a student in a class

+ Use the Quick Enroll a Student page to drop a student from a class

+ Use the Enrolliment Request page to enroll a student in a class

« Use the Enrollment Request page to drop a student from a class

UF | myUFL

Course Objectives

Upon completion of this course, you will be able to:

* Recognize and appropriately apply the common terms associated with registration
* Use the Quick Enroll a Student page to enroll a student in a class

* Use the Quick Enroll a Student page to drop a student from a class

* Use the Enrollment Request page to enroll a student in a class

* Use the Enrollment Request page to drop a student from a class
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1) Module 2- Key Terms

Objectives
Upon completion of this module, you will be able to:
» Recognize and appropriately apply the common terms associated with registration

- |dentify the purpose of each registration-related override and use them appropriately

UF (L

Module 2: Key Terms
Objectives
Upon completion of this module, you will be able to:

* Recognize and appropriately apply the common terms associated with registration
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Key Terms

Action Date — Allows you to take an action on
a particular date other than today's date.
Generdlly for retroactive course enrollments
college and department-level advisors will not
have the ability to adjust the action date

Before we get
started, there are

some key terms we
need to go over.

Enroll - Add a class fo a stfudent's course load

. Drop -Remove a class from a sfudent’s
{—f course load
[

A convenient Quick Reference Guide with all
terms can be found on the Registration toolkit.

4

Key Terms

Action Date — Allows you to take an action on a particular date other than today’s date.
Generally for retroactive course enrollments college and department-level advisors will not
have the ability fo adjust the action date

Enroll - Add a class to a student’s course load

Drop - Remove a class from a student’s course load

A convenient Quick Reference Guide with all terms can be found on the Registration toolkit.

Before we get started, there are some key terms we need to go over.
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KEV TEPmS ) UVEPPidES Requisite Override — Allows the overide

of pre-requisites for the class

Overrides allow you to

enroll or drop students i e .
despite receiving an Class Permission Override - Allows for a

error in the system. Let's class to be put on the student's schedule
go over the most even if the class is departmentally
common ones. controlled (this override appears as
Permissions on the Enrollment Request
page, rather than Class Permissions)

Unit Load Override — Allows an override
The overtides you of the student’s maximum class load
defermined by your capacity (usually 18 credits for

security in myUFL. undergraduates)

have access to are

(L

Key Terms - Overrides

Overrides allow you to enroll or drop students despite receiving an error in the system. Let's go
over the most common ones.

Requisite Override — Allows the override of pre-requisites for the class
Class Permission Override — Allows for a class to be put on the student’s schedule even if the
class is departmentally confrolled (this override appears as Permissions on the Enrollment

Request page, rather than Class Permissions)

Unit Load Override — Allows an override of the student’s maximum class load capacity (usually
18 credits for undergraduates)

The overrides you have access to are determined by your security in myUFL.

Page 10 of 86



Adobe Captivate Tuesday, December 17, 2019

Slide 12 - M2

myUFL Student Information System ! z guick o E:Emﬂ' . EE 1
i i i |
OURO003: The Registration Process Wekome! | [iphns: | SHURdON Dropg%(g Requesg

Overview

Additional Overrides

Appointment Override — Allows an override of the
student’s assigned registration time

Here are some
additional overrides
to be aware of in

Time Conflict Override — Allows for this class fo be
the system.

put on the student’s schedule even if there is a class
that meets at the same time

Requirement Designation Override - Used to
override whether a course meets a Math or Writing
requirement

Career Override - Allows the override of the
required career that the student must be to enroll in
this course

Closed Class Override - Allows for a class to be put
on the student’s schedule even if the class is full (fhis
will only allow up fo 5% over the room capacity)

UF myUFL

Additional Overrides
Here are some additional overrides to be aware of in the system.
Appointment Override — Allows an override of the student’s assigned registration time

Time Conflict Override — Allows for this class to be put on the student’s schedule even if there is
a class that meets at the same time

Requirement Designation Override — Used to override whether a course meets a Math or
Writing requirement

Career Override — Allows the override of the required career that the student must be to enroll
in this course

Closed Class Override — Allows for a class to be put on the student’s schedule even if the class
is full (this will only allow up to 5% over the room capacity)
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Overview

Key Terms - Registration Statuses

Success or Messages - Both mean the action was completed successfully.

Messages - When you see Messages as a status, it is because the system did something automatfically.
Generdlly, this Is seen when enrolling students in courses that have a Writing Requirement.
Messages can also be seen when dropping a student from a course after the drop/add deadline.

Errors — Means the system was unable to process the fransaction. Click the Errors link for more details on
the error type and how to resolve it.

UF  myr (L

Key Terms - Registration Statuses

Success or Messages — Both mean the action was completed successfully.

Messages — When you see Messages as a status, it is because the system did something
automatically.

Generally, this is seen when enrolling students in courses that have a Writing
Requirement.

Messages can also be seen when dropping a student from a course after the drop/add
deadline.

Errors — Means the system was unable to process the transaction. Click the Errors link for more
details on the error type and how fo resolve it.
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H Similar to the overrides we've\
Key Terms - Units Taken Error Message | St oovicsie oo
error message if you do not
enter the units of a variable
credit course prior to
submitting the request. The
default unit is set fo 99 but can

be%Gdius’red as needed. /

UF myUFL

Key Terms - Units Taken Error Message

Similar to the overrides we've discussed, you will receive an error message if you do not enter
the units of a variable credit course prior to submitting the request. The default unit is set to 99
but can be adjusted as needed.
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Knowledge Check!

What is the purpose of the Class Permission Override?

Allows an overmide of the student's assigned
registration time

Allows for this class to be put on the student’s|
schedule even if there is a class that meets af|
the same fime

Allows for a class to be put on the student’s
schedule even if the class is full

Allows for a class to be put on the student’s
schedule even if the class is departmentally
controlled

UF myUFL

Knowledge Check

What is the purpose of the Class Permission Override?
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Knowledge Check!

When using the Closed Class Override, how far above
the room capacity will the system allow you to enroll

stfudents?

5%
25%
1%

10%

UF  myUFL

Knowledge Check

When using the Closed Class Override, how far above the room capacity will the system allow
you to enroll students?2
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1) Duick Enroll a Student - Dverview
Objectives
Upon completion of this module, you will be able to:

 Quick Enroll a Student in the myUFL Student Information System

UF (L

Quick Enroll a Student - Overview

Objectives
Upon completion of this module, you will be able to:

* Quick Enroll a Student in the myUFL Student Information System

Page 16 of 86



Adobe Captivate Tuesday, December 17, 2019

Slide 19 - M3

myUFL Student Information System Quick Envol

: S obthdoxt | | “TieBe
OUR003: The Registration Process Ovemev: Dropping

Side 20f 11 §

Navigation

Use the following navigation to get to the Quick Enroll a Student page.

Always begin by clicking the NavBar Icon E in the upper right corner of myUFL.

Records & Enroll Eﬁgﬁ‘;

UF myUFL EE

Navigation

Use the following navigation to get to the Quick Enroll a Student page. Always begin by
clicking the NavBar Icon in the upper right corner of myUFL.

e Main Menu

e Records & Enrollment

e Student Information System
e Enroll Students

e Quick Enroll a Student
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(uick Enroll a Student

Let's go through the basic steps of
the Quick Enroll a Student process.

We'll go into the specific details of
the process in the next module!

UF  myUFL

‘-\S

Quick Enr?ll Eilingd
COverview Dropping

Quick Enroll a Student

Let’s go through the basic steps of the Quick Enroll a Student process.

We'll go into the specific details of the process in the next module!
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@ (uick Enroll a Student

Search for the student you need fo Quick
Enroll by entering their UFID, Academic
Career, and Term.

Quick Enroll a Student

Find an Existing Value Add a New Value
Academic Instifution should default fo

UFLOR, but if it does not, enter UFLOR in the ID: 1111111 a
field. Academic Career.  UGRD | Q
Academic Institution: UFLOR |G

Then click Add. Term:; piss |q

NOTE: User Defaults for Academic Career z

and Academic Institution can be set at Set TR Click the Add

Up SACR > User Defaults, User Defaulfs 1. button

NOTE: For all actions, it is recommended Find an Existing Value | Add a New Value

that you Add a New Value rather than
append fo the previous request.

UF  myur (L

Quick Enroll a Student

Search for the student you need to Quick Enroll by entering their UFID, Academic Career, and
Term.

Academic Institution should default to UFLOR, but if it does not, enter UFLOR in the field.
Then click Add.

NOTE: User Defaults for Academic Career and Academic Institution can be set at Set Up SACR
> User Defaults, User Defaults 1.

NOTE: For all actions, it is recommended that you Add a New Value rather than append to the
previous request.

Click the Add button
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(uick Enrall @ Student

The Action menu defaults to Enroll but can be changed if necessary.

Quick Enrollmant

Request!D 1000000000 Jason Grimes

Uareer Undeqgraz Insnntien JFLCR

#| =] [Enral v
fodGrade
Chiange Grade
Change Wait List Pos tion
imin
Drop 12 waolk Lict

Hnrmel WV aImaTarg

iEmove Urade

T3 teue | |[Z7] Narmy

Clage Enro/lmam Unizz and Grade O1har Class Infa Ganaral Cvar des
“AHCN Clagz Nbr

Srap Counsus Enmolli el Apgibrian s

Fudznt Ferviczs Canier Czlculate Tution

=

*

EL!:MII

FRelatad 1 Reatad 2

L} o,

Tanm'Eessivn Wiltdiaes|

Bhucv List

[} aan | E uprateidisniey

UF  myUFL

Quick Enroll a Student

The Action menu defaults to Enroll but can be changed if necessary.
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(uick Enroll a Student

After selecting the appropriate action, you can click the
Show all Columns icon [F=5) o see all available options,
or simply review them with the other tabs.

uick Enrallment
Q View via columns

. *
RequestID 2000000000 JAson Grimes D111
View via fabs : —
. tareer ndergraz Insnmien UFLCR lerm Fal 2018 Suzmit
| Clage Enrolimam Unitz and Grade Oiher Class Infa 5anaral Ovar dess Clags Ovarridas |
HE VTS MOT SOCTan Feelatael 1 Revatad 2
A = [Ewd K o Fending i § a,
Gato View En-climent Access Evralliran | Apuginlmnen s Taum'Eassivn Wilkdiaes|
Fudent Bervizes Cemer Calcalate Tution Bhuzv List

T3 tave | |[E] Nty [k aan | E] uprated =piey

UF  myUFL

Quick Enroll a Student

After selecting the appropriate action, you can click the Show all Columns icon to see all
available options, or simply review them with the other tabs.
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@ (uick Enroll a Student

Select the appropriate Action and

Side 7 of 11 §

enter the Class Nbr, then click Submit Click tha
to process the request. submit button
Quick Enrollment
) *
RequestID 0000000000  Jason Grimes ID 111m
Career Undergrad Institution UFLOR Term Fall 2018

Class Enrollment Units and Grade Other Class Info General Overrides Class Overrides

* Action g Section Relasted1  Related 2
[ =] [Enroll v 14483 Q ABE 2012C 0127 Pending Q a

UF | myUFL E E

Quick Enroll a Student

Select the appropriate Action and enter the Class Nbr, then click Submit o process the

request.
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Helpful Tips

« Errors can generally be overidden in General Overrides
and Class Overrides, but it is best fo do so consciously
rather than just with all of the overrides checked.

+ Once an enrollment request has been processed
successfully, it cannot be deleted with the [-] butfon. Insert
a new enrollment request to change any of that
information.

« Though it can be tempting to check all the override
buttons at the time of processing enroliment, it is best
practice fo override each error deliberately rather than
not understanding which error needs fo be overridden.

UF myUFL

Helpful Tips

* Errors can generally be overridden in General Overrides and Class Overrides, but it is best to
do so consciously rather than just with all of the overrides checked.

* Once an enrollment request has been processed successfully, it cannot be deleted with
the [-] button. Insert a new enrollment request to change any of that information.

* Though it can be tempting to check all the override buttons at the time of processing
enrollment, it is best practice to override each error deliberately rather than not
understanding which error needs to be overridden.
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Helpful Tips

« Errors appear one at a time. For example, if @
student has not taken a prerequisite course and
the course is departmentally controlled, both the
Requisite and Class Permission override boxes will
need to be checked, but you will only see one
error at a time.

« You will receive a warning message if you attempt
to save the request without hitting Submit. This
warning means the request will be saved as
pending but won't affect the student’s record.

UF myUFL EE

Helpful Tips

e Errors appear one at a time. For example, if a student has not taken a prerequisite course
and the course is departmentally controlled, both the Requisite and Class Permission
override boxes will need to be checked, but you will only see one error at a time.

* You will receive a warning message if you attempt to save the request without hitting
Submit. This warning means the request will be saved as pending but won't affect the

student’'s record.
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Knowledge Check!

Let's fest our knowledge and see
what we've learned so farl

T

UF  myUFL

Knowledge Check!

Let’s test our knowledge and see what we've learned so far!
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Knowledge Check!

It is best practice to override each error found
deliberately rather than checking them all at
once. Why#?

You may not understand why an error occurred

" You may override an error that warns you to |
correct something on the student's record

Both options are correct

UF  myur (L

Knowledge Check!

It is best practice to override each error found deliberately rather than checking them all at
once. Why?¢
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@ Module 4: Enrolling and Dropping via Quick Enroll a Student

Obijectives
Upon completion of this module, you should be able to:

« Appropriately enroll a student in a course using the Quick Enroll Action Enroll
in the myUFL Student Information System

« Appropriately drop a course using the Quick Enroll Action Drop in the myUFL
Student Information System

UF  myUFL

Module 4: Enrolling and Dropping via Quick Enroll a Student
Objectives
Upon completion of this module, you should be able to:

* Appropriately enroll a student in a course using the Quick Enroll Action Enroll in the myUFL
Student Information System
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Enrolling a Student in a Course

These are the four
Once you have searched for the student and are simple steps for
on the Quick Enroll page: enrolling a student
in a course.

Enter the Class Nbr or click the magnifying
glass to search for classes in the Schedule,

Click the Class Enrollment tab and ensure
Enroll is selected in the Action dropdown
menu.

Click on the General Overrides tab and
Class Overrides tab. Check the
appropriate overrides, if needed.

o Hit Submit and then check for errors.

UF  myUFL

Enrolling a Student in a Course
Once you have searched for the student and are on the Quick Enroll page:
Enter the Class Nbr or click the magnifying glass to search for classes in the Schedule,

Click the Class Enrollment tab and ensure Enroll is selected in the Action dropdown
menu.

Click on the General Overrides tab and Class Overrides tab. Check the appropriate
overrides, if needed.

Hit Submit and then check for errors.

These are the four simple steps for enrolling a student in a course.
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Qverview

Let's practice enrolling
a student fogether!

Click the simulation
icon to geft started.

Quick Enroll a
Student - Enroll

Enrolling a Student in a Course
Let's practice enrolling a student together!

Click the simulation icon to get started.
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New User Help

UF News

TD.Q Stories
UNIVERSITY of FLORIDA

Top Page  StaffPage Custom Page

[+

S

No articles currently available

View All Aricles and Sections

[+]
£
4

Innovation Hub and Warrington College of Business
Provide Space for Women's Collaboratory and Gator
Accelzrator

Deep brain stimulation shows promise for select
Tourette patients in new UF-led worldwide reqistry
Owr most-read stories of 2017

UF ranks Mo 2 on Kiplinger Best College Values list
for 2018

Florida consumer sentiment broke records in 2017
despite a downturn in December

17 inspiring people we met in 2017

Our weirdest stories of 2017

Certain books can increase infant learning during
shared reading. study shows

University of Florida climbs to 14th among public
universities with 791 million in research expenditures
Rosy outlook on future economic conditions pushes
Florida consumer sentiment indsx up in November
Virtual reality for social good

Protecting "The heartbeat of the Amazon”

Florida consumer sentiment continues downward slide
in October

Check out our spookiest stories, if you dare

Check out our spookiest stories. if vou dare

15 everything you learmed about Columbus wrong?

Florida consumer sentiment continues downward in
Copiombar

Staff News
Mo articles currently available

View All Aricles and Sections

#]

M

Click the NavBar icon.

Personalize Content | Layout ? Help

Back Next
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Recent Places

w

My Favorites

Cth MCIil'I MenU Main Menu
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NavBar: Main Menu o
il Help 3
[ ]
18]
Recent Places Local Interest 3
* Quick Links 5 |
My Favorites | Search ,
: Financials 3
Click Student Information System.
' 1 Human Resources >

Student InfoliaBun System >

MyUFMarket Admin >

AT Back ' Nexi |
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NavBar: Main Menu

..!-!.
&,

Recent Places

oS

My Favorites

Click Records and Enrollment.

ﬂ Student Information Sy... ﬂ

University of Florida Utility

b

—

Self Service

Campus Community

Student Recruiting

Student Admissions

Records and ElfkBhent 5

UFIC Study Abroad

Cu\ gem

“Back [

“Next [

- il AT
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NavBar: Main Menu

- & ‘ Records and Enrollment ﬂ

0

Recent Places

Enroll Studenfgk sox

[

' | Student Term Information

My Favorites

E Enroliment Summaries
Click Enroll Students. :
Main Menu

Term Processing

Enrollment Reporting

‘ Enrollment Verifications

Career and Program Information

>

| P YRS PR . | LB

"

‘ T'T Back \ \ Next [
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NavBar: Main Menu n

..!-!.
1O

Recent Places

w

My Favorites

Click Quick Enroll a Student. :

ﬂ Enroll Students ﬂ

Block Enrollment

e

Quick Enroll SligkBaent ‘

Quick Admit a Student
Student Milestones

Student OEE Enroliment Data
Enroliment

Enrollment Request

= Back =% Next
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¢ Home Quick Enroll a Student /‘\ Q {} —

New Window | Help
Quick Enroll a Student

Find an Existing Value Add a New Value

|I[J: |h1111ﬁtk Box QI
Academic Career. Q
Academic Institution: UFLOR |Gy,
Term: Q

Add

e ———————————

On the Add New Value tab,
enter the student's UFID in the
ID field.

Find an Existing Value | Add a New Value

Click the ID field.

Back Next
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{ Home

Quick Enroll a Student

Find an Existing Value Add a New Value

1D: 11111111 Q
Academic Career: |Lﬂtk Bax |
Academic Institution: UFLOR |Gy

Term: [}

Add

Find an Existing Value | Add a New Value

Quick Enroll a Student

e ———————————

Now, enter the appropriate
career in the Academic
Career field.

Click the Academic Career
field.

A QO E

New Window | Help

Back Next
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< Home

ID:
Academic Career.
Academic Institution: UFLOR |(Q

Quick Enroll a Student

Find an Existing Value Add a New Value

11111111 e}
UGRD|Q

Term:

| doreos, |

Add

Find an Existing Value | Add a New Value

Quick Enroll a Student

M

Finally, enter the appropriate
term in the Term field.

Click the Term field.

Back

A QO =

New Window | Help

Next
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{ Home

Quick Enroll a Student

ID: 11111111

| cieceox

Find an Existing Value Add a New Value

Q

Academic Career.  |UGRD |
Academic Institution: UFLOR |Q
Term: 2188 |Q

Find an Existing Value | Add a New Value

Quick Enroll a Student

M

Click the Add button.

A Q=

Back

New Window | Help

Next
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<{ Home

Quick Enroliment

Request ID 0000000000  Jason Grimes

Career Undergrad

Action
# =] [Enol v
Go fo View Enroliment Access

Student Services Center

[5] save ||[=] Motify

Quick Enroll a Student

ID 11111111
Institution UFLOR Term Fall 2018

Class Enrollment || Units and Grade || Other Class Info || General Overrides Class Overrides

Class Nbr Section Related 1
Click -
14483 Q Pending Q

e ————————
Enter the class number in the Class
Nbr field or click the Look up icon

(magnifying glass) to search for the
course if class number is unknown.

You can press the Tab key to see the
course code populate.

Click the Class Nbr field to continue.

a =
A QO =

New Window | Help | Personalize Page
Submit

Related 2

Q

Withdrawal

Rdd || ] Update/Display

Back Next
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< Quick Enroll Quick Enroll a Student A QO =

New Window | Help | Personalize Pagd

Quick Enroliment

Request ID 0204300343  Jason Grimes ID 1111111

Career Undergrad Institution UFLOR Term Fall 2018 Chick Box

Class Enrollment || Units and Grade || Other Class Info || General Overrides Class Overrides
Class

*Action Nbr Section Related 1 Related 2
[#] [=] Enroll 14483 @, ABE 2012C 0127  Pending
Click the Submit button.
Gofo View Enroliment Access Enr L Term/Session Withdrawal
Student Services Center Calculate Tuition Study List
[5] Save ||[@ Returnto Search ||[=] Motify Bl Add Update/Display

Back Next
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< Quick Enroll

Quick Enroliment

RequestID 0204300343  Jason Grimes

Career Undergrad

Class Enroliment Units and Grade
*Action

[#] [=] Enroll

Goto View Enroliment Access
Student Services Center
Save ||[oh Returnto Search | |[Z] Notify

Other Class Info

Quick Enroll a Student

A QO =

New Window | Help | Personalize Pagd

ID 11111111
Institution UFLOR Term Fall 2018 Submit
General Qverrides || Class Overrides
S Section Related1  Related2
14483 Q ABE 2012C 0127 |

Note the status has now changed
from Pending o Messages.

n Withdrawal
Click the Messages link fo view the
messages and ensure the enrollment

Add
was processed successfully. —

Update/Display

Note: When you see the Messages
link, this means that the Action was
processed successfully.

Back Next
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< Quick Enroll

Enroliment Message Log

ID
Enroliment Request ID

Academic Career

Academic Institution

Term

Seq #
Enroliment Request Action

Message Severity

Message Text

Retum

A QO =

New Window | Help | Personalize Pags

Quick Enroll a Student

11111 Jason Grimes
0204300349

Undergraduate

University of Florida

Fall 2018

1 Class Nbr 14483 ABE 2012C Section 0127 Intro Biological Eng

Enroll

Message

The Requirement Designation Options was set to YES' by the enroliment process. (14640,141)

_

Here, you can view the messages
associated with this action.

Click the Next bufton to continue.

Back Next
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myUFL Student Information System Quick Envol

Enfling
OURO003: The Registration Process m [?;’%E%‘g

Dropping a Course
Let's switch gears

Once you have searched for the student and are on |and talk about how
the Quick Enroll page: to drop a student

from a course.

Select Drop from the Action dropdown menu.

Next, in the Class Nbr field, enter the class
number or click the magnifying glass to see
the student's enrolled classes. Be sure fo
check the box next to the necessary class!

o Click Submit and, as always, check for
any errors.

UF | myUFL

Dropping a Course

Once you have searched for the student and are on the Quick Enroll page:
Select Drop from the Action dropdown menu.
Next, in the Class Nbr field, enter the class number or click the magnifying glass to
see the student’s enrolled classes. Be sure to check the box next to the necessary

class!

Click Submit and, as always, check for [1any errors.

Let’s switch gears and talk about how to drop a student from a course.
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myUFL Student Information System uick Envol

o GliokBox | | E

OURO003: The Registration Process ' ; e Dropping Reques

Dropping a Course

Let’s practice dropping a course together!

Click the simulation icon to get started.

_— Click Box

Quick Enroll a
Student - Drop

(L

Dropping a Course
Let's practice dropping a course together!

Click the simulation icon to get started.
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o
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o

o

o

=1

o

=1

o

o o

o o o o

Top Page

New User Help

UF News

Top Stories
UNIVERSITY of FLORIDA

Staff Page Custom Page

+]

O

Mo articles currently available

View Al Adicles and Sections

(4]
£
4

Innovation Hub and Warrington College of Business
Provide Space for Women's Collaboratory and Gator
Accelerator

Deep brain stimulation shows promise for select
Tourette patients in new UF-led worldwide registry
Our most-read stories of 2017

UF ranks Mo. 2 on Kiplinger Best College Values list
for 2018

Florida consumer sentiment broke records in 2017
despite a downturn in December

17 inspiring people we met in 2017

Qur weirdest stories of 2017

Certain hooks can increase infant learning during
shared reading. study shows

University of Florida climbs to 14th among public
universities with $791 million in research expendifures
Rosy outlook on future ecomomic conditions pushes
Florida consumer sentiment index up in November
Virtual reality for social good

Protecting "The heartheat of the Amazon”

Florida consumer sentiment continues downward slide
in Gctober

Check out our spookiest stories, if you dare

Checl out our spookiest stories if you dars

Is everything you learned about Columbus wrong?

Florida consumer sentiment continues downward in
Dopiambar

(]

Staff News - 54

No articles currently available

View All Aricles and Sections

M

Click the NavBar icon.

Personalize Content | Layout ? Help

Back Next
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NavBar

Click Main Menu.
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NavBar: Main Menu O
il Help 3
L}
1%
Recent Places Local Interest 3
* Quick Links N
My Favorites Search ,
: Financials 3
Click Student Information System.
“ | Human Resources >

Student Inforrfi#@A*System >

‘ MyUFMarket Admin >

‘ Ac1 Back ‘bystw Next T
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NavBar: Main Menu

Recent Places

oS

My Favorites

Click Records and Enrollment.

ﬂ Student Information Sy... ﬂ

University of Florida Utility 5
Self Service 3
Campus Community 5
Student Recruiting 3
Student Admissions b I
Records and ElitkBient 3
UFIC Study Abroad >

“™Back ®™™ Next

Page 49 of 86



Adobe Captivate Tuesday, December 17, 2019

Slide 53 - Slide 53

NavBar: Main Menu n

- ﬂ Records and Enroliment ﬂ

n
&)
Sl Enroll Studentick Box 3
' Student Term Information by

My Favorites Career and Program Information

E Enroliment Summaries >
Click Enroll Students. :
Main Menu

Term Processing b
Enroliment Reporting b L
‘ Enrollment Verifications 3
! T'j Back .~ Next |

| P, WL PR | L na "
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NavBar: Main Menu n

..!-!.
&,

Recent Places

oS

My Favorites

Click Quick Enroll a Student. [

ﬂ Enroll Students ﬂ

Block Enrollment

'

Quick Enroll Sligt@®ent ‘

Quick Admit a Student
Student Milestones

Student OEE Enrollment Data
Enrollment

Enroliment Request

= Back [~ Next

AN i = Il "
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¢ Home Quick Enroll a Student /ﬁ\ Q {} —

New Window | Help
Quick Enroll a Student

Find an Existing Value Add a New Value

ID: 111Gk Box h |

Academic Career. Q

Academic Institution: UFLOR |3,

Term: Q

Add
)

On the Add New Value fab,

Find an Existing Value | Add a New Value enter the student's UFID in the
ID field.

Click the ID field.

Back Next
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< Home

Quick Enroll a Student

1D0: 1111111

Find an Existing Value Add a New Value

L Q

Academic Career: [|ucro |

a

Term:

Add

Find an Existing Value | Add

Academic Institution: UFLOR |Gy,

Q

a New Value

Quick Enroll a Student

e ———————————

Now, enter the appropriate
career in the Academic
Career field.

Click the Academic Career
field.

A QO =

Back

New Window | Help

Next
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¢ Home

Quick Enroll a Student

Find an Existing Value || Add a New Value

ID: 1111111 Q
Academic Career:  |UGRD |Q
Academic Institution: UFLOR |G
Term: ke |q]

Add

Find an Existing Value | Add a New Value

Quick Enroll a Student

M

Finally, enter the appropriate
term in the Term field.

Click the Term field.

A QO =

New Window | Help

Back Next
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<{ ome

Quick Enroll a Student

Find an Existing Value Add a New Value

D: 1111111 Q
Academic Career:  UGRD|Q
Academic Institution: UFLOR |G

Term: 2188 |Q

CligkiBox

Find an Existing Value | Add a New Value

Quick Enroll a Student

M

Click the Add button.

A QO =

New Window | Help

Back Next
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< ome Quick Enroll a Student
Quick Enrollment
RequestID 0000000000  Jason Grimes ID 11111111
Career Undergrad Institution UFLOR Term Fall 2018 Submit
Class Enroliment Units and Grade Qther Class Info General Overrides Class Overrides
*Action Clazs Nbr Section Related 1 Related 2
= = lEnron Click Box v Q Pending Q Q
_
Note the Action menu
Gofo View Enroliment Access defaults 1o Enroll. ession Withdrawal
Student Services Center ist
Click the dropdown Action E, Add

[5) save ||[] Motify

J| Update/Display

A QO =

New Window | Help | Personalize Page

menu to view other options.

Back Next
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{ ome

Quick Enroliment

Request ID 0000000000  Jason Grimes

Change Grade
et

Drop Click Box

Quick Enroll a Student

ID 11mm

Career Undergrad Institution UFLOR Term Fall 2018 Submit
Class Enrolliment Units and Grade Other Class Info General Overrides Class Overrides
*Action Class Nbr Section Related 1 Related 2
[+ [=] £Enroil M Q Pending Q Q
Add Grade

TOD 10 VVan LISt

Mormal Maintenance
Remove Grade
Swap Courses

Student Services Center

Goto

[5) save ||[=] Motify

M

Select Drop from the
dropdown menu.

ession Withdrawal

ist

Eh Add

A QO =

New Window | Help | Personalize Page

] Update/Display

Back Next
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< ome

Quick Enroliment

RequestID (0000000000
Career Undergrad

Class Enroliment Units and Grade

*Action

[#] [=] [prop

Go fo View Enroliment Access

Student Services Center

[5]save ||[=] Motify

Jason Grimes

Other Class Info

Quick Enroll a Student

1D 1111111

Institution UFLOR Term Fall 2013
General Overrides || Class Overrides
Clags Nbr Section Related

B

Pending

M

Click the Look up icon in the
Class Nbr field.

A QO =

New Window | Help | Personalize Page

Submit

1

Related 2

ession Withdrawal

ist

El Add

7| Update/Display

Back Next
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< uick Enroll

Enroliment Listing

Enrollment Request
Enroliment Listing
Request 1D 0000000000

Career Undergrad

Enrollment List

% Subject Catalog
4 ABE 2012C
Lecture

Intro Biological Engr

ACG 2021

Lectura

Intro Finan Accountng
Return

Section
0127

02DG

Quick Enroll a Student

Jason Grimes

Institution UFLOR

Unit Taken Class Nbr Status
3.00 14483 Enrolled

Click the check box next to
the appropriate class.

Note: It may appear that the
box is already checked but
it is not. You must click the
check box to return to the
Quick Enroll a Student page
and complete the request.

A QO =

New Window | Help | Personalize Page

ID 11111111

Term Fall 2018

Reason

Enrolled

Enrolled

Grading Basis
Letter Grd

Letter Grd

Back

Find
Grade

Next

First '

Sessi

Regu
Sesgi

Regu
Sessi
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< uick Enroll Quick Enroll a Student ﬁ Q Q =

New Window | Help | Personalize Page

Quick Enrollment

RequestID 0000000000  Jason Grimes ID 11111111

Career Undergrad Institution UFLOR Term Fall 2018 Click Biix ||

Class Enrollment || Units and Grade || Other Class Info || General Overrides || Class Overrides

Class

* Action Nbr Section Related 1 Related 2
[#] [=] [Drop v 14433 @ ABE 2012C 0127 Pending
[ —————————
On the next page, you can
_ see that the course o
Goto View Enrollment Access z 5 . ssion Withdrawal
_ information populated into
Student Services Center 5 st
the fields.
[5] save ||[=] Notify [E: Add || 5 Update/Display
Click the Submit button to
process the drop request.

Back Next
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< uick Enroll

Quick Enroll a Student

Quick Enrollment

RequestID 0204300365  Jason Grimes

Career Undergrad

Class Enroliment Units and Grade
* Action

[+] [=] Drop

Goto View Enroliment Access
Student Services Center
[5]save ||[h Returnto Search ||[=] Motify

Other Class Info

ID 11111

New Window | Help | Personalize Pags

Institution UFLOR Term Fall 2012 Submit
General Overrides || Class Overrides
ﬁ'tfrss Section Related1  Related2
14483 Q ABE 2012C 0127 Success
[ ———————————————————————
Nofe that the status has changed
from Pending fo Success. e
Click the Next button to continue. |44 UpdateDispiay

Back Next
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myUFL Student Information System Quick Ervol

ErfilingE
OURO003: The Registration Process Overv'lev: Sﬁgﬁ‘g

Knowledge Check!

Let's test our knowledge and see what
we've learned so far about enrolling in
and dropping courses!

=

UF | myUFL

Knowledge Check!

Let’s test our knowledge and see what we've learned so far about enrolling in and dropping
courses!
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myUFL Student Information System Quick Envol

ErfiolingE
OURO003: The Registration Process m [glc%g%‘g

Knowledge Check!

When dropping a course, if you click on the
magnifying glass G next to Class Nbr, you will
need to check the box next to the class in
question, as it may appear to already be
checked, but it is not.

TRUE  FALSE

UF (L

Knowledge Check!

When dropping a course, if you click on the magnifying glass next to Class Nbr, you will need
to check the box next to the class in question, as it may appear to already be checked, but it
is not.

Page 63 of 86



Adobe Captivate

Tuesday, December 17, 2019

Slide 67 - M3

myUFL Student Information System

OURO003: The Registration Process

3 4

Guick Enrall :
ohrbdent | | EeiediBgkE:
Overview Dropping

Knowledge Check!

UF myUFL

What must you always do after you enroll a
student in or drop a course?

Check for errors
Manually update the transcript

Manually remove the student from Canvas

Knowledge Check!

What must you always do after you enroll a student in or drop a course?
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myUFL Student Information System quckemol (| ¢

OURO003: The Registration Process petipp Dropping

(uick Enroll a Student Resources

Additional Quick Enroll a Student simulations and instruction guides can be found
on the Registration toolkii.

Simulations Instruction Guides
« Enroll » Enroll
« Drop « Drop
+ Closed Class Override + Closed Class Override
» Permission Override + Permission Override
« Requisites Overmride « Requisites Overide

Time Conflict Override
Unif Load Override
Unit Taken Override

Time Conflict Override
Unit Load Override
Unit Taken Override

UF | myUFL

Quick Enroll a Student Resources

Additional Quick Enroll a Student simulations and instruction guides can be found on the
Registration toolkit.

Simulations Instruction Guides
Enroll Enroll

Drop Drop

Closed Class Override Closed Class Override
Permission Override Permission Override
Requisites Override Requisites Override
Time Conflict Override Time Conflict Override
Unit Load Override Unit Load Override
Unit Taken Override Unit Taken Override
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myUFL Student Information System quikemol || ey

OURO003: The Registration Process Overv'lev: Dropping

1) Module 5: Enrollment Request

Objectives

Upon completion of this module, you will be able to:
 Drop a course for a student on the Enrollment Request Page
« Enroll a student in a course on the Enroliment Request Page

+ View your Operator Enrollment Access

UF  myUFL

Enrolliment

Request

(L

Module 5: Enroliment Request
Objectives
Upon completion of this module, you will be able to:

* Drop a course for a student on the Enrollment Request Page

Slide 1 of 10
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myUFL Student Information System Quick Encol

OURO003: The Registration Process Overv'lew'r

Eflingy
Dropping

Navigation

Use the following navigation to get to the Quick Enroll a Student page.

Always begin by clicking the NavBar Icon E in the upper right corner of myUFL.

Records & Enroll Enroliment
Enroliment Students Request /

UF  myUFL EE

Navigation

Use the following navigation to get to the Quick Enroll a Student page.

Always begin by clicking the NavBar Icon in the upper right corner of myUFL.

Main Menu

Records & Enroliment
Student Information System
Enroll Students

Enroliment Request

Slide 2 of 10
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myUFL Student Information System quckemol (| ¢

OURO003: The Registration Process - m Dropping

Side 3of 10 |
Enroliment Request allows you to
EHI’D”ITIEHt RE[IU ESt do the same actions as Quick Enroll

a Student.
The actions that are available on the Enrollment Request page are
Drop and Enroll actions. The biggest difference is that all
details on the Enrollment Request
page are presented on one page,
rather than multiple tabs.

Vel

Enrollment Request Details

Sequence Nbr ! Pending
*Action [Enrol ¥

Add Grade

Change Grade

Change Wait List Position

Drop |

Drop to Wait List

Mormal Maintenance O
Remove Grade Tk
Swap Courses Q

(L

UF | myUFL

Enroliment Request
The actions that are available on the Enrollment Request page are Drop and Enroll
actions.

Enroliment Request allows you to do the same actions as Quick Enroll a Student.

The biggest difference is that all details on the Enrollment Request page are presented on one
page, rather than multiple tabs.

Slide 3 of 10
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myUFL Student Information System quckemol (| ¢

OURO003: The Registration Process m Dropping

Enrollment Request

You may see ofher actions in the dropdown menu but UF is hot using
some of those actions. For example: Change Wait List Position, Drop to
Wait List, Normal Maintenance, and Swap Coutrses.

You will hot have daccess to add, change, or remove grades. If you select
any of those options you will receive an error.

—

Enrollment Request Details

sequence Nor Pending
*Action | Enroll v i

Add Grade

Change Grade

Change Wait List Position —"
Drop by S
Drop to Wait List o~

Q
Mormal Maintenance
Remove Grade
Swap Courses aQ

UF | myUFL

Enroliment Request

You may see other actions in the dropdown menu but UF is not using some of those actions.
For example: Change Wait List Position, Drop to Wait List, Normal Maintenance, and Swap
Courses.

You will not have access to add, change, or remove grades. If you select any of those options
you will receive an error.
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myUFL Student Information System Quick Envol

Enfling
OURO003: The Registration Process Overv'lev: [gcﬁ;ég%g

@ View your Operator Enrollment Access

You can view your Operafor Enrollment Access by Click the Operator
clicking the View your Operator Enrollment Enroliment Access link.
Access link.

You can also view your

This list displays all the enroliment functions, as well gnJ%m?]?&?g g%ségrqtthe

as the time periods for which you can perform page.
these actions.

Enroliment Request

1111 Jason Grimes University of Florida
Undergraduate Agricultural and Life Sciences Fall 2017
Enrollment Request ID 0000000000 status Pending | Submi
User ID 07542010 Operator EfickBont Access ||

UF (L

View your Operator Enroliment Access

You can view your Operator Enrollment Access by clicking the View your Operator Enroliment
Access link.

This list displays all the enrollment functions, as well as the time periods for which you can
perform these actions.

Click the Operator Enroliment Access link.

You can also view your Enrollment Access on the Quick Enroll a Student page.
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View your Operator Enrollment Access

To the right is an example of what your

Operator Enrollment Access page
may look like. UsarID 97542010

Enrollment Access ID ~uUl1 ~ull Class FRoclimant Arcess

Access to Enrollment Functions

Enrollmznt Access Group:

Enrollmant Function Time Period

Enroll
Cnroll W/ Permission
Diup
Nrop W/ Permissinn
Grade Basis Change
Unit Change
WaltLIst Changes
(3rade Add
Grade Change
Repeat Coding

" Refur

UF myUFL

View your Operator Enroliment Access

To the right is an example of what your Operator Enroliment Access page may look like.

Page 71 of 86



Adobe Captivate Tuesday, December 17, 2019

Slide 76 - M5

myUFL Student Information System Quick Envol

ErfilingE
OURO003: The Registration Process m [ﬁ%gﬁ{g

Errors

Another benefit of the Enrollment Request page is if an error occurs during
the action you are performing, the error will display at the bottom of the
page. You do not need fo navigate anywhere else in the system to see the
error. At the top of the page, you will see the error notification.

Enroliment Request

1111111 Jason Grimes University of Florida
Undergraduate Agricultural and Life Sciences Fall 2017
Submit
Enroliment Request ID 0027900029 Status Errors Found
UserID 07542010 Operator Enrollment Access

UF  myur (L

Errors

Another benefit of the Enrollment Request page is if an error occurs during the action you are
performing, the error will display at the bottom of the page. You do not need to navigate
anywhere else in the system to see the error. At the top of the page, you will see the error
nofification.
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Errars

Simply scroll down to the boftom of the Enrollment Request page to view
the Error Message.

Error Messages

Message Sequence 1 Error Last Update DateTime 01/26/18 12:1519PM
Department Consent Requirad to Enroll in Class, Add Not Processed. (14640,38)

Consent is needed to enroll in the class. The add transaction was not processed.

Please note, the Class Permission Override is not available on the Enrollment Request page.

UF (L

Errors

Simply scroll down to the bottom of the Enrollment Request page to view the Error Message.

Please note, the Class Permission Override is not available on the Enroliment Request page.
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Knowledge Check

The primary difference between the Quick Enroll a
Student page and the Enrollment Request page is
that all of the details are presented on one page
with Enrollment Request.

TRUE  FALSE

UF (L

Knowledge Check

The primary difference between the Quick Enroll a Student page and the Enrollment Request
page is that all of the details are presented on one page with Enrollment Request.
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Enrollment Request Resources

Additional Enrollment Request simulations and instruction guides can be found on the
Registration foolkii.

Simulations Instruction Guides
» Enroll « Enroll
« Drop » Drop
+ Closed Class Override + Closed Class Override
» Permission Override » Permission Override
« Requisites Override « Requisites Override

Time Conflict Override
Unit Load Override
Unif Taken Override

UF  myUFL EE

Enroliment Request Resources

Time Conflict Override
Unif Load Override
Unif Taken Override

Additional Enrollment Request simulations and instruction guides can be found on the
Reqistration toolkit.

Simulations Instruction Guides
Enroll Enroll
Drop Drop

Closed Class Override
Permission Override
Requisites Override
Time Conflict Override

Unit Load Override
Unit Taken Override

Closed Class Override
Permission Override
Requisites Override
Time Conflict Override
Unit Load Override
Unit Taken Override
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1) Madule B: Errar Messages and Dther Resources

Obijectives

+ Recognize the purpose of each error message
+ Resolve the error message with the appropriate override

UF (L

Module é: Error Messages and Other Resources

Objectives

e Recognize the purpose of each error message
* Resolve the error message with the appropriate override
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Error Messages

When attempting to enroll a student info a course, you may see an error message. In most
cases, these errors can be resolved by using the overides mentioned in module 2. The
following slides go over these error messages and which override to use to resolve the error.

L »c

If you encounter an error message not mentioned in the following slides, contact the
Office of the University Registrar.

-

-
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Error Messages

When attempting to enroll a student into a course, you may see an error message. In most
cases, these errors can be resolved by using the overrides mentioned in module 2. The
following slides go over these error messages and which override to use to resolve the error.

If you encounter an error message not mentioned in the following slides, contact the Office of
the University Registrar.

Slide 2 of 11
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Closed Class Override
What it looks like
Not Enrolled, Class 19673 Full. (14640,7)
The requested enroliment add was not proceszed. The enroliment limit for the specified class has been reached.
If available, choose the Waitlist Ok option and resubmit the request.
How to resolve it Toolkit Resources
Closed Class Override
cosedcmss | Allows for a class to be put on the D D
w5 student’s schedule even if the _ _
"""" class is full (this will only allow up fo s picenss
5% over the room capacify) Quick Enroll a Student | Enrollment Request
¥} Closed Class Closed Class Overide Closed Class
"""" Simulation Overide Simulation
UF  myUFL E E

Closed Class Override
What it looks like
How to resolve it

Allows for a class to be put on the student’s schedule even if the class is full (this will only allow
up to 5% over the room capacity)

Closed Class Override

Toolkit Resources

Quick Enroll a Student

Closed Class Override Simulation
Enroliment Request

Closed Class Override Simulation
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Class Permission (verride
What it looks like
Department Consent Required to Enroll in Class, Add Not Processed. (14640,38)
Consent is needed to enroll in the class. The add transaction was not processed.
How to resolve it Toolkit Resources
Class Permission Override
Class Permission Allows for a class fo be put on D D
W the student's schedule even if _ :
the class is departmentally W— M—
o 5 i i Quick Enroll o Student| Enrollment Request
2 Hemisdon j CONTTOl€{THI OYemde Class Permission Class Penniss(.:i‘on
appears as Permissions on the Override Simulation Overide Simulation
Enrollment Request page,
rather than Class Permissions)
UF | myUFL E E

Class Permission Override

What it looks like
How to resolve it

Allows for a class to be put on the student’s schedule even if the class is departmentally
conftrolled (this override appears as Permissions on the Enrollment Request page, rather than
Class Permissions)

Class Permission Override

Toolkit Resources

Quick Enroll a Student

Class Permission Override Simulation
Enroliment Request

Class Permission Override Simulation
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