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Quick Enrol by Adviser 

 
Navigation:  Main Menu> Self Service>Adviser Center>My Advisees 
 
 (Alternative: click on the My Advisees shortcut) 
 

 
 
 

 
 

Shortcut Link 
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Step Action 

1. Click the academics tab. 

 

 
 

Step Action 

2. To choose the target student, Click the Change Advisee drop-down arrow and select 
the relevant name on the list. 
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Step Action 

3. Click the Change button. 

 

 
 

Step Action 

4. Scroll down to view the Classes section 
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Step Action 

5. Click the Quick Enrollment link. 

 

 
 

Step Action 

6. To choose the Number for the class the student is to be enrolled on, click the Look-up 
icon beside Class Nbr. 
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Step Action 

7. Choose the relevant Course Subject, e.g. Nursing and Healthcare 

 

8. Choose the relevant Course Career, e.g. Undergraduate. 

 

9. Click the Search button. 

 

 
 

 
 

 
 

Step Action 

10. Click the OK button. 
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Step Action 

11. Click the View All Sections link to reveal all the available times for the chosen Class. 

 

 

 
 

Step Action 

12. Scroll to view the available times 

13. Click the Select Class button.  Note that the system is directing you to choose a 
Lecture first. 
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Step Action 

14. To enrol on related classes click the Look up icon for Related 1. 

 
 
Select the appropriate class from the look up list, e.g. 4158 
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Step Action 

15. Click the Submit button. 

 

 
In the live environment, the process is likely to end here.  However, for the pre-live period we are 
attempting to enrol on classes before they are open for enrolment and will receive error messages 
because of that. 
 

 
 

Step Action 

16. Click the Errors link to find out more. 

 
 
In this case, we will have to set some system overrides to correct the error.  
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Step Action 

17. Click the Return button. 

 

18. Click the General Overrides tab. 
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Step Action 

19. Check  the Appointment box, and the Action Date box 

 

 
 

Step Action 

20. Click the Submit button. 

 
 
In some cases this enrollment will be accepted, however in the case below, another 
problem has been identified 

 
 

Step Action 

21. Click the Errors link to find out more. 
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This time the error relates to a clash of time scheduling regarding the two classes chosen.  A different 
Related class is required 
 

 
Step Action 

22. Click the Return button. 

 

 
 

Step Action 

23. Click the Look up for Related 1 to choose a different class.   
e.g Related Class Number 4171 
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Step Action 

24. Click the Submit button. 

 

 
The third possible error type, as shown below, will be displayed if there is a requirement for a second 
related class and this has not been chosen. 
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Step Action 

25. Click the Errors link to find out more. 

 

 
 

Step Action 

26. Click the Return button. 
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Step Action 

27. Click the Look up for Related 2 to choose a different class.   
e.g Related Class Number 4173 

 

 
 

 
 

Step Action 

28. Click the Submit button. 
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Step Action 

29. Click the Save button. 

 
 
We can now see that enrolment has been successful. 

 

 

 

Step Action 

30.  
End of Procedure. 

 


