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Job Aid, Quick Enrol by Adviser

University
of Glasgow

Step Action

1. Click the academics tab.

Favn'rites Mam'Menu > Self Service > Advisor Center > My Advisees
-~
Ruth Fletcher =
[y wvsces | sueniconter | genciamre | oo D
Advisee Academics
Jennifer Reid
“Change Advisee |Reid Jannifer caral ~| _change
Institution / Career f Program edit program data
GLEGW - University of Glazgow Program: zi0z Bachelor of Nursing =
UG - Undergraduate Student Career Nbr: 0
" 2102 - Bachelor of Nursia Status: Active a5 of 13/06/2011
Admit Term: 2011 Acadernic Year 2011-12
Expected Graduation:
Approved Load: Full-Tirme
Load Determination: Base On Units
Level Determination: Base On Units
No access to Plan data
Term Summary il ki |
GLEGW - University of Glasgow Term Setup
UG - Underaraduste Eligible to Enroll:
2017 - Academic Year 2011-12 N
Primary Program: 2102 Bachelar of Nursing
Academic Standing Status: Data unzvailable
v
& Lacal intranet Fa v ®aoow -

Step

Action

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

Fawvorites

Ruth Fletcher

Man Menu > SEIngM:e > Adwsoerenter > My Advisees

Advisor Center

Advisee Academics

[y sowzcen | sttentconter | —generarrre | o]

Jennifer Reid

#Change Advisee |Reid,Jennifer Carol

Di Loreto,Francesca
McMahan,Emma Louise
Rseside,Joanns Dawn
Reid,Jennifer Carol

Institution /

GLSGW - University of Glasgow
UG - Undergraduate
2102 - Bachelor of Wursing

Term Summary

GLEGW - University of Glasgaw
UG - Undergradusts
2017 - Academic Year 2011-12

IS
academics |
v| change
edit program data |
Program: 2102 Bachelor of Nursing =
Student Career Nbr: ]
Status: Active as of 13/06/2011
Admit Term: z2011 Academic Year 2011-12
Expected Graduation:
Approved Load: Full-Tirme
Load Determination: Base On Units
Level Determination:  Base On Units
No access to Plan data ‘
edit term data |

Term Setup
Eligible to Enroll:
Primary Program: 2102 Bachelor of Nursing
Academic Standing Status: Data unavailable

v
J Local intranet fa v o <
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Quick Enrol by Adviser, Job Aid

Action

3. Click the Change button.

@‘ },Inj\'c:rsit::

of Gla

Favn'rites Mam'Menu > Self Service > Advisor Center > My Advisees
-~
Ruth Fletcher 1
[y wvsees | sueniconter | —genciamre | e e D
Advisee Academics
Roseann Rogers
*Change Advisee change
Institution / Career f Program edit program data
GLEGW - University of Glazgow Program: 2102 Bachelor of Nursing |
UG - Undergraduate Student Career Nb o
" 2102 - Bachelor of Nursia Status: Active a5 of 13/06/2011
Admit Term: 2011 Acadernic Year 2011-12
Expected Graduation:
Approved Load: Full-Tirme
Load Determination: Base On Units
Level Determination: Base On Units
No access to Plan data
Term Summary il ki |
GLEGW - University of Glasgow Term Setup
UG - Underaraduste Eligible to Enroll:
2017 - Academic Year 2011-12 N
Primary Program: 2102 Bachelar of Nursing
Academic Standing Status: Data unzvailable
v
Done & Lacal intranet i - 100% -

Action

4, Scroll down to view the Classes section

Favorites  Main Menu > Self Service > Advisor Center > My Advisees
Ui - Dnaergraouate Fligible to Enralls 2
2011 - Academic Year 2011-12 B
Primary Progra 2102 Bachelor of Mursing
Academic Standing Status: Data unavailable
¥ Level / Load
Academic Level - Projected: 1stYear
Academic Level - Term Start: 1st Year
Academic Level - Term End: 1st Year
Approved Academic Load: Full-Tirme
danaic 1oad: Mo Linit 1 oad
¥ Classes
Ho classes for this tarm,
Quick Enrollment
¥ statistics
Combined
Academic Year 2011-12 Term
Total
Units Toward GPA:
Tsken
Passad
In Progress
Units Not for GPA:
Taken
Passed |
In Pragress
GPA calculation
Total Grade Points
/ Units Taken Toward GPA
=cpa
~
avascriptisubmitAction_winO{document, wind, DERIVED_SCC_XFR_QUICK_EMRL_LINK'); & Local intranet £ - -
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Job Aid, Quick Enrol by Adviser

University
of Glasgow

Step Action

5. Click the Quick Enrollment link.
|guick Enrc\llmenﬁ

Favorites  Main Merw > Se\f5§rV|ce » Adwsor}enter 3 My Advisees

Quick Enrollment

RequestIlx 0000000000 Roseann Rogers [[1H 1102601

Career: [le) Institution: 110G Term: 201112 Submit

Units and Grade Cther Class Info General Overrides Class Overrides

'Action Class Hbr Section Related 1 Related 2

B B Ew v a a

Goto Wiew Enrollment Access Calculate Tuition StudyList  Enrollment Appaintments — Term/Session yithdrawal

B save Matity (S UpdiatesDisplay

ENewWindow 7 Help [ Customize Page B bt

e

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.

Favorites  Main Menu > SEIngrw:e 3 AdVISUerEHtEr > My Advisees

Quick Enrollment

Enter Search Criteria

Select at least 2 search criteria. Click Search to view your search results,

Course Subject [
Course Nurber
Coure carner

Show Open Classes Only

]

[ show 0pen Entry /Exit tlasses Only

Use Additional Search Criteria to narow your search results,

[ additional search triteria ‘

Return to Quick Enrollment CLEAR CRITERIA | SEARCH

Done

& Local intranet

-

#,100%

Page 4

Date Created: 6/28/2011 8:42:00 AM



University Quick Enrol by Adviser, Job Aid
of Glasgow

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.

SEARCH

@ University

+, of Glasgow

o

Favarites © Main Menu > Self Service > Advisor Center > My Advisees

Home

Quick Enrollment

Enter Search Criteria

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

Courss Subject [ Mursing and Healthcare 2

Course Number | iz exactly V|

Course Carear

show Open tlasses Only

[] show Dpen Entry /Exit tlasses Only

Use Additional Search Criteria to narrow vour search results,

[ Additional Search Criteria |

Feturn to Quick Enrollment CLEAR CRITERIA SEARCH |

Home | Perfor

Favorites © MainMenu > Self Service > Advisor Center > My Advisees

Quick Enrollment

?

4 Your search will return over 50 classes, would you like to continue?

OK Cancel

Step Action

10. Click the OK button.
OK
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University
of Glasgow

Step

Action

11.

View All Sections|

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

U > Self Servic
-

> My Advisees

Quick Enrollment

Search Results

When available, click Wiew All Sections to see all sections of the course.

The following classes match your search criteria Course Subject: Nursing and Healthcare, Course
Career: Undergraduate, Show Open Classes Only: Yes

Beturn to Quick Enrollment START & NEW SEARCH

@ ] A

¥ NURSING 1001 - Bachelor Of Nursing - 15t Year

View All Sections
I

Section CLOL-CLN(4155] Status
Session 512
Days & Times Room Instructor ‘Meeﬁng Dates
Tu09130-13100 | TBA staff igﬁgﬁgﬂ )
Section CLOZ-CLW{4171 Status .
Session 512
Days & Times |Rnnm Instructor ‘Meeting Dates
TBA TBA Staff TBA

Step

Action

12.

Scroll to view the available times

13.

Click the Select Class button. Note that the system
Lecture first.

is directing you to choose a

Favorites | Main Menu > Self Service > Advisar Center > My Advisees
~
Vi 3 Fi.-stn 1-11 of lluLast
Section ADO1-ADM(4157 status @
Session 512
Days & Times ‘ Raom ‘ Instructor ‘ Meeting Datas ‘
19/09/2011 -
Tea TBA Staff e =
Section CLO1-CLH[4158) status @
Session §1%
Days & Times Room Instructor ‘ Meeting Datas
a0 - 13 18/10/2011 -
Tu 09:30 - 13:00 TBA Staff Tefioraniy
Saction CLOZ-CLM(4171] status @
Session 512
Days & Times Room Instructor ‘ Meeting Dates
TBA TBA Staff TBA
Saction CLOZ-CLH(4173) status @
Session 512
Days & Times Raom Instructor ‘ Meeting Datas ‘
19/09/2011 -
TBA TeA staff e =
Section LCD1-LEC(4159] Status (] select class
Session 512
Days & Times |Raom Instructor |Meeting Dates |
MaTuThFr 09:00 - 19/0%/2011 -
16:00 et S 03/06/2012
Section TUOL-TUT(4160) status @
Session §1%
Days & Times Room Instructor ‘ Meeting Dates
I 14/11/2011 -
Mo 10:00 - 11,00 |TBA Staff o ool 4
avascriptisubmiAction_wind(document. wind, CLASS_SRCH_WRKZ_55R_PE_SELECT$4"); & Local intranet d5 v Bioow -
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University Quick Enrol by Adviser, Job Aid

Favorites | ManMenu > Self Service > Acwlsor Center > My Advisees

B Wew Window ? Help E,)CustnmizePage hﬂp

=]

Quick Enroliment
Request ID: 0000000000 Rioseann Rogers ID: 1102601
Career: UG Institution:  1J0OG Term:  2011-12 - Submit

Units and Grade Cther Class Info General Overrides Clazs Overtides

*Action Class Section Academit — povedq  Retatea?
Hbr Program

Bl [evol v [#158 Q NURSNG1OOU  LCO1  Pending 2102 Q

Goto “Wiew Enrollment Access Calculate Tuition StudyList  Enrollment Anpointments — Term/Session Withdrawal

E Save | |[Z] Matify E+ Add UpdsteiDisplay
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

Favgrites - MainMenu > Self Sorvice > Advisor Center > My Advisess

Look Up Related 1

Cancel

Search Results

Mg 100 First [4] 1-2 of2 [i] Last

Related
e Class
Hbr
4158 4158 HURSIMG 1001 Clinical CLot
A160 1001 T Tunt
2011 4159 NURSING cLoz
2011 4159 inical CLo3
2011 4158 MURSING
2011 4159 MURSIMG
2011 4159 4175 MURSIMNG
2011 4159 4176 MURSIMNG
2011 4159 4177 HURSIMG

Academic Subject Catalog Session Course Class

Area Hbr = Component Section
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University
of Glasgow

Home

| Performs

Add to Favories
Favnvr\tes =Ma\nvMenu > Gelf Service > Advisor Center s My Advisees
H - -
Enewiwindow 7 Help & Custornize Page o it
Quick Enroliment
Request Ilx - 0000000000 Roseann Rogers 1D: 1102601
Career: us Institution: UG Term:  2011-12 Subrnit
I —
= Cther Class Info General Overtides Clazs Overtides
‘Action e Section e Related 1 Related 2
Hbr Program
= 153 | Q NURSING1001  LCOf 202 4158.Q, Q
Goto View Enrallment Access Calculate Tuition Study List Enrollment Appointments  TermfSession Withdrawal
B Save  |[Z] Motify [E ded UpdateDisplay
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.

Favnvntes Ma\nvMenu > Se\ngmte > Advlsnrvtenter s My Advisees

Quick Enroliment

RequestID: 0000001722

8le)

Roseann Rogers D 1102601

Career: 201112

Institution:  LOG Term:

Units ancd Grade Cther Class Info General Overrides Class Overrides

Home | Periormance Tra

& New Window  ? Help  [# Customize Page B hitp

=

Submit

Class
Hbr

EE| e

'Action

Section

Q

MURSING 1001 LCEH 102

Academic Program

Related 1 Related 2

4153 Q Q

Goto! View Enrallment Access Calculate Tuition Study List Enrollment Appointments TermiSession Wiithdraval
[E save | |\ Returnto Search Matify Ee 2cd
Step Action
16. Click the Errors link to find out more.
Errors
In this case, we will have to set some system overrides to correct the error.
Page 8
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University Quick Enrol by Adviser, Job Aid
of Glasgow

Favovrltes Mainlvlenu > Self Service > Advisor Center My Advisees
- -

Enewwindow  ? Help [ Customize Page B hip

=]

Enroliment Message Log

1D: 1102601 Rogers,Roseann
Enroliment Request ID: - 0000001722
Academic Career: Undergraduate

Academic Institution: LUniversity of Glasgow

Term: Academic Year 2011-12
Seq# 1 Enroll ClassNbr 4159 NURSING 1001 Section LCO1 Bachelor Of Nursing - 1st Ye

Message Severity:  Error
Message Text:
Mo Valid Appointment Found And Open Enrollment Period Has Mot Begun. (14640,79)

The open enrollment period has not begun and no valid enroliment appointment was found. The enrollment request
was not processed

Return

Return (Fsc)

Step Action

17. Click the Return button.

18. Click the General Overrides tab.

|" General Overrides |

Eewwindow 7 Help [ Customize Page [ hitp
Quick Enrollment
RequestID: 0000001722 Roseann Rogers ID: 1102601
Career: UG Institution:  UOG Term: 201112 Submit
Class Ervolinert  Units and Grade  Other Class Infi Clgss Owerrides
i detion Date  Action Dt Requisites
[E] MURSING 1001 a0 O (] (4]
Gota: Wigw Enrollment Atcess Caleulate Tuition Study List Enrollment Appointments  TermiSession Withdrawal
5 save [\ ReturntoSearch  [=] Notity [Ep Aod
& Lacal intranet Fa v ®aoow -
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Job Aid, Quick Enrol by Adviser University

of Glasgow

Step Action

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

versity
lasgov

Favorites  Main Meru > Se\ngrwce > Adwsor'Center 5 My Advisees

ENewWindow 7 Heln JCustumize Page

& htp

htta

Quick Enrollment

RequestID: 0000001722 Roseann Rogars 1D: 1102801
career: UG Institution:  U0G Temm:  2011-12

Class Overtides

Clesz Enralment  Units and Grade  Other Class Info

Appointment Unit Load Action Date  Action Dt Requisites
[ NURSING 1001 O 2710612015 O

Goto:  MiewEnrolmentAccess  Caloulate Tuifion  Studwlist  EnrolimentAspointments — TenmiSession Withdrawal

B save 2\ RetuntoSearch  [Z] Matify [Ey 2ad
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

Hatme: | Petfil

Favorites  Main Menu > Self Service > Advisor Center 5 My Advisees

ENewwindow  ? Helo [ Customize Page B http

£Ep

Quick Enrollment

RequestID: 0000001722 Roseann Rogers 1D: 1102601
Career: UG Institwtion:  UOG Termi:  2011-12 Submit

Enroliment Units and Grade Other Class Info General Overtides Class Overrides

Class . .
m Section Acadl Program  Related 1 Related ?

= 4158 Q NURSING 1001 L1 2102 41580, Q

‘Action

Go to: Wiew Enroliment Access Calculate Tuition Study List Entoliment Appointments TermrSession Withdrawal

[ save | £\ Returnto Search Motity [Er Aadd
Step Action
21. Click the Errors link to find out more.

Page 10 Date Created: 6/28/2011 8:42:00 AM
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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

B newwindow P Help [ customize Page B

=

Enroliment Message Log

ID: 1102601 Rogers,Roseann

Enrollment RequestID: 0000001722

Academic Career: Undergraduate

Academic Institution: University of Glasaow

Term: AcademicYear 2011-12
|
Seq# 1 Enroll Class Nbr 4159 MNURSING 1001 Section LCO1 Bachelor OF Nursing - 1st Ye

Message Severity:  Error
Message Text:

Time Scheduling Conflict for class 4159 and 4158, not enralled. (1464017}

A scheduling conflict exists with a currently enrolled class. Select another clase, or override the fime conflict.

Step Action
22. Click the Return button.

Home |  Performance Trace
Favarites  Main Menu > Self Service > Advisor Center > My Advisess
i -

Enewwindow 7 Help [& customize Page B ity

L=

Quick Enrollment

RequestI: 0000001722 Roseann Rogers ID: 1102601
Career: UG Institution:  0OG Term:  2011-12 Submit

Units and Grade Cther Class Info General Overrides Clags Overrides

Class
Hir

= 4159 Q NURSING 1001 LU Emos 3102 41 Q

*Action

Section Academic Program  Related1 Related 2

Go o View Enrollment Access Calculate Tuition Study List Enrollment Appointrments TermiSession Withdrawal

B save 2 Returnto Search Plotify Ee Aad

Step Action

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

Date Created: 6/28/2011 8:42:00 AM Page 11



Job Aid, Quick Enrol by Adviser

Favorites  Main Menu > SEIngrw:e 3 AdVISUerEHtEr > My Advisees

["Look Up

Look Up Related 1

| cancel |

Search Results
Miew 100 First |I| 19 ofg E] Last

Academic Subject  Catalog Session Cowrse Class
[ Area Hbr 28550 ¢ omponent Section
NURSING 1001
MURSING 1001
MURSING 1001
NURSING 1001
NURSING 1001
NURSING 1001
NURSING 1001
NURSING 1001
NURSING 1001

javascript:ptCommonObi. updatePrompt(document wind, #ICRow1’); | & Local intranet | 5 - ®io0w

Favorites © Main Menu > Self Service > Adwisor Center > My Advisees
: - -
Wl ewiwindow P Help [ Customize Page B ntip

=)

Quick Enrollment

RequestID: 0000001722 Roseann Rogers I0: 1102601

Career: UG Institution: QG Term:  2011-12

CUnits and Grade | Other ClassInfo  Genersl Overrides  Class Overrides

Class

tAction bt Section Academic Program  Related1 Related 2

= 4159 Q NURSING 1001 LCO1  Erars 70z i Q

Goto Yiew Enrollment Access Calculate Tuilion Study List Enroliment Appointments  TermiSession Withdrawal

=] Sava:‘ & Returnta Search:‘ =] wtity ‘ =

ddpiteloian ‘

Step Action

24. Click the Su_bmit 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.

Page 12 Date Created: 6/28/2011 8:42:00 AM




University

Quick Enrol by Adviser, Job Aid
of Glasgow

Favovntes : Main'Menu b3 Selngrvice b Advisor_Center s My Advisees

Enewwindow P Help [# Customize Page B http

=
Quick Enrollment
RequestID:  0O00001722 Roseann Rogers 1D: 1102601
Career: UG Institution:  U0G Term:  2011-12 Submit

Units and Grace Other Clazs Info

General Overtides Class Ovetrides

Cl
*Action Lizs Sect
Hbr

= 4159 Q NURSING 1001 LG0T

Academic Program  Related1 Related 2

2102 4171 Q Q

Goto Wiew Entoliment Arcess Calculate Tuition Study List Enrollment Appointrments Term/Session Withdravwal

B save | A Returnto Search | [Z] Notity

[Eb Ad

Step Action

25. Click the Errors link to find out more.

Favo'r\tes IMai l\'lenu > Se\ngrwce > Advisur_Center s My Advisess

Enewwindow 7 Help & Customize Pane B ity
Enroliment Message Log
1D: 1102601 Rogers,Roseann
Enroliment Request ID: 0000001722
Academic Career: Undergraduate
Academic Institution: University of Glasgow
Term: Academic Year 2011-12
Seq# 1 Enroll Class Nbi 4159 NURSING 1001 Section LCO1 Bachelor Of Mursing - 1stYe
Message Severity:  Error
Message Text:
ARequired Related Clase (component TUT) must also be Selected. (14640,88)
There is an additional component required for enrollment that is missing
Return
Step Action
26. Click the Return button.
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University
of Glasgow

Quick Enrollment

RequestID: 0000001722
Career: us

Roseann Rogers ID: 1102601

Instintion:  UOG

Units and Grade Othet Class Info General Overtides Class Overtides

Term:  2011-12 Submit

_ Cla .
“Action ﬁ Section Acad

ic Program  Related 1 Related 2

= £159 Q NURSING 1001 LCOT

Etrors 2102 M7

Gota: Yiew Enrollment Atcess Caleulate Tuition Study List Enrallment Appointments

B Save | L. Returnto Search | =] Matity Er fcd

TermiSession Withdrawal

E Mewindow P Help JCuSmm\ze Page

s

Step

Action

27.

e.g Related Class Number 4173

Click the Look up for Related 2 to choose a different class.

&
Favorites  Main Menu > Self Service
- - -

3 Advisoerenter v My Advisees

Quick Enrollment

RequestID: 0000001722
Career: UG

Rogeann Rogers n: 1102601
Institution:  U0G Term:  2011-12 Subrmit

Units and Grade Cther Clasz Info General Overrides Clazs Owerrides

Cla -
‘Action ml;]% Section

= BE Q NURSING 1001 LG

Academic Progrtam  Related 1 Related 2

Errors 2102 H1 Q| M7

Goto Yiew Enrallment Access Calculate Tuition StudyList  Enrollment Appaintments  TermiSession Withdrawal

& save L Returnto Search Iatify B Add

W Mewwindow  ? Help & Customize Page

B

L=

[

Step Action
28. Click the Submit button.
Page 14
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Step Action

29. Click the Save button.

We can now see that enrolment has been successful.

Sign out
Famvmtes : MainvMenu > Self Service > Adwisor Center 5 My Advisees

EnewWindow 7 Help & Customize Page B http

=]

Quick Enrollment
RequestID: 0000001722 Roseann Rogers 1D: 11026m
Career: UG Institution:  U0G Term:  2011-12 Subrmit

Units andl Grade  Other Class Info General Overrides Clazs Overrides .

Class
libe

[=] Enrall 4158 Q NURSING 1001 LCD12102 L] 73

*Action

Section Academic Progtam  Related1  Related 2

Goto:  View Enrollment Access Caloulate Tuition Studylist  Enrollment Appaintments  TermiGession Withdrawal

[E Save | &L ReturntoSearch  |[=] Motify s Add

Step Action

30.
End of Procedure.
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