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Using Enrollment Request

Purpose: The Enrollment Request page enables you to enter and make enrollment updates for
student. The following table describes how to use Enrollment Request Search and Enrollment
Request to update an enrollment transaction (Eg. Student wishes to take a class on an “Audit”
grading basis).

Step Action

1. First, use the Enrollment Request Search feature to obtain the Enrollment
Request ID. Navigate to Main Menu > Records and Enrollment > Enroll
Students > Enrollment Request Search. Enter UNICS, if prompted.

2. On the Enrollment Request Search page, enter the term and the student’s id.

Favorites : Main Menu > Recordsand Enrolment > Enroll Students > Enrollment Request Search

Enroliment Request Search

Academic Institution: UNICS University of Northemn lowa Search
Academic Career: R Refresh Previous Search Result:
Term: | Q | Enrollment Action Range
Enroliment Request ID: | Q From Date: EJ
Enroliment Request Source: A End Date: £
Enrollment Request Action: A Last Update Range
Enroliment Action Reason: l— Q From DateTime:
User ID: | Thru DateTime:
[Empinn: | a|
Class Nbr: [ Q
< Enrollment List Customize | Find | 2 | {401 B
Fields 11 || Fields 12-19 || Fields 20-25 | Fields 26-30 || Fields 31-35 | Fields 3640 | [¥)

UseriD o Term Clags Nbr  Subject Area  Catalog Nbr Academic Career

1

ﬁ Save ,Q Return to Search El Notify

3. Click the Search button in the upper right corner. The list of enrollment records
displays. Find the appropriate course, click the Fields 8-11 tab to view the
Enrollment Request ID. Copy that ID.

< Enrollment List Customize | Find | & | £ [l 150ra M

| Fields 1-7 Fields 8-11 Figlds 12-19 Fields 20-25 Fields 26-30 Fields 31-35 Fields 36-40 D]

Enroliment Request 1D Last Update DateTime Enroliment Request Source Enroliment Req Detail UENCE

1(0000028407 04/14/2011 11:49:14AM | Self-Sernvice Enroliment 1
2|0000028407 04/14/2011 11:49:14AM | Self-Sernvice Enroliment 2
3|0000028407 04/14/2011 11:49:14AM | Self-Service Enroliment 3
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Step Action
4. Next, enter the Enrollment Request ID on the Enrollment Request page. Navigate
to: Main Menu > Records and Enrollment > Enroll Students > Enrollment
Request
5. Click the Find an Existing Value tab. Paste the Enrollment Request ID.
Fa\.f:‘n'r'rtes Manvr\-'lenu » Records EI'I‘CI'EI'II'D"mEI'It = Enroll SEujents » Enrollmznt Request
Enrcliment Request
Ener any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Maw Value
Makimum number of rows to refurn (Lp to 300): (300
|Enroliment Request ID: pegins with ~ |0000028407 | '}
1D begins with e '. ' M.'
6. Click the Search button. The Enrollment Request page displays. Notice the

======

Uniarpracuats

Enrolimend Request Kk
User ik

Enroliment Request
Pam Panther

Education-Linder pradus

000028407

EREwamys

Enrolimeni Regees] Detais

Status:

Cperalon Erdolimenl ALCEES

Smoopss

number of requests in the Enroliment Request Details header. Use the View All or
Next button to navigate to a request you wish to view.

Uindvgrsity of Morhem lowa

Submt

Al 1ol & L2 Last

Page 2

Sogquancs M 1 SUCCESS .
=E
TN Enrcil Action Heason
Crrerride Action Dabe
‘it Lt Oy
Class Wb | 3181E[Q AT i) 05 LechDise Athiwic Training Practioam
Full Sera-ater Unidargratuale

Aelated Class 1

Rplated Class 7

SLa [hane

nstrecior il

Hipaal Code Trandcripl Mol
Oremrride

Grading My Graded Grade inpul

Units Taken Course Count

It 541 1 3 e

Takn RagEiomsn [ sa)aation RO Grada
Parmession Mbr
Ardieteon.sl Appointmant Career Closed Class Class Links
COverrides Requisies Serdcn Indicator Time Confect Unit Load
Cynamic Dates
Last Updated: 7/6/2012



@ Job Aid — Using Enrollment Request
University of

Step Action
7. To make an update or add a new request, click the Add New Row button.
8. In the Action field, select the appropriate action. For this example, use Normal
Maintenance.
Enroliment Request Details Find | View All Firstm 2017 [ Last
Sequence Nbr; 7 FE
l‘Action: Normal Maintenance - | Action Reason: Q
Doverride Action Date Action Date:
Wait List Okay
9. Enter or select the class number
Class Mbr:  |36369 Q) AT 3060 01  LectDisc Athletic Training Admin
10. Select the appropriate override. In this example, select the Grading Basis
checkbox. Once the checkbox is selected, use the look up button < to select the
desired grading basis (e.g. AUD - Audit)
Override
Grading Basis: AUD QL aydit | Grade Input:
[ Units Taken: 2.00 Course Count: 1.00
O Designation:
Take Requirement Designation RD Grade:
|:| Permission Nbr:
11. Click the Submit button.
Submit
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