Student Information Systems
Berkelﬁy Project

Block (Batch) Enroliment

“Block Enrollment” is the terminology used in Campus Solutions, though it’s more commonly thought of
as a “batch” process.

Block Enrollment should only be used in the following TWO cases:

1) todirectly Enroll a group of students into a class or a block of classes ,or to drop a group of students from a class.
2) to Drop a group of students from a class (Instructor Drop)

DO NOT use Block Enrollment to add students from the waitlist.
If the student used the CalCentral swap feature to add themselves to your waitlist, you will disrupt the automated process
that the system runs for the student in dropping the second class.

Block Enrollment can be used for single or multiple groups of classes. This means that you can block-add or block-drop
(or make other changes) a group of students for multiple classes. However, if the group of classes or the group of
students are different, than the process must be repeated per each Class Block + Student Block.

There are three steps for processing Block Enrollment:

1) Create Class Block
2) Create Student Block
3) Block Enroll Merge

Creating a Class Block

1.

From the Main Menu,

.
naVIgate to: -
1 CAL Components 4
Records and Enrollment > £1 Manags GT eForms™ 3.0 >
i »
Enroll Students > “E zz:jz?::d EnrolimerL__Enroll Students 01 Biock Enoliment| | | = RunMass Change
Block Enrollment > £3  Cumiculum Managemen| =3 Enrollment Summaries IJ Student OEE Enrallmen |  Mass Change Definition
[0 SetUpSACR L3 Term Processing ] student Milestones El Create Student Block
Create Class Block. : B [ SearchinCatslog L) Create Class Block _|
I || Search for Classes ) Block Enrall Merge
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2. Se|eCt the Add a New Favorites v Main Menu + andEnroliment ¥ » Enroll Students ¥ > Block Enrollment ¥ >

Value tab. Berkeley

Create Class Block

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add 3 Mew 'v‘aIua{b

Search Criteria

Academic Institution: = ¥ UcBo1 Q,
Class Enrollment Block: begins with «
Description: begins with «

[ case sensitive

Search Clear Basic Search IQ:'H Save Search Criteria
3. Createandenteryour  \oTE: The Class Enrollment Block Create Class Block
class block code inthe  (ode is max. 5 characters. You will use this
Class E'nrollment same code when you create your student pT————
Block field. block.
When creating the Class Enrollment
Block code, you should consider using Academic Institution: __|UCB01 | &,
. the class number or a two character Class Enroliment Block: test
4. Click Add. I I

representation of the subject, plus the
section number (e.g. 10539 or BS104).

| Add
5. On the next screen, enter a Block Enroliment Classes

Description. This can be up Academic Institution: UCBO1 _UC Berkeley
to 30 Characters and Sh0u|d Class Enrollment Block: TEST1 I*Description: test1 2168| I
. Find | View Al First ‘& 1of1 &' Last
include your block code and _ -

*Term: *Action Class Nbr  Grading Basis Units Crse Count Related 1 Related 2 ﬂ ﬂ
the term code you are 2168 @ Encol - a 0.00 a Q
Creatlng thIS fOf' (eg, 21 68 fOr‘ Reason Drop if Enroll Grade In
Fall 2016). Q Q
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6. Enter the Term, select your
Action, enter the Class Nbr
and Related class number(s),
if applicable.

7. Click Save.

8. To add additional classes to
your Class Enrollment
Block, click the plus icon ([+])
to add a new row and repeat
steps 6 & 7 until your class
block is complete.

Creating a Student Block

9. Click New Window to open a
new Campus Solutions tab in
your browser.

This will help you easily refer
back to the class block code
and description for your next
step.

Block Enrollment

Block Enrollment Classes

[ appointment [Clciosed class

| Dynamic Dates

Requirement Designation
[l ovrd Requirement Designation

Requirement Designation:

3 Motify | 4 Refresh

Academic Institution: UCBO1 UC Berkeley
Class Enrollment Block: TEST1  *Description: [test12168
Find | View All First ‘4 10f1 '‘* Last
“Term: *Action Class Nbr  Grading Basis Units Crse Count Related1  Related 2 [+][=]
2168 |Q, Enraoll ~ | 33331|Q, |GRD |Q, 3.00 1.00 33837 (&}
Reason Drop if Enroll Grade In MBA 223 001
Q Q Corp Fin Reporting
Regular Graduate

Transcript Note ID: Q Repeat Code: Q Instructor ID:

Overrides

Access ID: [ class Links [Cl class Permission [C] TimeConfiict

[C action Date D career [ ciass units [0 service Indicator [ unit Load

[ Grading Basis

Goto: Add Merge Process  Class Block Defaults

[ requisites [E] wvait List Okay

Requirement Designation Option:

Requirement Designation Grade:

=% Add 2 Update/Display

Block Enroliment Classes

Academic Institution: ucBo1 UC Berkeley
Class Enroliment Block: TEST1  *Description: test! 2168
Find | View Al First ‘4" 1of1 ‘»/ Last

*Term: *Action Class Nbr  Grading Basis Units Crse Count Related 1 Related 2 [

2168 |Q Enrall - | 33331|Q, [GRD |Q 3.00 1.00 33537 [}

Reason Drop if Enroll Grade In MBA 223 001
Q, Q, Corp Fin Reporting
ST TR

Favorites Main Menu + n rollment ¥ 3

Berkeley

Block Enrolliment Classes
Academic Institution: ucBeo1

Class Enroliment Block: TEST1

Enroll Students = >

UC Berkeley

*Description: test1 2168

Block Enrollment ¥ >

Creale Class Block 4 Home | Sign out

v @

Notification [REWEET

Help \ Personalize Page

Sl sl T B M 1 e B - T-03

page 3 of 12




Student Information Systems
Berkelﬁy Project

10. On the new tab, click Block
Enrollment on the top menu
bar (breadcrumbsffile path),
and then click Create
Student Block.

11. Click the Add a New Value
tab.

12. Enter the Student
Enrollment Block code,
matching the Class
Enrollment Block code you
just created.

13. Click Add.

14. On next screen, enter the
*Description, matching the
Class Enrollment Block
Description from the
previous screen.

Block Enrollment

File Edit View History Bookmarks Tools Help
Create Class Block % | Create Class Block * W E

@ | https://besintoat.is.berkeley.edu/psp/besqat_1/EMPLOYEE/HRMS/c/MANAGE

Favorites + Main Menu +

Berkeley

Records and Enroliment ¥

Menu ~ | Search »

Enroll Students ¥ >

Create Class Block

Enter any information you have and click Search. Leave fields blank for a list of all values.

Create Class Block

Block Enroll Merge

Create Class Block

Creaﬁ: Student Blocky I

Mass Change Deﬂniti\al"lw

Run Mass Change

Favorites + Main Menu +

» Records and Enrollment ¥

Berkeley

Create Student Block

Find an Existing Value Add a New Value

Academic Institution: UCBO1 |3

Student Enroliment BlocH test1|

I Add

Enroll Students ¥ > Block Enrollment ¥ >

Create Student Block

Menu ~ | Search il Advanc

Block Enrollment Students

Academic Institution: uceo uc EE[EQT

Student Enrollment Block:

TESTH I"Descnptlon: fest1 2168] T

I Clear

*Empl 1D Name
1 Q
Population Selection
0a Population Selection
Goto: Add Merge Process

[ Save || Notify || £ Refresh

Find | View All | | @

*Academic Career

First ‘4 10f1 '} Last

Q [+ [=]

=} Add #| Update/Display
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There are two options for entering students into the student block:

Option 1: Manual selection

15. Enter the student’s SID in the
Empl ID field or click the look

Block Enroliment Students

. Academic Institution: UCBO1 UC Berkeley
up tcon (Q) to open the Student Enrollment Block: TEST1  *Description: |test12168 Cleay
Look Up table and search for
the student by name. Elug viewAll @ B First @ 1011 @ Last
*Empl ID Name *Academic Career
. 1 Q Q =]
16. Enter the student’s Academic

Population Selection

Career (e.g.,, UGRD, GRAD).
[T Population Selection
17. Click the plUS (ﬂ) button to Goto: Add Merge Process
continue adding students. a Notity | <3 Refresn Es Add || 5] UpdateiDisplay

18. Click Save when finished
creating list.

Option 2: Upload a .csv file

Prepare your file to upload. 5
19. In Excel: 1 | 26991600 GRAD
9 ColumnA=SID 2 | 26991617 GRAD

9 Column B = Academic 3 | 26991624 GRAD
Career 4 | 26991631 GRAD

5 | 26991655 GRAD
20. Convert the Excel file to a

&
CSV (Comma delimited) file 7
and save to your computer.
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Block Enrollment Students
. . Academic Institution: UCB01 UC Berkeley
21. Click the Population ! — —
. Student Enrollment Block: TESTH *Description: |fest1 22168
Selection checkbox to
activate the Upload File Find [ viewall | 20| B First (0 10f1 ) Last
*Empl ID Name *Academic Career
process. ; Q Q & =
o Population Selection
22. On the Selection Tool drop a
. . . .
list, select External File. L popuiaton seiecion |
| selection Tool: i External File
Cl k U I d F-I Attached File: External File
23. IC oa le. i ) -
3 P File Mapping: - Create File Mapping
Fill Student Block
Goto:  Add Merge Process
[5] 5ave | [] Motify | i Refresh Es Add | Update/Display
24. Click Browse to select your UG Berkeley
1 » i . [test1 22168 Clear
prepared .csv file from your pesepton =
Computer. Find | vid File Attachment

*Academic C; Help

o file selected.

Cancel

Uplo 28

A Create File Mapping

25. Click Upload.

File Attachment
b Help

Browse... | STUDENT_TEST1_BLOCK 1.csv

Upload Cancel

26. Click the look up icon (Q) to Population Selection
open the Look Up table for [@ Population Selection
the File Mapplng field to Selection Tool: External File
open the Look Up table. Attached File: STUDENT_TEST1_BLOCK_1.csv JEEEFE View File

File Mapping:

Fill Student Block

Block Enrollment page 6 of 12




Student Information Systems
Berkelﬁy Project

27. Select BLOCK ENROLL. Look Up File Mapping

NOTE: If the BLOCK ENROLL selection
does not automatically appear,
click the Look Up button.

File Mapping Name: begins with -

Look Up Clear Cancel Basic Lookup

Search Results

View 100 First ‘4" 1zofz ‘B Last

28. Click the Fill Student Block Block Enrollment Students
button. Academic Institution: UCB01 UC Berkeley
Student Enrollment Block: TEST1  *Description: |1estl 2168 ey
Find | view all | £ | L:@.’ First ‘4" 10f1 ‘b Last
*Empl ID Hame *Academic Career
1 Q Q. [+ [=

Population Selection

Population Selection

Selection Tool: External File -

Attached File: STUDENT_TEST1_BLOCK_1.csv Upload File Delete File View File

File Mapping: BLOCKENROLL Q Edit File Mapping Preview Selection Results
| Fill Student Block |

Goto: Add Merge Process
[5] Save ||[Z] Notify || Refresh E Add | Update/Display
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Block Enrollment Students
Academic Institution: UCcB01 UC Berkeley
Student Enroliment Block: TEST1 *Description: |[2st12168 fEleay
Find | view All | 2 B First ‘&' 150f5 &/ Last
*Empl ID Name *Academic Career
. 2 : A + =
The students you entered will 12 - CO - ccico 4 =
. . 2 [21 Ac GRAD Graduate #  [=
appear in the upper portion of e =
. 321 Q. Lil GRAD Q, Graduate +  [=]
this page.
4 [21 Q Zi GRAD Q Graduate [+ (=]
5 [21 a b} GRAD Q Graduate + [=]
Population Selection
Population Selection
Selection Tool: External File -
Attached File: STUDENT_TEST1_BLOCK_1.csv Upload File Delete File View File
File Mapping: BLOCKEMNROLL QA EditFile Mapping Preview Selection Results
Fill Student Black
29. Click Save. Goto: Add Merge Process
|3 Notify || &3 Refresh [Ek Add || F] Update/Display

Block Enroll Merge

30. Click Block Enrollment on | ]

the top menu bar :

(breadcrumbsffile path), and
then click Block Enroll
Merge.
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