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Block Enrollment by Upload File  

 

Special Registrations and/or Desk Registrations may be processed using the Block 

Enrollment option within PeopleSoft. The Upload File option allows staff to load student 

block and class block information using a file. 

 

Records and Enrollment > Enroll Students > UM Upload File, Mass Enroll Std  

 

Note:  This process will not allow for overrides to be done in a block.  If you need to 

override permission, action date, etc., you may consider using the other option of setting 

up the Course Block and having the overrides repeat for all students in the Student Block.    

 

While this process will enroll the students in classes, the Optional Fees and Student 

Hospitalization Insurance processes will need to be addressed individually through the 

Enrollment Request component.  Procedures for these are on pages 13-15 of the Block 

Enrollment documentation.  
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Upload File of Enrollments  
 

Records and Enrollment > Enroll Students > UM Upload File, Mass Enroll Std  

 

 
1. Select an Institution and a Term. 

2. Press Upload to upload your file of enrollments.  File must contain emplid, 

student career, and class number.  No more than 250 enrollments with each file. 

 
 

3. If errors occur, repeat Step 2. 
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After successful upload, click Submit.  Pressing Submit will transfer you to the Block 

Enrollment page where you can continue to process the students just as you would for a 

standard Block Enrollment. 

 

Note:  You will not be able to make any overrides here.  If you need to override 

information such as action date, permission, etc, you will need to process this block 

enrollment by setting up and merging a class block and a student block. 

 

 

 

 

Student ID# 

appears here 
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Block Enroll - Submit 

 

 

1. With the Request Status at Pending, click on Submit button to register students.  

(The Merge button will be grayed out.) 

 

2. If request status returns with Success, all classes have been posted. 

 

3. If request status returns with Errors, click on the Retrieve button, to bring you to 

the Block Enroll Detail page to view the errors. 
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Resolving Error Messages 

 

During the Submit process, errors may occur and/or messages may be generated. 

 

1. If the request status returns with Errors, click on the Retrieve button on the Block 

Enroll Merge page to bring you to the Block Enroll Detail page. This page allows 

the identification of errors and/or messages associated with each enrollment. 

 

 

 

Errors 

returned 

Click here to 

go to Block 

Enroll Detail 

page  
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2. Click on Detail to view errors/messages associated with individual students and 

classes on the Block Enrl Detail 1 page. 

 

Block Enroll Detail 

 
 

 

Click here to 

view errors 

and/or messages 

Student Names and ID# 

appear here. 
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Block Enrl Detail 1 Page 

 

 
 

Use the Block Enrl Detail 1 page to display errors for resolution through the use of 

appropriate overrides, or open up a New Window to navigate elsewhere to resolve the 

errors.  

 

Note: Each class that has an error must be resolved individually. If you are not able to 

resolve all errors that occur, they may be left unresolved or resolved later individually 

through the use of the Enrollment Request component.  

 

3. Return to Block Enroll Merge to Submit Enrollment Request again. 

 

 

Note:  If some students were successfully posted to classes, while others were not, if you 

rerun the same block of students to correct the errors, the students who were successfully 

posted will now show up as errors, as they are already in the class.  A printed list of the 

success/error page may be helpful.  

 


