Block Enroliment 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

Upload Enroll Um

Upload file far Enrollment

User ID:

‘stitution: |UMMTC Q. Uniy of Minnesota, Twin Cities

“Term: 1078 G Fall 2007
INSTRUCTIONS:

1. Select an Institution and a Term.

2. Press Upload to upload your file of enrallments: Upload... |
File must contain emplid, stdnt career, and class number,

Mo more than 250 enrallments can he processed with ane file,

3. Repeat step 2 until all upload errors have been carrected

4. After successful upload, press Submit:

Fressing Submit will transfer you to the Block Enrollment
page where you can continue to process the students as you
would for a standard Block Enrollment.

¥ Enroliment Request Detail

[Enatity | E‘“A_ddl
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.

The page at https:/fpsoft.umn.edu: 11202 says:

/ p,  Warning (28000,119)
I the File is nok Farmatted carrectly, enrallments will MOT be uploaded,
Examples of correctly Formatted Files are .csw or (Ext files that are comma or tab delimited, or xls

files, with ¥ character student id number in the Firsk column, 4 character career in the 2nd calumn,
and 5 digit class number in the 3rd column,

3. If errors occur, repeat Step 2.
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Upload Enroll Um

Unpload file for Enrollment

User ID: G-ANDE

Upload Summary

« 5 out of 5 enrollment records in the fila were successfully uploaded.

Eﬁjﬁt{;‘a o Press Submit to enroll these students in the specified classes.

‘Institution: W QA Univof Minnesota, Twin Cities
Term: 1079 Q@ Fall 2007

INSTRUCTIONS:

1. Select an Institution and a Term.

2. Press Upload to upload your file of enrallments:

File must contain emplid, stdnt career, and class number.
Mo more than 2580 enroliments can be processed with one file.

3. Repeat step 2 until all upload errors have been corrected

4. After successful upload, press Submit: Subrmit |

Pressing Submitwill transfer vou to the Block Enrollment
page where you can continue to process the students as vou
wiould for a standard Block Enrallment.

* Enroliment Request Detail (Einc | ¥ First (1 15065 ] Last
[ Enroliment Request Detail 1 ERtalment R :

(Academic Institution Enroliment Request Action Enroliment Req Detail Sequence

42639 GRAD
42639 GRAD
42639 GRAD
42639 GRAD
42639 GRAD

Student ID#
appears here

[Enactity | Ertod |

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.
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Block Enroll Merge Block Enrall Detail Block Entl Detailt Block Entl Detail2

Enrolliment Request ID: 0014100810 Request Status: Pending Submit |
Academic Institution: LIMMTC Univ of Minnesata, Twin Cities
Student Block:
Detail f Create
Class Block:

Detail / Create
Filtering Criteria

Academic Career:
Q Retrieve |

Term: ')

Class Nbr: Q Detail Status: | V|

EmpliD: Q

ESave| Q\ReturntnSearchl +ElPrevious in List ‘ +EMext in List | [ty | "':JRefreshl E'-hi\.ddl FlUpdste/Dispkay

Block Enrall Merge | Block Enrall Detail | Block Enrl Detaill | Block Enrl Detail2

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.

Block Enroll Merge Block Enroll Detail Block Entl Detailt Block Enrl Detail2

Enrollment Request ID: Q014100810 Request Status: Errars Subrnit |
Academic Institution: LIMNTC Univ of Minnesata, Twin Cities
Student Block:
Detail f Create Errors
Class Block: returned

Detail § Create

Filtering Criteria
Academic Career: QL
Retrieve |

’— Click here to

ferme = \ go to Block

Class Nbr: Q Detail Status: | v Enroll Detail
page

EmpliD: Q, |

Bsave | Q\Returntc-Searchl +ElPrevious in List | +E| et in List | [Ematiy | i Refresh | E'-I-Addl ElUpdsteDisplay |

Block Enroll Merge | Black Enroll Detail | Block Entl Detail | Block Enrl Detail2
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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

Block EntollMerge | Block Enroll Detail | Block Entl Detaill

Enrollment Request ID: Q014100810

1

2 Student Names and ID#
3 appear here.
4

a

Black Entl Detail2

GRAD
GRAD
GRAD
GRAD
GRAD

Customize | Find | iew

Enrall
Enrall
Enrall
Enroll
Enrall

e
Al S

Click here to
View errors
and/or messages

First [ 15075 ] L ast

Status DETA
Errors

Errars DETAIL
Errors DETAIL
Errors DETAIL
Errars DETAIL

Bsave | E\Return to Searchl +ElPrevious in List

*E|Nex‘tinLi31 | ENutif\; | "bRefresh

Block Enroll Merge | Block Enrall Detail | Block Entl Detaill | Block Enrl Detail2

Eradd | Flpatemisplay
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Block Enrl Detail 1 Page

Block Enroll Merge | Block Enroll Detail [ Block Enrl Detail1 Block Entl Detail2
Enrolliment Request ID: a014100810
Enroliment Request Find | Wiew & First [ 1af 1 [+ Last
(1 Institution: LIniv of Minnesota, Twin Cities
Career: Graduate Primary Proa:  Carlson School of Management Term: Fall 2007
Seq # Action Class Nbr Grading Basis Related 1 Related 2 Permission
1 Enroll 42639 MBA 6990 op1 AR Q Q
Action Dt Reason MBA Toplcs Grade In Units Taken
Regular Graduate
&} Q, 2.00
Redquest Status:  Errors User ID:
Access ID: All Access [ service Indicator
[ Action Date [class Limit ¥ Grading Basis [ Time conflict
" Appointment Cctass Links CIpermission Clunit Load
Clcareer [ crass units CJRrequisites Clwait List Okay
Find | *igse Al First E 1af 1 II' Last
Message Sequence: 1 Sewverity:  Errar Last Update DateTime:  06/28/07 11:00:36AM
College Consent Required to Enrall in Class, Add Mot Pracessed. (14640,38)
Consentis needed to enrall in the class. The add transaction was not processed.

E!JSauel QReturntoSearch| +ElPrevious inList | +EMext in List | [Elnotity | i Refresh E‘-mdd| FUpcateDisplay

Block Enroll Merge | Block Enroll Detail | Black Enrl Detaill | Block Entl Detail2

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.
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