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Enrollment Request Search

Every enrollment request is tracked within AIS. The Enrollment Request Search displays this
audit information.

This training manual documents the process by which one searches for enrollment requests.

If you have questions please email registrat@ucsc.edu.
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Module 1: Enrollment Request Search

= Navigating to Enrollment Search
= Viewing Enrollment Request Search Details

Lesson 1: Navigating to Enroliment Request Search

Login to http://my.ucsc.edu with your User ID and Password.

1. Go to the Enrollment Request Search page.

e From the Adviser or Faculty home page, click the Advising and Curriculum tab; on the
Advising and Curriculum page, select Academics > Enrollment Reguest Search from the menu
down the left-hand side.

e TFrom the NavBar on any page: click the Navigator button, then select Records and Enrollment
> Enroll Students > Enrollment Request Search.

2. At the Enrollment Request Search page, enter UCSCM and click the Search button.

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

| Find an Existing Value |

Academic Institution: [pinowith ] ucacM

Search Clear | Basic Search | Save Search Criteria

3. A new search form appears; enter additional search criteria. The following fields are

recommended:
e C(Career
e Term

e ID (not the "User ID" field)

e Class Number, if looking for a specific class
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http://my.ucsc.edu/

Academic Institution:
Academic Career:

Term:

Enreliment Request 1D:
Enroliment Request Source:
Enrcliment Request Action:
Enrcliment Action Reason:
User 1D:

o

Class Nbr:

Enroliment List

Enrolliment Request Search

U Santa Cruz

Hew Window | Help | Customize Page

Search I

Refresh Previous Search Result: @

From Date: "
End Duate: )
From DateTime:

Thru DateTime:

Flelds 17 | Fieds 841 | Fields 12-19 | Fleide 30-35 | Fieide 25-30 | Fieids 31-35 | Flelds 36-40 | Fieids 41-44 |
]Term Class Nbr |Subject Area |Catalog Nbr Academic Career

& save | A Raturn to Search | (=] Motify |

4. Click Search.

7

¥ Question and Answer Session

Lesson 2: Viewing Enrollment
Request Search Details

The Enrollment List has several tabs of information.

1. Fields 1-7.

* Enroliment List

1-4ofd

Fielas 1-7 Fiekds 8-11 | Fiekds 12-19 ) Fieids 20-25 | Fields 26-30 ) Fields 31-35 ) Fieids 36-40 Fields 41-44 | 0
[user D 5] Term Class Nbr |Subject Area | Catalog Nbr Academic Career
1 |wesresas SA7ES43 2078 21318 | THEA 157 UGRD

2 |wasresas SA7ES3 2078 23564 | CMPE 159 UGRD

3|weereses GHTES43 2078 20938 [FMaT 1 UGRD

4cPsanGER Q76543 2078 22971 | AMST 806 UGRD

2. Fields 8-11. Date and Time Stamp.

* Enroliment List

1-4ofd

Fiekls 1.7 [ Flelds 8.11 | Fiekis 12-19 | Fields 20-25 | Fieios 265-30 | Fiekis 31-35 ) Fieids 36-40 | Fieios 41-44
Enrellment Enrollment uest Enrellment Req Detail
Last Updste DateTime
1(0001744007 05/MB2007 11:36:354M Self-Senvice Enroliment 2
2[0001744421 D5/ B2007 12:22:458M Eelf-Senvice Enrcliment 2
3|0001744821 D5/MB2007 1:17-43PM Self-Senice Enroliment 2
4|0002031856 05022008 11:52 28AM Enroliment Request 1

3. Fields 12-19.

Notes:
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Fiakks 17 | FaldaB-13 | Flolda 1218 | Fieis 7035 |

Fiakis 7530 | Ficila 31-35 | Flokis 3580 | Fiokla 4144 | Fiokls 4545 |

|Eﬂ!9.umml EnelmentAction e nment Action Date i Repeat

Actio [Repson (Units Taken |Courss Count Co
1 [enron 5.00 1.00 Q RO
2|enien 500 1m qQ RO
3[enicn 500 IF GRO
4|Enmwll 5.00 1.0 Q GRD

4.  Fields 20-25.

* Enrollment List

* Enrollment List
| Fieks 1-7 | Felds B-11 |

Fields 41-44 | [¥

Iclosed Class,

1

OQverride Class Links

el

6. Fields 31-35.

* Enroliment List

| Fieks 1.7 ) Fields B-11

Fields 12-18

slw|m

7.  Fields 36-40.

* Enroliment List

Felds 611 |

[ Fieks i |

el
| Fields 1219 | Fiekls 20-25 | Fleks 26-30 | Feelds 31-35

Fields 3540 | Fields 41-a4 | [¥

Override Action Date (r?vrd Bequirsmsnt

Owerride

Override Service Indieator

Instructor 1D

slw|m

8. TFields 41-44.

* Enroliment List

Flekds 36-30 Frelds 31.35

Fielts 55-40_ | Flelds 41-44

Enrcliment Req Detail Requirement Requirement Designation Requirement Designation
Status Dasianati Dption Grade

1M WA M

2|s M

afm H N

4|e & U]

9. TFields 45-46.
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* Enroliment List

a

Fields .11 | Fields 12-19 | Fieds 20-25

Transcript Mote 10 Transcript Note Exists Flag

1
2|
3
4

7

S Question and Answer Session
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