
How to enrol a Student into units / course 

How to enrol a student into a selection of units or all units from a course. 

1. Click Student Administration button. 

 

  



2. How to enter Student details. 

Go to the Course Details tab. On this tab will be the Course codes and titles, and unit codes and titltes entered 
previously in the Course Administration section. 

1. First select the course the student is to be enrolled into, this screenshot shows only one course if you have 

enetered more they will show here. 

2. If the student is to be enrolled into all the units from the course simply click the Select Course button (2) 

and all units in the course will be added to the bottom table (5), the student is now enrolled in all units. 

3. If the student is to be enrolled into a selection of units then go to the middle table and select one unit at a 

time and click the Select Unit button (4) and the unit will be added to the bottom table (5), the student is 

now enrolled in that unit. 

4. If you make a mistake simply go to the bottom enrolment table, select the incorrect unit and click the red 

X sysmbol to delete the unit from the enrolment. 

5. Finally for each unit select the drop down list (bottom table) and select the status of the unit. 

Congratulations you have now enrolled your student into their course of study. 

 

 


