Quick Enroll: Posting Credit By Exam (CBE) Grades Earned on or after Spring 2022

NOTE: Starting Spring 2022, the code ‘“1CBE’ is no longer used when posting CBE grades. A transcript
note of ‘/EXAM’ replaced this practice.

Navigation: Records and Enrollment > Enroll Students > Quick Enroll a Student

1. Click on Add a New Value tab
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Term: enter corresponding term for grade entry (e.g. 2223 for Spring 2022)
Click Add.
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2. Class Enrollment tab
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a. *Action: select Enroll from drop down menu
b. Class Nbr: enter 5-digit class number and hit Enter.

c. Ensure correct course appears to the right of the class number field.
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3. Click on Units and Grade tab.
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a. Ensure the correct units appear under Unit Taken
b. Grade Input: enter grade
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4. Click on Other Class Info tab.
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a. Click on Create Transcript Note
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b. Click on magnifying glass icon ( O\) next to the Transcript Note ID field.
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c. A second window will open, click on EXAM for Credit by Exam and the window will close.
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CERT Industry Certification
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EXAM Credit by Exam
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d. Confirm ‘EXAM’ is in the Transcript Note ID field and click OK.
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5. Once the system takes you back to the Quick Enrollment page, click on General Overrides tab.
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a. Click on box under Action Date to check off




b. Action Dt: delete auto-populated date and replace with best practice date for the term credit

C.

will be awarded in.

e Spring:  01/01/YYYY  Ex.Spring 2022 =01/01/2022
e Summer: 06/01/YYYY Ex. Summer 2022 = 06/01/2022
e Fall: 08/01/YYYY  Ex. Fall 2022 = 08/01/2022

Check off boxes below:
i. Appointment
ii. Service Indicator
iii. Requisites
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6. Click on Class Overrides tab.
a. Check off boxes below:
i. Closed Class
ii. Class Permission
b. Click Submit.
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c. Confirmation will appear grade was submitted successfully.
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