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Browser Tips & 
Tricks: 
Tips to Navigate ASAP with 
Success



Agenda
• Tips for entering and finding data
• Reports and tools to Manage data
• Browser tips



Tips for Entering and 
Finding Data



• Tab key to move to the next field
• Shift + tab keys to navigate to a previous field
• Up/down arrow in drop-down menus
• Letter or number keys to navigate to different 

sections of a drop-down menu, such as states or 
birthdates

• Date: A=April, AA=August
• Space bar for checkboxes or radio buttons
• Beware of the return key!

Tip 1: Keyboard Shortcuts



• ASAP Student ID# and the Invoice ID# can be 
used to go directly to a student account or 
invoice

• If you’re on a student account, replace the ID# at the 
end of the URL with the ASAP Student ID#

• If you’re on an invoice, replace the ID# at the end of 
the URL with the Invoice ID#

• Example: Searching for Student ID# 122756 or 
Invoice ID# 8829365

Tip 2: Use the ID#’s



• Quick Search for Students, 
Classes, Invoices and Staff

• Note: Text must be entered in 
order to initiate the search

• Quick Links to go to the Last 
Class, Student Invoice, Report 
or Page

• Depends on your user access 
permissions.

Tip 3: Search Quickly



• When you are unsure of the exact spelling, you 
can search on first 2 characters of first/last name 
in Classic

Tip 4a: Exact Search is 
Optional



• Search on first 2 characters of first or last name 
in ASAP Beta

Tip 4b: Partial Search on 
First or Last Name



• Search on name, 
email, birthdate

• Street address, city, or 
Zip

Tip 5a: Focus Your Search 
with Advanced Search



• Search on name, 
email, birthdate

• Filter by:
• Customer Group
• Customer Type
• Status
• Zip Code
• Grade

Tip 5a: Focus Your Search 
with Filters



Reports and Tools to 
Manage Data



• Save favorite reports with the    , then locate in 
View Reports

Tip 1: Bookmarks



Tip 2: Proofing Classes

Course Catalog Report



Tip 3: Review Info for All 
Classes at a Glance

Class Details by Course Group



Tooltip: Edit All Classes 
with the Editors

Class Grid Editor



• Step 1: ID duplicate students with 
the Possible Duplicate Student Report

Tip 4: Keep Data Clean 
and De-Dupe



• Step 2: Once you’ve verified the duplicates, use 
the Student Merge under Tools

Tooltip: Merge Students



Tip 5: Check for Missing 
Emails

Missing Emails (for Primary 
Accountholders) Report



Tip 6a: Keep Your Staff & 
Faculty Current

All Active Staff Report



Tip 6b: Keep Your Staff & 
Faculty Current
• For Active and Archived Staff, use the 

All Employees by Organization Report



Tooltip: Make Sure 
Former Staff are Archived
🔐🔐 Reduce the security risks



Browser Tips



✅ Use the latest operating system (OS)
• Are you using Windows 98? If so, it’s time to upgrade!

✅ Don’t Ignore Automatic Updates
• Install the security updates
• Install the browser version updates
• Don’t expose your org to security breaches

Tip 1: Stay Up-to-Date
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• Operating Systems – Start with the Apple or the 
Window logos, then “Settings”

• Browsers
• Chrome: Type about: in the address bar
• Click on Safari or Firefox, then go to “About”

Tooltip: Find the Versions



✅ Use multiple browsers – install if needed
✅ Use the latest active browsers, such as

🛑🛑 Avoid using outdated, discontinued browsers

Tip 2: Use More than One



Tip 3: Don’t Store 
Sensitive Data



Tooltip: Disabling Autofill

Chrome

Firefox

Safari



Tip 4: Use Bookmarks
✅ Bookmark ASAP or Add ASAP to Favorites

• ASAP Admin: 
https://app.asapconnected.com/login.aspx

• ASAP Public Site for Your Organization
• ASAP Support Knowledge Base: 

https://asapconnected.zendesk.com
• Quick Enroll or Favorite Reports



Tooltip: Add a Bookmark

Chrome

Firefox

Safari



Tip 5: Manage Your 
Downloads
✅ Choose a file location to save downloaded 
files

• Typically, the “Downloads” folder
✅ Rename or move/save the file to a new 
location after downloading



Tooltip: Manage Downloads 
in Settings or Preferences 

Chrome

Firefox

Safari



Tooltip: Finding Downloads 
in Firefox



Tooltip: Finding Downloads 
in Chrome



Tooltip: Finding Downloads 
in Safari



Tip 6: Make the Most of 
Your Public Site
• Add your own text to header/footer
• Personalize your home page
• Add Hyperlinks to course pages or a specific 

class
• Link to PDFs – let students download documents
• Find/create a button to link
• Open links to a new window/tab or same 

window/tab

https://register.asapconnected.com/default.aspx?org=500
https://register.asapconnected.com/courses.aspx?coursegroupid=29285
https://register.asapconnected.com/ClassDetail.aspx?pk=1471656
https://usercontent.asapconnected.com/4930/media/Sample.pdf?_ga=2.142806517.136793393.1566827194-1877185528.1559937834
https://register.asapconnected.com/courses.aspx?coursegroupid=29285


• Take a screenshot 
with the PRNT SCRN 
key or 
Command+Shift+4 
keys

• Use a Snipping Tool 
or Preview to mark up 
the screenshot

• This can take time to 
complete

Tooltip: Capture Your 
Screen



Tooltip: Capture and 
Record Your Screen
• JING … if you can, download it. It’s free!



Questions?



THANK YOU!

Julia Kim
support@asapconnected.com
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