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INTERMEDIATE FEATURES
A) Start Enrollments:
• Registration Forms
• Student Information
• Configuring Online Registration
• Enrolling Students
• Communicating with Staff and Students

B) Managing Classes and Students:
• Managing Class Information
• Managing Student Information

C) Saving Time:
• Useful Reports
• Useful Tools
• Troubleshooting Tips.



1. Configure Registration Forms
2. Create/Edit Student Information
3. Configure Online Registration (if applicable)
4. Review Student’s Information

Enrollment Settings
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Registration Forms
Form Rules: 

• Age

• Customer
Type

• Program

Answer Type: 
• Textfiled

• Essay

• Checkbox

• File Upload

• Dropdown
List

• Date
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Required Fields for AS
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Before Creating Students
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Create/Edit Student’s Info
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Account has Been Created!



Online Registration
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Students Detail Page
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Student’s Account Online



1. Quick Enroll Tool
2. Sending Emails

Enrolling Students
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How to Enroll Students
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Quick Enroll Tool
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Emailing Staff/Students



17

Emailing Students



1. Course Detail Page
2. Class Detail Page and Tabs
3. Student Account on the back end and online

Managing Classes and Students:
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Course Detail Page
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Class Detail Page
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Class Detail Features
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Schedules



1. Class, Enrollments and Student Data Reports.
2. Rolling Classes and Other Useful Tools.
3. Frequently Asked Questions. 

Saving Time:
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Retrieving Data
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Rolling Classes

Complement the
tool with the
Course Cataloge
and the Class
Summary
(Master) Reports.
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Editing Classes
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Frequently Asked Questions
1.- “Where are my classes?”
• Configure Time Periods and/or Online Registration

• Staff member: Employee Edit page 

2.- “I cannot merge students (Invoice ítems, change primary account holder)
• Contact support if ítems need to be removed from invoices

• View/Create Family Account > Change Primary Contact

3.- “The enrollment is not reflected in the Students Detail page”
• Review the Class Schedule to see if the Class Instances are active or not

• Select All Activities, All Enrollments and Show Historical Enrollments.

4.- “A staff member cannot view students”
• Make sure the Allow access to all customers box is checked or if the instructor has active classes 

5.- “I don’t like how the Class Roster looks like”
• Configure > Set Up Data > Dynamic Class Roster
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Checklist
A) START ENROLLMENTS:

• Review the Student Registration Form

Prior to opening registration, check the registration form to make sure that it is current.

Review the Registration Form and Reg Form Fields

Prompt students to update their contact information

** Intermediate Feature: Setting up a bilingual registration form

• Configuring the System for Enrollments

When your organization is ready to start enrolling students, then there is still one step you need to do.

Set the online registration period which controls not only when students can/cannot be enrolled into classes, but also the visibility of your classes 
on the public site.

** Why can’t I register a student into a class? Where did my class go? Read these Troubleshooting Tips

• Communicating with Your Students and Staff

Send an email to your students when registration has begun.)

Send an email to all staff

(View this article for sample email text

B) MANAGING CLASSES AND STUDENTS

Manage class schedules and instances: There may be occasions where a class will still meet on a holiday. You can change this class status 
from holiday to active

Take class attendance

** Rolling Classes – This feature allows you to copy all classes from one time period into the next. 

The best practice recommendation is to roll 20 classes at a time and use the Class Summary Report or Course Catalog Report to check the 
classes as they are copied.

https://asapconnected.zendesk.com/hc/en-us/articles/115004578888-Default-Registration-Form
https://asapconnected.zendesk.com/hc/en-us/articles/200915616-Registration-Reg-Form-Fields
https://asapconnected.zendesk.com/hc/en-us/articles/207122667-How-do-I-force-my-customers-students-to-update-their-demographic-information-
https://asapconnected.zendesk.com/hc/en-us/articles/207376928-Reg-Forms-bilingual-multi-language-registration-forms
https://asapconnected.zendesk.com/hc/en-us/articles/200864578-Configure-Online-Registration
https://asapconnected.zendesk.com/hc/en-us/articles/201076223-Where-are-my-classes-
https://asapconnected.zendesk.com/hc/en-us/articles/214879178-Email-all-students-
https://asapconnected.zendesk.com/hc/en-us/articles/200912436-Email-Staff-
https://asapconnected.zendesk.com/hc/en-us/articles/200939576-Pre-Launch-New-Year-Items-to-Configure
https://asapconnected.zendesk.com/hc/en-us/articles/206454868-Edit-a-class-schedule
https://asapconnected.zendesk.com/hc/en-us/articles/218171347
https://asapconnected.zendesk.com/hc/en-us/articles/207609478-Entering-attendance-for-a-class
https://asapconnected.zendesk.com/hc/en-us/articles/201132063-Roll-Classes-from-from-one-Time-Period-to-another-Time-Period


Contact the Product Support Team
Mondays through Fridays 

8:00am CT-7:00pm CT

Email :
support@asapconnected.com

Phone – 855.245.6946

mailto:support@asapconnected.com
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