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Session 1 Topics
Setting Classes Up for Enrollment

• Setting Up the Basics
• Creating Courses and Classes
• Online Registration
• Checklist and Useful Reports



• Set up holidays first so they are excluded from 
the class schedules.

• Configure time periods to make classes 
available within the system.

• Set up sites and facilities (rooms) to easily 
select a class location.

• Specify instructor.

Required Info for Classes:



Holidays
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Fiscal Years
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Time Periods
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Sites = Main Buildings
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Facilities = Rooms
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Staff Members



• Understanding Course Groups

• Creating and Editing Courses

• Creating and Editing Classes

Creating Courses and Classes: 
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Course Groups 
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A course includes general information:
• Name, codes (Course Code and CIP/A-22), course groups.
• Short and full description plus additional info.
• Grade level, sensitive personal information checkbox.
• Prerequisites (if any), custom fields and course fees.

A class contains specific data:
• Schedules, location, instructors and class status.
• Class fees and requirements (capacity, age limit).
• Waitlists and attendance preferences and custom fields.

Courses vs Classes
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Creating Courses and Classes
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Course Details II
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Class Details
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Class Details II
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Online Registration
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Required Info for Classes
Whenever a class is created – whether as a new course or a new offering of an existing class – the following information is required:

Holidays

The best practice is to set up holidays first, prior to creating/copying a class. Once the holidays are added, then these holidays are excluded from the class schedule.

Time Periods

Sites and Facilities (Rooms)

A class location – the site and facility – must have a capacity greater than 0.

Staff

A class instructor must be specified. A class may have more than one instructor assigned to it.

Courses and Classes

Review or Modify Course Groups as Needed.

Note: If you are using "Programs" (the parent to course groups) then refer to this article to learn more about this class hierarchy structure and how courses/classes are organized 
within ASAP.

Create New Courses (if needed)

Create a New Class

Edit a Course or Class

Copy a class from an existing course by going to the “I want to” menu from a class details page and select “Copy a class.”

Configuring the System for Enrollments
When your organization is ready to start enrolling students, then there are still two steps you need to do:

• Set the online registration period to control when students can/cannot be enrolled into classes and set the visibility of your classes on the public site.

Checklist

https://asapconnected.zendesk.com/hc/en-us/articles/200801768-Configure-Internal-Admin-Calendar
https://asapconnected.zendesk.com/hc/en-us/articles/200801778-Create-New-Time-Period
https://asapconnected.zendesk.com/hc/en-us/articles/200826697-Create-a-Site-and-a-Facility
https://asapconnected.zendesk.com/hc/en-us/articles/200906936-Create-Staff-Users
https://asapconnected.zendesk.com/hc/en-us/articles/200826687-Configure-Course-Groups
https://asapconnected.zendesk.com/hc/en-us/articles/200735076-Class-Hierarchy-Programs-Course-Groups-Courses-and-Classes
https://asapconnected.zendesk.com/hc/en-us/articles/200834207-Create-a-New-Course
https://asapconnected.zendesk.com/hc/en-us/articles/200834217-Creating-a-new-class
https://asapconnected.zendesk.com/hc/en-us/articles/206912577-Editing-courses-and-classes-
https://asapconnected.zendesk.com/hc/en-us/articles/200864578-Configure-Online-Registration
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• Class Roster Report
• Report Sample: Class Roster (grid) (Students/Classes)
• Report Sample: Class Summary Master (Students/Classes)
• Sample: Course Catalog (Students/Classes)

Useful Reports

https://asapconnected.zendesk.com/hc/en-us/articles/200912648-Class-Roster-Report
https://asapconnected.zendesk.com/hc/en-us/articles/201132333-Report-Sample-Class-Roster-grid-Students-Classes-
https://asapconnected.zendesk.com/hc/en-us/articles/200912668-Report-Sample-Class-Summary-Master-Students-Classes-
https://asapconnected.zendesk.com/hc/en-us/articles/200882047-Report-Sample-Course-Catalog-Students-Classes-


Questions?
support@asapconnected.com
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