
Germanna Community College SIS Documentation 
QUICK ENROLL 
 
Description: Quick enroll is used to complete any type of registration in SIS  
Important Information: 

• Enroll, Add Grade, Change Grade, Drop, Maintenance, Remove Grade, Swap 
 
STEPS 
 
NAVIGATION: Records and Enrollment > Enroll Students > Quick Enroll a Student  
 

1. Enter Student ID, Career, Institution and Term 
a. If the term is not showing or does not appear in the the drop-down list, the student has not been term activated. 

2. Click  

 
3. Select Action (Enroll, Add Grade, Change Grade, Drop, Maintenance, Remove Grade, Swap) 
4. Enter Class Nbr 

a. If you do not know the Class Number see page 2 about Searching for Classes 
b. Click  to add additional classes 

 

 
5. Click  (You should see a SUCCESS by each class, you may also see the word SUCCESS/MESSAGES. Click the link to view 

the messages.) 
 

 

3 4 

5 ####### 

Enter student id 

6. Advise the student to PAY at the cashier’s office or on the web 
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Searching for Classes 
If you do not know the class number you can search for the class via Quick Enroll. This also allows you to 
see a “live” view of available classes and how many seats are open. 
a. Click the Magnifying glass  

 
b. Enter the information as appropriate 

i. Enter Course Subject (ENG, MTH, HIS, etc.) 
ii. Enter Course Number (111, 121, 03, etc.). 

c. Click the “Additional Search Criteria” arrow to narrow your search 
a. by Campus, Day of week, etc … 

d. Click  
 

 
 
e. Once you have found the desired class, click  
f.  The class number will default into the Class Nbr field 
g. Go back to Step 4 above to complete the registration 
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Common Errors and What to Do 
 
If you have an Error the error will show by the class it pertains to in Red. Click the link and it will give 
you information about the error. 

 
After clicking Errors the following will display to explain the error – click  to go back to the 
enrollment page  

 
 

This error is in 
reference to class 
ACC 211 - 01 

####### 

####### 

ERROR MESSAGE 

See Registration Errors for tips on solving issues 
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