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Mass Updating Enrollments in OTA
Chapter 3

1. Select OTA Responsibility.

2. Navigation List ( Enrollment ( Student ( <Open>.
3. Three windows (cascade) open with Search for Event on top.

4. Query for the Event you wish to update enrollments on. Close the window.

5. The Enrollment Summary Window displays with the names of the enrolled or “placed” students.  Click <Mass Update>.
6. The Bulk Change Window displays, move it if needed to see the taskflow buttons and Change checkboxes.

7. Click <Select All> which populates the Change checkbox on all students. Click any checkbox next to a name if you do not want that specific enrollment status changed.

8. Select the new values in the Bulk Change Window.  Enter a new Event if you want to roll forward the enrollments into a new Event you have set up in advance.

9. Complete the following data fields:

Status – click the LOV to select the new status

Reason for Change – click the LOV and select reason (Optional)

Event – input if changing Event title

Successful Attendance – click Yes or No from the drop-down menu

Failure Reason – click the LOV and select the reason, when appropriate

Authorized checkbox – select the checkbox (optional)

Authorized by – auto-populates name of user

10. Click <OK>.  The Enrollment Summary Window displays and the msg line tells you the transactions are saved.  Exit the window. 

Steps 1 – 5:
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Steps 6 – 10:
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Note:  Completed training automatically flows to Oracle HR and is now part of the Employee Record. Withdrawals, date and Reason for Withdrawal, are also recorded in the Employee Record.
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