
How To Quick Enrol an Apprentice into 
PeopleSoft 

 
 

 

 
 
 
 
 
 
 
 
Enter the student Id number and the current term.  Click “ADD”. 
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nter the appropriate class number for the course.  (ie. ASTA 0801 = class 
number 1916 for term 1091).  Choose the current date (the date you are enrolling 
the student) as the start date.   
 
 
 
 

 
 
 
 
Click on the General Overrides Tab and check mark the box for Requisites.  It is 
always okay to check off this box when registering Apprentices.  Click “SUBMIT”. 
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Click “OK”. 
 
 
 
 
 

 
 
 
 
“Success” shows the student has been enrolled correctly into the course.   Click 
on the Calculate Tuition link. 
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Click on the “CALCULATE TUITION AND FEES” button and click “SAVE”. 
 
 
You have successfully enrolled an Apprentice into PeopleSoft. 
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