
Lesson #3 - Enroll/Register Students into Classes

Review (Optional)

The third lesson in this Learning Series, Front Desk Staff, is designed to get you familiar with

enrolling/registering students in classes.  You may wish to review the articles listed below before

beginning.

The review articles in the bullet list below will open the Help article in a new tab.  When you are

finished reviewing the material, close the tab and return to this page to access the next article using

the links below.

Active vs Inactive Families

Work With All Families - View, Search, and Mass Actions

Work with All Students - View , Search, and Mass Actions

Search for People in your Database

Enroll a New Family/Student with Quick Registration/Add Family

Understand Enrollment Types

In the Student record > Classes tab you will see the enrollment type for the class. The drop-down list can

be edited on the Drop-down List Editor page (Gear icon > Settings > General > Drop-down Lists > Student >

Enroll Type). Some Enrollment Types (reserved) are the ones that Jackrabbit has created and cannot be

deleted. You can create additional ones that match the needs of your business.

Enrollment Type Description

Enrolled If the student is currently enrolled in an Active class, their Enroll Type = Enrolled

and Class(es) appear in the Current Enrollment section of the student's Classes tab.

https://help.jackrabbitclass.com/help/active-vs-inactive-families
http://trainingstaff.jackrabbitclass.com/help/jts-all-families
https://help.jackrabbitclass.com/help/all-students
https://help.jackrabbitclass.com/help/search-in-your-db
https://help.jackrabbitclass.com/help/enroll-quick-reg-add-family
http://trainingstaff.jackrabbitclass.com/help/lead-file-overview


Drop

The student did not complete the class. The student was dropped before the class

was completed using the Drop link. This is considered a 'true drop' and will appear

on the Drop History Report. If a student is dropped from a class, the class appears

in the Past Enrollment section of the student Classes tab.  Note:  It's important to

archive classes (rather than drop students from class after it ends) so that reports will

only display 'true' drops.  See Archive Classes.

Transfer

A student is considered transferred when they have been moved from one class

to another. This creates a Past Enrollment record, but this is not considered a

drop. It is treated as a Transfer and does not negatively reflect on the

school/class/teacher and is excluded from the drop reports.

Trial
The ability to enroll in a class as a trial is a per-class option. When a student

enrolls into a class on a trial basis, their Enroll Type = Trial.  See Trial Enrollment.

Trial-Enrolled
If a trial student enrolls in a class, it is good practice to change the student Enroll

Type to Trial-Enrolled.  See Trial Enrollment.

Waitlist

The student has been placed on the class waitlist. Technically, they are not

enrolled in the class and a staff member must enroll them. Refer to Enroll a

Student from a Waitlist for more details.

The class will be listed in the Student record in the Waitlist section.

Sample Student Record > Classes Tab

In the Past Enrollment section (Student Classes tab), the Comp? column indicates whether the student

http://trainingstaff.jackrabbitclass.com/help/archive-classes
http://trainingstaff.jackrabbitclass.com/help/trial-enrollment
http://trainingstaff.jackrabbitclass.com/help/trial-enrollment
http://trainingstaff.jackrabbitclass.com/help/enroll-student-from-wait-list
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completed the class (Yes) or did not complete the class (No).

Methods for Staff to Enroll a Student

There are many ways your office or front desk staff can enroll a student in Jackrabbit. This flexibility

allows you to choose the most efficient workflow for you and your staff!

 Enroll Links Throughout Jackrabbit

 Enroll from a Calendar Link

 Use the Quick Registration Form to Enroll

 Open Enrollment Page in All Students/All Classes

 Enrollment Details Window

 Frequently Asked Questions

The number of openings in a class is LIVE and considers all places where a student can be enrolled

(Online Registration, Parent Portal, and staff enrolling internally). A student's spot is not confirmed

until the enrollment process is complete. An error message will advise if the spot has been taken by

another student before the enrollment was completed.

Quick Registration Form - Add a New Family and Enroll
New Students in Classes

The Quick Registration Form is used by a Jackrabbit User to add a new family and enroll students in

the family at the same time. 



The Quick Registration Form follows the settings selected for your Online Registration Form. See our

Help section Customize your Online Registration Form for more details.

Fields that are required on your Online Registration Form aren't always required on the Quick

Registration Form. Since this form is used internally, it is not mandatory for office staff to fill out all

fields to keep the process quick!

Access the Quick Registration Form

You can access the Quick Registration Form from the Families (menu):

Families (menu) > Quick Registration

Families (menu) > All Families and click the Add New Family (icon) . Click the Use Quick
Registration Form (button) in the Add Family window.

Add a Family in the Quick Registration Form

Complete as much of the Family Information section as possible. This will eliminate the need to add

more details to the family record at a later date. There are some required fields designated with an

asterisk (*).

Add Students and Enroll through Quick Registration

You can add up to 5 students in the Student Information section. Enter as much of the information as

possible into the form. This will avoid additional work later on.

Use the Search button to search classes. Office staff can select up to 5 classes per student during the

Quick Registration process. Additional classes can be added as needed after registration is complete. 

The options for enrolling during Quick Registration vary:

If Allow Trial Enrollment is set to Yes on the selected class' Summary tab, you'll have the option of
indicating whether or not the student is a Trial Enroll.  

If Allow Future Enrollments is set to Yes under the Gear (icon) > Settings > General > Organization
Defaults (left menu) > Class Settings, you'll see an option to adjust the Enroll Date and add a Future
Drop Date.

If Send Enrollment Email to Instructors is set to Yes under the Gear (icon) > Settings > General >
Organization Defaults (left menu) > Class Settings, you can clear the Email Instructor checkbox when

http://trainingstaff.jackrabbitclass.com/help/web-reg-settings


you don't want instructors to receive an email. See our Help article, Organization Default
Settings - Class Settings, for more information.

Continue adding information and enrolling students in classes using the additional Student

Information fields.

If you've entered an email for the contact(s) and want them to receive an email confirmation of the

registration, be sure to select the Send Email Confirmation checkbox at the bottom of the form.

Enter Payment Information & Post Fees

In the Credit Card Verification section, enter the Credit Card or eCheck/Bank Draft information to be

used for payment.

After all required information is entered, click Submit Registration Information. The Post Enrollment

Fees window opens, and you have the option to post all fees immediately, check the classes to post fees

for, add Registration Fees, and add Additional Fees.

Once all the fees are selected or added, select one of the buttons to complete the enrollment:

Post Selected Fees Now

Post Selected Fees & Pay Now

Skip this... I'll Post Fees Another Time.

 The family is added to your database, and any students with classes selected have been enrolled

accordingly.

Policy Agreements cannot be accepted using the Quick Registration Form! To adhere to the

Electronic Signature Act of 2000, a parent must log in to the Parent Portal to provide an E-Signature

for company policies.

Work with All Classes - View Search, and Take Action

Permissions control the ability of your Users to see certain data and take specific actions. Before

moving forward review User Permissions for All Classes.

http://trainingstaff.jackrabbitclass.com/help/org-def-settings#class
http://trainingstaff.jackrabbitclass.com/help/user-permissions-all-classes


All Classes, located under the Classes menu, generates a list of all active and inactive classes in the All

Classes grid. From here you can access all your class data.

View optional data visuals for key information at a glance with interactive charts.

Drill down to specific classes using filters organized in a slide-out filter drawer.

View classes in a filtered calendar (daily, weekly, or room view) and enroll students.

Save your favorite view (filters, selected columns, etc.) as your default view.

Display a list of classes in a powerful grid: you can group, sort, and customize the information.

Take Action - add/copy classes, enroll students in classes, send messages, archive classes, and
apply mass actions to multiple classes.

Sample All Classes Grid

1 Breadcrumbs display the currently selected filters (from the Open Filters icon).

2 Interactive Data Visuals provide class information at a glance.

3 Icons: Open filters (filter drawer), Save as favorite, Favorites, Hide/Show Data Visuals.

4 Horizontal Scroll Bar - scroll to view more Data Visuals.

5 Icons: Adjust columns, Send a Message, Filtered Calendar, Refresh Grid, Add New Class, More

actions (drops down a menu).

6 Column Search - enter a term in the search field for each column to locate specific records. For e.g.,

enter 2023 in the Session Column Search field to find all classes with that Session value.

7 Use the Time Selectors to search for classes that start or end during a specified time. For e.g., search

for classes that start between 3:00 pm - 5:00 pm or classes that end after a specific time (enter a

From date and leave the To field blank).

8 Row Menu - use the row menu to perform an action for a single class.

http://trainingstaff.jackrabbitclass.com/#data
http://trainingstaff.jackrabbitclass.com/#filters
http://trainingstaff.jackrabbitclass.com/#calendar
http://trainingstaff.jackrabbitclass.com/#favorites
http://trainingstaff.jackrabbitclass.com/#grid
http://trainingstaff.jackrabbitclass.com/#action
http://trainingstaff.jackrabbitclass.com/#mass
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Click the Adjust columns icon (see #5 above) to squeeze the grid columns closer together. You will

be able to see all the columns in the grid.

 Data Visuals - Key Information at a Glance

 Use Filters to Search for Specific Classes

 Save your Favorite Filtered Grid Views

 View Class Calendar and Enroll Students

 Work with the Information in the Grid (Table)

 Take Action for a Single Class

 Take Action for Multiple Classes (Mass Actions)

 Frequently Asked Questions

The Send Message (icon) can be used to send emails, text messages, and push notifications 

(through the Jackrabbit Plus mobile app) to a single class or to multiple classes.

The Weekly Calendar - Your Command Central

The Weekly Calendar button on the Executive Dashboard opens a calendar view of your classes by

week. This is your class command center and allows you to manage almost all areas of your classes

from one screen! Note: The Weekly Calendar is for internal use only, it is not available to your families.

 

http://trainingstaff.jackrabbitclass.com/help/lp-emailing
http://trainingstaff.jackrabbitclass.com/help/texting-overview
http://trainingstaff.jackrabbitclass.com/help/jackrabbit-plus-app


You'll also have access to the Weekly Calendar using the Calendar link above the blue menu bar on all

screens in your database. 

The Weekly Calendar opens in a new window and displays a week-long calendar of classes. While the

Weekly Calendar is most easily accessed from the Executive Dashboard, you can also navigate to this

calendar from the Reports (menu) > Find a Report > Classes/Enrollment (left menu) > Classes (tab) > Weekly

Calendar. Other calendar/schedule views, such as a monthly or by room, are also available. These are

discussed in more detail in our Help article Class Calendars and Schedules.

Note: The Weekly Calendar and other calendar options (daily, monthly, and room) only include your

class offerings. At this time your Events are NOT included. Access to the Events calendar can be

located at Events (menu) > Calendar.

Weekly Calendar Features

1. Calendar Criteria and display buttons allow you to customize your calendar view.

http://trainingstaff.jackrabbitclass.com/help/class-calendars


When first opened your Weekly Calendar will bring up the current week's schedule with no
criteria selected (no filters applied, all classes showing). 

Use the Prev and Next buttons, or the date field, to change the week you are viewing. 

The currently selected criteria are displayed. 

Use the Change Criteria button to edit those selections.

Use the Add Class button to quickly add a class. You can also add a class by clicking into a
specific time slot.

Click the Settings button to change the time range that your calendar displays. Set this to
your facility's opening and closing time.

Select Show Students to add the enrolled students' names to the class information that
displays when you rest your mouse pointer over the class on the calendar (hover without
clicking).

The Show Full Classes checkbox defaults to checked to display full classes as well as classes
with openings. Clear the checkbox to hide classes that are full which makes it easier to find a
class with an opening to enroll a student in.

2. Click the link on a date to look at the daily view. The display criteria you have selected will also be
applied to that daily view. For more information on the daily view see our Help article Class
Calendars and Schedules.

3. Review the summary information for each class on the calendar at a glance. Click the linkfor quick
access to the class record.

Class name

Number of openings (#)

Number of future drops #FD

Number of future enrolls #FE

Number of absences for that day (#a)

Number of makeups for that day (#m)

4. Accurate enrollment counts are displayed in real-time! A full class (0) that has a future drop
scheduled for the following week will accurately reflect that opening (1) when you advance the
Weekly Calendar to that date. 

More Calendar Actions
Double click into any open time slot to add a class. The Add Class window will open with the start
date and time for the slot that you clicked into pre-selected; these values can be edited. You can

http://trainingstaff.jackrabbitclass.com/help/class-calendars
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also use the Add Class button in the Criteria section to open the Add Class window with no pre-
selection made.

Click a link for any of Future Drops, Future Enrolls, Absences, or Makeups to open a window with
more detail including student names. 

Click Enroll Existing Students to enroll an existing student into the class or click Register New
Students to open the Registration Form to add a new family and enroll a student in the class. If the
class is full you will see CLASS FULL and a Waitlist button to click to add a student to the class
waitlist. Once the waitlist is also full the button will drop off and you will only see CLASS FULL.

When the Show Students checkbox (in the criteria/settings section) is not checked private lessons
(max size = 1) will display with the enrolled student's name. If Show Students is checked the
calendar will display the class name and openings information (0) and the enrolled student's name
will appear in the class information window that displays when you hover over the class.

Classes can display color-coded by Category 1 if you assign colors to your Category 1 drop-down
values in the Drop-Down List Editor (Gear icon > Settings > General > Drop-down Lists). When darker
colors are chosen the text display will change to white. This makes it easy to distinguish between
the different types of classes you offer!

 Frequently Asked Questions

The Weekly Calendar can be also be accessed from the Classes (menu) > All Classes. Click the Filtered

Calendar (icon) and select Weekly from the drop-down list. The Weekly Calendar opens in a new

window.

Enroll a Student into Classes using Jackrabbit's Calendars

Office staff can enroll students into classes using the Daily, Weekly, or Room Calendars in Jackrabbit. 



The Weekly Calendar is the most popular calendar to use for enrollment. It can be quickly accessed

by clicking on the Calendar icon in the upper right corner throughout Jackrabbit or by using the

Weekly Calendar button on the Executive Dashboard.

1. Go to the Classes (menu) > Class Reports > Weekly/Daily/Room Schedule.

2. Use the Search Criteria to narrow down results as needed.

3. Select the calendar view of your choice - Weekly Calendar, Day View, or Room View.

4. Hover your cursor over any class to see class details and select to Enroll Existing Students or
Register New Students.

If the student belongs to a new family who is not in your database, click the Register New
Students button. Follow the instructions for how to Enroll a New Student into Classes using
Quick Registration.

If the student is already in your database, click the Enroll Existing Students button. Follow
the instructions for Methods for Staff to Enroll a Student.

To complete the enrollment process by posting fees, see our Help article Post Tuition with

Enrollments from within Jackrabbit for more details.

Post Tuition Fees During Enrollment in Jackrabbit

http://trainingstaff.jackrabbitclass.com/help/weekly-calendar
http://trainingstaff.jackrabbitclass.com/help/enroll-student-add-new-family
http://trainingstaff.jackrabbitclass.com/help/staff-enroll-student
http://trainingstaff.jackrabbitclass.com/help/post-tuition-fees-enrollment


Permissions control the ability of your Users to see certain data and take specific actions. Before

moving forward review User Permissions for Posting Tuition Fees.

When a student is enrolled in classes from within Jackrabbit, i.e. internally, staff can be given the

option to post enrollment fees, including tuition fees. A staff person with the required User

Permissions will be taken to the Post Enrollment Fees screen.

When posting tuition fees in the Post Enrollment Fees screen, Jackrabbit uses the settings you've

saved in several places to calculate tuition. 

Tax Settings under the Gear (icon) > Settings > General > Organization Defaults (left menu) > Tax
Settings.

Tuition Settings under the Gear (icon) > Settings > Tuition & Discounting.

Class Settings (Tuition Fee) on the Class Summary tab.

A detailed breakdown of the calculations can be accessed using the icon in the Details column in the

Tuition Fees section.

http://trainingstaff.jackrabbitclass.com/help/permissions-posting-tuition-fees
http://trainingstaff.jackrabbitclass.com/help/staff-enroll-student
http://trainingstaff.jackrabbitclass.com/help/permissions-posting-tuition-fees
http://trainingstaff.jackrabbitclass.com/help/org-def-settings#tax
http://trainingstaff.jackrabbitclass.com/help/tuition-settings-cccat
http://trainingstaff.jackrabbitclass.com/help/gs-class-fields-explained#tuitionfee


You can edit the Tuition Post Date, Subtype, Orig Fee, or Disc fields as needed. Clear the Post checkbox if

you do not want to post tuition fees at this time. Note: Edits made to the Orig Fee or Disc are not

updated in the Fee Details window.

The Post Enrollment screen also provides an opportunity to post enrollment fees other than tuition.

 Registration Fees

 Additional Fees

Openings (Classes With)

The Openings report provides you with a list of classes that display your classes that have openings. In

addition, there is a % Full column that displays a graphic representation of how full your classes are.

This report can be found under the Classes (menu) > Class Reports > Openings.

Some of the columns contain clickable links that open additional information.



Class Schedule

Located in Class Reports from the Classes menu, the Class Schedule report Search Criteria can be used

to:

Display a listing of classes by Location, room, session, instructor, or Category 1, 2, 3.

Display a list of classes based on specific start/end dates.

Display a list of classes w/gender specifications or ages.

Display a list of classes for a specific student.

Display # of openings in a list of classes. 

 Example

Process Class Registrations Report

The Process Class Registrations report allows you to review all registrations and class enrollments

including those coming in through Online Registration, from the Parent Portal, and those done from

within Jackrabbit.  Additions to waitlists are also displayed. 

Get to this report from the Classes menu > Class Reports > Enrollment tab > Process Class

Registrations.  

Streamline registration workflow and improve efficiency.

Review pertinent information and process registrations and class enrollments from a centralized
location.

Identify families who did not have fees posted with their registration or class enrollment.
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Find Parent Portal enrollments and post fees accordingly.

Note: The date range for this report is limited to 60 days.

 Access the Process Class Registrations Report

 Select Search Criteria

 Report Results

 Process New Class Registrations

Edit a Student's Class Enrollment Date

There might be occasions when you need to update a student's enrollment date, perhaps to adjust an

enrollment that came in through online registration or to fix administrative mistakes. Don't worry;

we've got you covered!

In order to edit a student's class enrollment date, the User must have the Edit Student's Class Enroll

Date permission in the Students category. To enable this permission, Allow Future Enrollments must be

set to Yes in the Organization Default Settings (Gear icon > Settings > General).  Learn more about

Permissions for Jackrabbit Users.

Individual student enrollment dates can be edited in two places in Jackrabbit.

 Process Class Registrations Report

 Class Record > Enroll List Tab

 The Rules

https://help.jackrabbitclass.com/help/user-id-permissions


Practice - Enroll/Register a Student into a Class

Want to practice what you've just learned?  Great!  

Go to https://app.jackrabbitclass.com/jr4.0/Login  and log in with the credentials below for your
Jackrabbit edition.  

Go through some or all of the practice scenarios below as they apply to you.

Edition User ID Password

Cheer LMSCheer Training1

Class LMSClass Training1

Dance LMSDance Training1

Music LMSMusic Training1

Swim LMSSwim Training1

The Practice Database is refreshed each day at approximately 5:00 am Eastern Standard Time.

 Anything you enter will be erased at that time.

Enroll a student in a class, you can either:

 All Students page

 Class Record

 Student Record

 Weekly Calendar

QUIZ - Lesson #3 - Enroll/Register Students in Classes

When you have worked through all of the articles outlined in the lesson above, select the Take the

https://app.jackrabbitclass.com/jr4.0/Login


Quiz button to be taken to the Lesson #3 Quiz where you can test your understanding of the concepts

in this lesson.  You will be asked to enter an email address for quiz results to be sent. The quiz includes

Review questions.

Quiz #3 - Enroll/Register Students in Classes

Number

of

Questions

Total

Possible

Points

Points

Needed for

an "A"

Points

Needed for a

"B"

Points

Needed

for a  "C"

9 9 8 7 6

 Return to Front Desk Staff Menu to continue to next lesson

 Click here to provide feedback for this lesson

Optional Topics - Lesson #3

Review the following articles if they apply to your organization.

Create a Trial Enrollment from Within Jackrabbit

Jackrabbit allows you to offer a class as a trial. The ability to enroll in a class as a trial is a per-class

option, and the class record must have Allow Trial Enrollment set to Yes on its Summary tab. For more

details, see Classes/Lessons.  

When a student is enrolled as a trial, the enrollment will be given an Enroll Type of Trial, which lets your

staff know that the student is a trial student. When posting tuition fees, Trial Enroll Types can be

excluded, so fees are not posted to those students in trial classes.  

If the student completes the trial and wishes to enroll permanently, then you should change their

Enroll Type to Trial - Enrolled. See our Help article Staff Procedures for Trial Enrollments for more

information.

https://docs.google.com/forms/d/e/1FAIpQLScKKMRRM_4v3SaVPeOFt94HyrYY0iasWwU_35BqIyO3y_M15w/viewform?usp=sf_link
http://trainingstaff.jackrabbitclass.com/help/jts-front-desk-staff
https://docs.google.com/forms/d/e/1FAIpQLSfQeFTUoRjVziqjDzn0q1LBJwqO04JKfWB74vaLNYg1FnjQeQ/viewform?usp=sf_link
http://trainingstaff.jackrabbitclass.com/help/class-record
http://trainingstaff.jackrabbitclass.com/help/classes-lessons
http://trainingstaff.jackrabbitclass.com/help/staff-proc-trial-enroll


Trial Enrollments for New Students from Within Jackrabbit

Students can be enrolled as a trial using the Quick Registration Form.  

1. Go to the Families menu > All Families > Quick Registration.

2.  Complete the Quick Registration form.  

Select a Class.

Set the Trial Enroll? field to Yes.

      

3. Select a Future Drop Date (if needed) that is the day after the actual trial date so that the student
will drop from the class after their trial class automatically.    

After submitting the Quick Registration, the student's Enroll Type will be set to Trial.

Trial Enrollments for Existing Students from Within
Jackrabbit

Students can be enrolled as a trial when you or your office staff enroll students from within

Jackrabbit.

If a student has already enrolled in the class, you can also set the Enroll Type to Trial on the student's

Classes tab. 

Trial Enrollment During Online Registration

http://trainingstaff.jackrabbitclass.com/help/enroll-student-add-new-family
http://trainingstaff.jackrabbitclass.com/help/enroll-student-from-database


If you want to use Jackrabbit's Trial Enrollments, you can also offer a class on a trial basis "online" for

NEW students using the Online Registration Form.

To allow a new customer to be able to select and enroll in a class as a Trial, set "Allow Trial Enrollment"

to YES at the bottom of the Class Summary page (Online Registration must also be set to Yes) in the

Class record.  Trials are not available in the Parent Portal; they are only available to new customers

using the Online Registration form.

Use the Classes menu > Edit All Classes to select a group of classes to edit, and then use the Global

update section if you want to mass edit multiple classes at once.

You should explain on your website your organization's "rules" regarding Trial classes for students (as

each organization has different rules regarding trial classes).

If the class is set to "Allow Trial Enrollment"= Yes, when a new customer selects this class, the below

wording will appear under the Class in the Registration Form.  The customer may select Yes or No from

the drop-down.  It defaults to No. 

If the customer selects YES and submits the Online Registration form, the following occurs for the trial

class:

Class tuition is NOT posted for this class, even if you have auto-posting set to Yes. Trials can not
have tuition auto-posted.

The customer's confirmation email, and your organization's notification email, will include "Trial"
beside the class name.

The Enroll Type will be set as "Trial" for this student for this class in your database in all the
locations that show the enroll Type.

The archived Online Registration will show this class was selected as a Trial.

The system does NOT set a future drop date. This means the student enroll type of "Trial" will

http://trainingstaff.jackrabbitclass.com/help/trial-enroll


remain "Trial" until your staff either drops the student from the class OR changes their enroll type
to "Trial-Enrolled".

Develop procedures for your staff on how to handle Trial students after the trial class has been

attended. See Staff Procedures for Trial Enrollments for more details.

Staff Procedures for Trial Enrollments

To keep all of your staff on the same page, it's a good idea to develop a procedure for handling trial

enrollments. This will ensure that your enrollment reports are consistent and accurate.

Establish a workflow to:

Track incoming trial enrollments.

Handle the enrollment for students who don't enroll in the class after the trial.

Change the Enroll Type for students who liked their trial and then enrolled in the class.

Track Trial Enrollments

The ability to track and report on trial enrollments is based on the Enroll Type. 

The Enroll Type of Trial is assigned to all trial enrollments, whether they come in through Online

Registration or were enrolled from within Jackrabbit, which allows you to report on trial enrollments

using reports that include the Search Criteria or Filter = Enroll Type.

The Type (Enroll) is displayed in both the Class record and the Student record.

http://trainingstaff.jackrabbitclass.com/help/staff-proc-trial-enroll
http://trainingstaff.jackrabbitclass.com/help/reports-understand-enrollment-types
http://trainingstaff.jackrabbitclass.com/help/trial-enroll-web-reg
http://trainingstaff.jackrabbitclass.com/help/trial-enroll
http://trainingstaff.jackrabbitclass.com/help/trial-enroll-report


Any enrollment with the type of Trial triggers an Executive Dashboard Alert to bring the trial

enrollments to your attention. Use the link to generate a report of upcoming trials.

Change Enroll Type Based on Trial Outcome

If a trial becomes an enrolled student, delete any Future Drop date from the class Enroll List tab

and change the Enroll Type to Trial-Enrolled. This can also be done from the student's Classes tab.

If the student doesn't enroll after taking the trial class, staff should make sure a Future Drop is in

place that will automatically drop the student. If not, the student should be dropped from the

class using the date after the trial occurred.

If no change is made, and the student remains as Enroll Type = Trial, it's possible that the student will be

excluded from your tuition posting. This could happen if you always clear the checkbox for Post tuition to

students with Enroll Type = Trial when using Post Tuition Fees.



Report on Trial Enrollments

After a trial is completed, there are three reports that track trials:

Drop History

Enroll History    

Enrollment Detail     

Select Trial as the Enroll Type in the Search Criteria.  

If a trial does not become a student or was a no show, leave the Enroll Type as Trial and drop the student

from the Class. Enter a drop reason (Example: No Show). 

Report on trials that did not become students by going to Students (menu) > Student Reports > Drop

History. Be sure to select Enroll Type = Trial.

Track students who enrolled from a trial by setting the Enroll Type in Students (menu) > Student Reports

> Enrollment Detail to Trial - Enrolled.

Create a Future Enrollment

When Jackrabbit is set to Allow Future Enrollments, staff can change the enroll date to a date in the

future when enrolling a student from within Jackrabbit. This feature is not active in your Jackrabbit

database unless you make it available.

To change the setting:

1. Go to the Gear (icon) > Settings > General > Organization Defaults (left menu).

2. Scroll down to Class Settings (section).    

3. Set Allow Future Enrollments to Yes.    

4. Click Save Changes.    

5. Log out of Jackrabbit and then log back in for the change to become active.

When enrolling students from within Jackrabbit, staff has the option to set the Enroll Date to a future

date. 

http://trainingstaff.jackrabbitclass.com/help/drop-history-report
http://trainingstaff.jackrabbitclass.com/help/enrollment-history-report
http://trainingstaff.jackrabbitclass.com/help/enrollment-detail-report
http://trainingstaff.jackrabbitclass.com/help/staff-enroll-student


Families cannot future enroll students through Online Registration or the Parent Portal. All future

enrollments can only be done by a Jackrabbit User. Once a future enrollment has been created in

Jackrabbit, the future enrollment date cannot be changed, you must delete the enrollment and re-

enroll the student with the correct date.

Important Notes on Future Enrollments

The Executive Dashboard Alert for WaitList for Classes with Openings takes future enrollments
into account. If your organization allows future enrollments, the report shows the number of
future enrollments and the adjusted openings (the class's maximum size minus the number of
students enrolled).  If the adjusted openings count is less than 1, it will appear in yellow.

During online registration, the number of future enrollments in the class will always be factored
into the number of openings available to prevent a family from creating an overbooking.  To
further reduce the chance of overbooking, it is possible to allow future enrollments to impact the
openings in a class when using the Quick Registration form. From the Gear icon,
select Settings > Online Registration > Settings (left menu) > Class Search Settings > What
impacts the number of Class Openings? (section), and set Future Enrolls to Yes for Quick
Registration. 

Future enrollments are enrolled and active in the class on the date of the future enrollment at 5
am Eastern time.



Future Enrollments are best used when the student cannot attend until after the class start date. The

student isn't active in the class until the Future Enroll Date. If the student isn't active during the

Tuition Billing Cycle, the student may be excluded when you Post Tuition Fees.

View Future Enrollments

If a student is enrolled with a future start date, the future date details can be seen via the Family

record, on the Summary tab, and via the Student record, on the Classes tab. Details of the future

enrollment can also be accessed from the Weekly View calendar.

Family Summary Tab

Student Classes Tab

http://trainingstaff.jackrabbitclass.com/help/post-tuition-fees-function


Weekly Calendar

Click the Weekly Calendar button on the Executive Dashboard. The number of future enrollments in a

class is indicated (FE) after the class name. 

Hover over the class name and a small window with class details appears. Use the Future Enrolls link to

view details of the future enrollments.

Delete a Future Enrollment

Future enrollments can be deleted from the Summary tab of the Student record.



1. Click  View # Future Enrollment(s) on the Summary tab of the Student record.

2. In the Future Enrolls for (student name) window, use the X to delete a future enrollment.

3. Click OK in the confirmation pop-up windows.

4. Click Close.

To accommodate different workflows, future enrollments can also be deleted from the Classes tab in

the Student record and the Enroll List tab of the Class record using the Trash Can icon in the Future

Enrollment section.



Report/Track Future Enrollments

The best way to track future enrollments in Jackrabbit is with the All Students page from the Students

menu. 

Create a listing of all students with enrollments in the future using the Enrollment Status filter Future

enrolled.

http://trainingstaff.jackrabbitclass.com/help/all-students


1. Go to Students (menu) > All Students.

2. Click the Filter icon  to open the
Filter Drawer.

3. Enter the keyword future in the search
field to navigate to the Enrollment Status
filter.

4. Click into the filter field to drop down
the options; select Future enrolled.

5. Click Apply.

6. The Filter Drawer will close, and your
display will now show only those
students with enrollments in the future.
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Manage Class Waitlists & Priority Ordering

Waitlists help manage class demand efficiently and ensure fairness for your students. They can also

boost participation rates, minimize no-shows, and optimize resource allocation.

Get instant alerts on the Executive Dashboard when classes have openings so you can fill spots
quickly.

Prioritize your waitlist based on enrollment status, skill level, date added, and more.

Plan for the future; class waitlists indicate how popular a class is.

Permissions control the ability of your Users to see certain data and take specific actions. Before

moving forward, review User Permissions for Waitlists.

 Access Waitlists

 Add an Existing Student to a Waitlist

 Waitlist Through Online Registration

Prioritize Students on a Waitlist

 

http://trainingstaff.jackrabbitclass.com/help/user-permissions-for-class-waitlists
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 Prioritize Students on a Waitlist

 Enroll Students From the Waitlist

 Delete a Student from a Waitlist

 Message Waitlisted Students (Email, Text, or Push)

 Waitlist Visibility

 Frequently Asked Questions

QUIZ - Optional - Enroll/Register Students into Classes

When you have worked through all of the articles outlined in the lesson , select the Take the Quiz

button to be taken to the Lesson #3 Quiz where you can test your understanding of the concepts in this

lesson.  You will be asked to enter an email address for quiz results to be sent. The quiz includes Review

questions.

Quiz - Optional - Enroll/Register Topics

Number

of

Questions

Total

Possible

Points

Points

Needed for

an "A"

Points

Needed for a

"B"

Points

Needed

for a  "C"

13 13 11 10 9

 Return to Front Desk Staff Menu to continue to next lesson

 Click here to provide feedback for this lesson

https://docs.google.com/forms/d/e/1FAIpQLSdVNcCva6EUh7sV-NW3s8OaZceItEAsYvhXTIil4HhsqFmazA/viewform?usp=sf_link
http://trainingstaff.jackrabbitclass.com/help/jts-front-desk-staff
https://docs.google.com/forms/d/e/1FAIpQLSfQeFTUoRjVziqjDzn0q1LBJwqO04JKfWB74vaLNYg1FnjQeQ/viewform?usp=sf_link



