
CConfirming Course Registration (Instructors)
1. Click on the Registrations tab at the top of your dashboard. Tasks assigned to you will be 

highlighted in yellow. Select the correct term using the Term dropdown in the toolbar.

2. Step can be used to display only registrations on a specific step, to access batch mode, and to 
resend notifications to a specific group. After selecting a step, the Step Action drop down will appear. 
Click on complete in batch mode to complete multiple confirmations at once.

Step Action 

complete in 
batch mode 

3. Instructor: Confirm 
Course

For each course, instructor must 
approve, defer or decline 
enrollment. Defer allows you to 
save the confirmation for a later 
time.

Once selected, click COMPLETE      
STEP.
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