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Counselor’s 
Auto-Enroll Guide



Step 1:
Begin by logging in to the Instructional Services Student Information System (SIS).
Once you are on the login page, use your username and password to gain access to your administrative account.  
Please visit the URL below:

http://www.edgenuity.com/SIS-Login

 

If you have forgotten your password, then click on “forgot your login and/or password?” and new credentials will 
be e-mailed to you.



Step 2:
Click on the Enrollments tab.

Step 3:
Click on Public Course Requests. The Search criteria box will appear.



Step 4:
You can filter your results using the various fields shown below. Click on Get Data. Your list of students will 
appear below the Get Data box.



Step 5:
Click on the Edit button  to edit the start and end date of a 
student’s course or assign a student to a different counselor.

For NCAA students, verify or change their status here.

(Please do not complete the S2 Code and S3 Code fields. 
These fields will be completed by the district.)

After you have made edits, select Save.

Step 6:
To auto-enroll or deny student requests, check the box next to the student’s name. Scroll to the bottom of the 
screen, and select either the Auto-enroll, Approve Selected, or Deny Selected button. If the student is approved 
or denied enrollment, then the student’s status will change accordingly. If the student is auto-enrolled, then the 
student’s Approved status will change to “Auto-enrolled” and the request will disappear from the list. (Please 
note that the student will receive an e-mail confirmation.)

Students with a start date in the future will populate in the auto-enrolled bucket (see screenshot below). The 
system will auto-enroll the student’s course prior to the start date. No additional action is required on your part.


