
www.winnexus.org
Objectives for Taawun 
Training PART III: Students/Enrollments

1. Introduce Student and Enrollment Sections of Taawun
2. Enter a New Student in Member Role

- View and Edit Student Details
- Add Student
- Export Student List
- Deactive/Activate/Delete a Student Record

3. Enroll Student Process in Member and Provider Roles
- Two ways to Request Enrollment (Students or Course List) in Member Role
- Register more than one Student for same course
- Automated Emails Generated to CSCs
- Register Student in Provider Role

4. View Enrollments and Export an Enrollment List
5. Learn About Other Registration Status Types including:

Course Full, Denied, Waitlisted, Course Cancelled
6. Dropping or Withdrawing a Student from a Course



www.winnexus.orgOverview of Total Process (non Tawuun) 



www.winnexus.org
Enroll Student Process

Tip: Be sure you Receive Automatic Emails
Make sure you have allowed Taawun system generated emails to be received and not go 
to Spam. This includes your account setup, registration notifications, etc. Emails from:
Taawun <no-reply@taawun.org
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www.winnexus.orgLogin and Navigate NEXus on Taawun

Taawun https://taawun.org/#/auth/login

(Note where to logout on Right Menu)

https://taawun.org/#/auth/login
https://taawun.org/#/auth/login


www.winnexus.orgStudent and Enrollment Lists

►Students now show in Member Role ONLY
►Show via Icon in Navigation Bar or White Tile Students
►Enrollment now show in Icon in Navigation Bar, White Tile 

and Menu on far right
►Enrollments show in both Member and Provider Roles (but 

different data )
Tip: While in Students or Enrollments can use search or filter to 
see fewer records or find a specific record.



www.winnexus.orgStudents and Enrollments



www.winnexus.orgView Student as Member
1. Select Member Role (upper right under your name)
2. From Dashboard select Student icon or White Tile to 

Student List
4. Click on Student Details (three dots on right) to View/Edit
5. Edit and select Save Student at bottom or top of screen



www.winnexus.orgAdd New Student (Member Role)
Best Practice: First check to be sure not in Student List already 
to avoid duplicates

1. From Dashboard Students Tile or in Students Icon, select + 
Add New Student

2. Red Fields are Mandatory. Please also Enter Student Type 
(DNP, PhD or Masters). 

4. Edit and select Save Student at bottom of screen



www.winnexus.org



www.winnexus.orgExport Students
Check boxes of courses to Export. Select Export at Bottom



www.winnexus.orgDeactivate/Activate/Delete Student Record
►Delete Only Allowed for Students that do NOT have enrollment history
1. In “Students” Select three dots on right of course
2. Select “Deactivate.” Student will be classified as Deactivated Status 
and not show on default Active list.
3. To Activate, select Activate from Deactivated records.

Best Practice: Deactivate a student record rather than Delete.

3. Instead of Deactive select “Delete” if available. 
Answer “Yes” when prompted “This can not be undone. Are you sure?”



www.winnexus.org



www.winnexus.org
Enroll Student Process

Tip: Be sure you Receive Automatic Emails
Make sure you have allowed Taawun system generated emails 
to be received and not go to Spam. This includes your account 
setup, registration notifications, etc. Emails from:
Taawun <no-reply@taawun.org
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www.winnexus.org
Auto Emails to CSC

New Request to Provider Notification Registered to Member



www.winnexus.orgReminder Also Received at Login



www.winnexus.org
Enroll Student Process: Member Role

Two Methods (pick one)
1) Select Student(s) first, then Course to Register via
Students at time of New Student Entry or later in Student List 
OR
2) Select Course to register in and then Students to take the 
Course



www.winnexus.org

Request Registration at Time of New 
Student Entry or Student List



www.winnexus.org

Request Registration for Multiple Students 
in Same Course (In Member Role)
►Method I: In Student List, check box students you wish to register 

and select “Enroll Student” at bottom of screen
►Select Course to Register (check box) and select “Request 

Enrollment”
Tip: Be sure date filter on left indicates date range you are 
searching for
►Method II: In Course List, check box for course you wish to 

register students and select “Enroll Student” at bottom of screen.
►Select (check box) for students desired to enroll and select 

“Request Enrollment”



www.winnexus.org

Method I: Request Registration from 
Students



www.winnexus.orgMethod I continued

Note selected 
students listed



www.winnexus.org

Method II: Request Registration from 
Courses



www.winnexus.orgRegister Multiple Students from Courses



www.winnexus.orgProvider: Grant Request
1. Select “Enrollments” Tile or Icon from Dashboard
2. View Enrollment List and Look for “New Request”
Tips: Check Date Filter on Left and Can Filter by Status (i.e. New Request)
3. “Edit Status” and Change to “Registered.”
4. Select “Submit Changes” at Bottom
►Auto Email gets generated to Home Institution.



www.winnexus.orgProvider: Register Student/(Old Grant Seat)



www.winnexus.orgView Enrollments as Provider

►Shows Students Taking or Requested to Take Your Courses 
1. As a Provider, Select Enrollment area from either Icon, in 
Navigation Bar, Tile on Dashboard or Menu option on right 

Tip: Check Date Filter on Left
2. Click on three dots to Right of name to view record
3. Expand “+ Enrollment History” area to view enrollment 
details



www.winnexus.orgView Enrollments



www.winnexus.orgExport Enrollment List

►1. As a Provider, Select Enrollment area from either Icon, in 
Navigation Bar, Tile on Dashboard or Menu option on right 

►Tip: Check Date Filter on Left
►2. Select names (check box) to Export
►3. Select Export to Excel at bottom of screen



www.winnexus.orgExport List of Enrollments



www.winnexus.orgView Enrollments as Member
Shows Your Universities Students Taking or Requested to Take 
a Course(s) from another Provider
1. As a Member, Select Enrollment area from either Icon, in 
Navigation Bar, Tile on Dashboard or Menu option on right 

Tips: Check Date Filter on Left and Can Filter by Status (i.e. 
New Request)

2. Click on three dots to Right of name to view record and see 
Enrollment Details



www.winnexus.orgView Enrollment Details



www.winnexus.orgEnrollment Status Changes
Full list with details at 
https://www.notion.so/List-of-Taawun-Enrollment-Status-
7205d2f0186f47c58da1e5dfdfe4c485

Available until Provider calendar Drop deadline:
• Course Cancelled
• Course Full
• Waitlisted – Available until Provider calendar Drop deadline
• Dropped – available until Provider calendar Drop deadline

Available AFTER Provider drop deadline:
• Withdrawn - Has Tuition Charges associated with it

https://www.notion.so/List-of-Taawun-Enrollment-Status-7205d2f0186f47c58da1e5dfdfe4c485
https://www.notion.so/List-of-Taawun-Enrollment-Status-7205d2f0186f47c58da1e5dfdfe4c485


www.winnexus.org
Enroll Change Process: DROP Example

Tip: Be sure you Receive Automatic Emails
Make sure you have allowed Taawun system generated emails 
to be received and not go to Spam. This includes your account 
setup, registration notifications, etc. Emails from:
Taawun <no-reply@taawun.org

Member Request 
Change to Drop in 

Enrollment 
Record 

Reminder/Email 
Generated to 
Provider CSC

Provider CSC 
Completes Status 

to Dropped

Reminder/Email 
Generated to 

Home CSC



www.winnexus.orgUpdate Individual Enrollment Status
The Member must submit a Drop or Withdrawal request if a student 
decides not to complete a course.

*The option to Drop or Withdraw is depends on the Provider’s Calendar.  



www.winnexus.org
Update Several Enrollments
To update several enrollments simultaneously
1. Select the enrollments by checking the box left of 

each enrollment.
2. Select the Update Enrollments button at the 

bottom of the screen
3. Select the new Enrollment Status
4. Save



www.winnexus.orgSubmit Changes
Once an enrollment status is updated, Members must select 
the Submit Changes button to save.



www.winnexus.orgProvider Changes Enrollment Status
In this case from Member “Request Drop” to  Provider “Dropped”



www.winnexus.orgResources
►https://winnexus.org/membersonly/

Password = NEXus2006
►Direct: https://winnexus.org/taawun-database-resources/
►nexus@ohsu.edu
►Tawuun User Guide, including Short Videos

https://winnexus.org/membersonly/
https://winnexus.org/taawun-database-resources/
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