
© 2021 Community Brands HoldCo, LLC. All rights reserved. Community Brands® and other Community Brands® products and services mentioned herein as well as their 
respective logos are trademarks or registered trademarks of Community Brands HoldCo, LLC. All other product and service names mentioned are the trademarks of their 
respective companies.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Correct the 
Admission Year 
for a New 
Student 

 

 



      
 

 
 
 
Page 2 

 

  

Correct the Admission Year  

A student can be listed in the incorrect Enrollment year if Ravenna has advanced the Admission Season 

for next year applicants and the student is entering the current academic year. Often referred to as a 

Rolling Admission. 

When this occurs, it is easy to fix in Radius AE. 

 

1. Go to ENROLLMENT search Screen 

ENROLLMENT CENTER | Enrollment 

 

2. In Quick Search field enter the Student Name 

3. Click on the Student’s Name in the list (blue text indicates a hyperlink!) 

4. Click on the View Full Record (below the child’s name) 

    

5. Select Applications from Prospect menu   

6. Turn Editing ON. 
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7. Under Application Details, change the entry in the Year field (using the drop-down menu) to the 

correct Admission Year. 

  

8. Select Save  


