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1 Overview

Permission numbers allow students to enroll in a class that requires department or
instructor consent. Additionally, permission numbers may override registration controls,
such as requisites or closed classes.

There have been some enhancements to permission numbers with the 9.0 upgrade. New
functionality allows you to enter comments and track distribution of permission numbers
as well as new terminology that is more intuitive to the user.

On the Class Permissions page, you will see three sections to the page. The three
sections are Class Section Data, Defaults, and Class Permission Data.

On the Class Section Data screen, you will see the class information. Remember to
navigate to different section numbers, using your left and right arrow keys.

Favorites | Main Menu > Records and Enrollment >  Term Processing > Class Permissions > Class Permissions
- : - - - >

Permission to Add

Mew Window | Help | Cus|

Course ID: 003832 Course Offering Nbr: 1

Academic Institution: Cal Paly

Term: Fall Quarter 2012 Undergrad

Subject Area: EMGL English

Catalog Nbr: 134 \Writing and Rhetoric

Class Section Data Find | Wiew Al First [ 4] 1058 Last
Session: 1 Regular Academic Session Class Nbr: 1816 Class Status: Active
Class Section: (1 Class Type:  Enroliment Section
Component: Lecture Instructor:

Student Specific Permissions

Expiration Date:  |09/27/2012 [¢

Permission Valid For:

Permission Time

Closed Class Requisites Not Met Consent Required Career Restriction Period
[ [
Assign More Permissions: Generate | [] Set All Permissions to Issued

ta
Customize | Find | IEI| Ei First 4] 1 of1 n Last

Permission
Izzued|lssued By Use Date Expiration Date

1 B Not Used 0912712012 5 |[=]

B save | ELReturn to Search | ENutify |
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The Defaults section displays the default settings used when Permission Numbers are
generated.

Favorites | Main Menu > Records and Enrollment > Term Processing > Class Permissions >  Class Permissions
-~ : - - - -

Permission to Add

Mew Window | Help | Cus|

Course ID: 003832 Course Offering Nbr: 1
Academic Institution: Cal Paly

Term: Fall Quarter 2012 Undergrad

Subject Area: EMGL English

Catalog Nbr: 134 Writing and Rhetoric

Class Section Data

Find | Wiew Al First n 1 of 58 o Last

Session: 1 Regular Academic Session Class Nbr: 1816 Class Status: Active
Class Section: 01 Class Type: Enroliment Section
Component: Lecture Instructor:

Student Specific Permissions

Expiration Date:  |09/27/2012 5]

Permission Valid For:

Permission Time
Closed Class Requisites Not Met Consent Required Career Restriction Period

0

Assign More Permissions: Generats | [T] set All Permissions to Issued

Class Permission Data

General Info Permission Comments

Customize | Find | @I # Fir!stn 1 of 1 n Last

Permission
Issued |lssued By Use Date Expiration Date

1 ] Mot Used 0012712012 [5 |[=]

& save | E\Return te Search | ENDtify |

The Class Permissions Data section has three pages that allow you to track distribution of
permission numbers and to enter comments. The three pages are:

1. The General Information Page, which displays the following information:
a. Permission Number
b. ID of the student if used
c. Name of the student if used

d. Issued - if selected indicates by whom and when a permission number has
been given to a student. See snapshot below with an example.

e. Issued By - populates the user ID of the person that generated the permission
number and selected the Issued box

f. Status of the permission number - Used or Not Used

g. Permissions Use Date — the date the permission number was used to enroll
the student
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h. Expiration Date — system generated date which is the last day of the Add/Drop

period for a term

Class

Permission Data

Cystomizs | Fing | 2] 48

0562012

ol Lised

|Permission
|Use Dale

Expiration Date

9272012 i) | [

172551

09272012

"-"'1'n 1-8 of & u Lot

Mol Lised

=

BE

ow272012 iy =]
08272012 ij |

091272012 fiy | [=]

733839
511276
635517

Mol Lisad

1|[

Mot Used i
|
I
|

Mot Lised

2. The Permissions Page displays the following information/settings:
a. Permission Number
b. Student ID if used

c. *Closed Class Setting — This box will be deselected as the default setting. If
deselected, the permission number will enforce the enrollment capacity on the
class. If the box is selected, the permission number will override the enroliment
capacity on the class.

d. *Requisites Not Met — This box will be deselected as the default setting. If
deselected the permission number will enforce the requisites for the course as
defined in the Catalog. If the box is selected, the permission number will
override requisites for this course.

e. Consent Required — This box will be selected as the default setting. When
selected, the permission number will override the Consent setting of a class.
This field should remain selected as the purpose of the permission number is
to allow a student to enroll in the class.

f. Career Restriction — This box will be selected as the default setting. When
selected, the permission number will override the Career for a class. Selected,
the permission allows a PBAC student to enroll in a UGRD course. At Cal Poly,
we don't restrict class enrollment by Career. This field should remain selected.

g. Permission Time Period — This box will be selected as the default setting, so
permission numbers work throughout enroliment, including the add/drop period
during the first eight days of classes.

*Of the five settings, “Closed Class” & “Requisites Not Met” are the only two settings
which department schedulers may wish to manipulate. There is no need to change the
default values for the other settings
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Here’s a snapshot of the Permission page with the default settings:

Class Permission Data customize | Find | C0) B8 First B 45 065 B Lot
General Info Permission Comments

Requisitez Hot |Conzent Career Permiz=sion

Clozsed Class |Met Required Restriction Time Period
1 88717 ] ] (=]
2 245826 (] (] (=]
3 791772 [ [ (=]
4 551377 [ [ (=l
5 24689 O O (=l

3. The Comments Page displays the following information:
a. Permission Number
b. Student ID if used

c. Comment field — this is where you would enter any comments you wish to note,
such as why a permission number was issued to a student.

Here’s a snapshot of the Comments page:

Class Permission Data customize |Find | ] B First Kl 1.5 0r5 B Last
Seq# (Number Comments

1 EETRT |Facu|t}r requested permission to issue to student. E|
2 245826 | =
3 791772 | =
4 551377 | =
5 24689 | =

You may view all three pages by selecting the icon to the right of the Comments tab:

Class Permission Data customize | Find | ) 8 First KBl 15 015 B Last

General Info Permission Comments

Comments

1 88717 |Facu|t}f requested permission to issue to student.
2 245326 |
3 791772 |
4 551377 |
5 |

[ { (oD | [0 | ] { [

24689
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The page will look like this and have all three pages condensed on the one view:

(Class Permission Data

cosomze [poa | | 8 st Bl s ors Lo

Permegeson
Seq Requisites |Comsent |Career Time
[ Use Date  |Cxpiration Date: |Class Required | Restriction | Period
1 |gBTT 0 Mot Used 0272012 ) | 0] 0 | # [# Faculty requestad permission to Issua 1o student. =
2 |245820 B Mol Used 0272012 ) | [ B | 7 7 =
R TErd (] Mot Lsed a0z & 1] (] ] ] i =
4 |ss1am7 4] Mot Used 19272012 5 | I il ] £l 7 B
5 24609 4] Mot Used iz7em2 5|1 k] v v =

1.1 Generating Permission Numbers

Step 1 To generate or add permissions number for a class, select the menu path
Records and Enrollment > Term Processing > Class Permissions > Class Pe

The following screen will display.

rmissions

Class Permissions

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Favorites @ Main Menu > Records and Enrollment > Term Processing > Class Permissions > Class Permissions
- d - - - -

Limit the number of results to (up to 300): 300

Academic Institution: = SLCMP Q

Term: - - 12128 Q
Subject Area: S [ENGL Q,
Catalog Nbr: begins with ~ [134

Academic Career: = - -
Campus: begins with ~ | Q
Description: begins with |

Course ID: begins with - | Q
Course Offering Nbr: = - | Q,

[ case Sensitive

Search | Clear |Elasi|:Searu:h SaveSearchCriteria

Step 2 | Enter the term code you're generating permissions for

Step 3 | Enter the subject area

Step 4 | Enter the catalog number

Step 5 | Select the “Search” button
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Step 6 | The Permission to Add page will display:

Favortes  Main Menu » Records and Enrolment » Term Processing » Class Permissions » Class Permissions
Course ID: 003832 Course Offering Nbr: 1

Academic Institution:  Cal Poly

Term: Fall Cuarter 2012 Undergrad

Subject Area: EMNGL English

Catalog Nbr: 134 Writing and Rhetoric

Class Section Data

Session: 1 Regular Acadermic Session Class Nbr: 5313 Class Status:  Active
Class Section: 22 Class Type: Enroliment Saction
Component: Lecture Instructor:

Student Specific Parmissions

Expiration Date: (09272012 [w)

Permission Valid For:

Permission Time

Assign More Permissions:| 3 Generate " Set AN Permissions to lssued

Class Permission Data Customize | Fing | ‘T|| e

Permission

Requisites Not  [Consent Career Permission

|Seq @ |Number Required | Restriction Time Period
347239 i O | =
2 220160 A lal Fl £l 7 =
3 813144 : [ J W] 4 v =

Save IE\Rehﬂn o Search [ gﬂmﬁ |

Step 7 | Navigate to the class section you're generating/adding permissions for by using the left and
right arrow keys.

Step 6 | Assign More Permissions — Enter the number of permission humbers you wish to generate.

Step 7 | Select the “Generate” button and the permission number information will display

Step 8 | Select permission number settings/controls as appropriate. These settings are located on the
Permission page.
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Step 9 | Select the “Save” button

You're able to select the settings/controls for the permission numbers as appropriate on the
Permission Page. The two settings used by Cal Poly are Closed Class and Requisites Not Met.

1. Closed Class - This box will be deselected as the default setting. If deselected the permission
number will enforce the enrollment cap on the class. If the box is selected, the permission
number will override the enrollment cap on the class.

2. Requisites Not Met — This box will be deselected as the default setting. If deselected the
permission number will enforce the requisites for the course as defined in the Catalog. If the
box is selected, the permission number will override requisites for this course.

Favortes Main Menu > Records and Enrolment » Termn Pgan:esma » (lass Permesions » Class Permissions

Permission o Add

Course ID; 003832 Course Offering Nbr 1

Academic Institution: ~ Cal Paly

Term: Fall Quartar 2012 Undergrad

Subject Area: ENGL English

Catalog Nbr: 134 Writing and Rhetoric

Class Section Data Eind | iz A8 Firsl a 73 ol BB 0 Las
Sessm i Regular Academic Session Class Hbr: 5313 Class Status: Active
Class Section: 22 Class Type:  Ensodiment Sechon
Component: Lecturs Instructor:

Student Specific Permissions

Expiration Date; 0972772012 i}
Parmission Valid For:

| | | |Permission Time
Iﬁ:lh‘i Mt Mert !{':-nnn Required Caregr Restriction |Perniod

Assign More Parmissions: | 3 Generate | | Set All Permissions 1o 1ssued

Class Permission Data Custome | End | :‘F‘| i Erst B 43003 B Lo
| | — ERequ-.-,er Mot  |(Conssnt Carear !F‘l.-l'l‘lll'!!mh

| S 2 !I'Iumber EiD (Closed Class !Mﬂ :Requu'zd Restrction iTlm: Period

4 347239 7 cl o [=]
2 220160 & ] v ci Cl =l
3 813144 | I I o =]

@ save | SRstum tosearch | Elnosity |
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Step 10 | To issue a permission number for a closed class while still enforcing the requisites for the course,

select the Closed Class box and leave the Requisites Not Met box deselected.

Favorites - Main Menu > Records and Enrollment > Term Processing > Class Permissions > Class Permissions
- : - - - -

Permission to Add

Course ID: 003832 Course Offering Nbr: 1
Academic Institution: Cal Poly

Term: Fall Quarter 2012 Undergrad

Subject Area: EMGL English

Catalog Nbr: 134

Writing and Rhetaric

Class Section Data

First Kl 22 o538 I Last
Class Status: Active
Class Type: Enrollment Section

Instructor:

Session: 1 Regular Academic Session Class Nbr: h313
Class Section: 22
Component: Lecture

Student Specific Permissions

Expiration Date:  |09/27/2012 [5]

Permission Valid For:

Permission Time

Closed Class Requisites Not Met Consent Required Career Restriction Period

] [
Assign More Permissions:| 3 _Generate | [] Set All Permissions to Issued

Pe 3 (B 4 5 3
General Info Permission Comments [F=TW

1 347239 ] [=]
2 220160 E [ [=]
3 913144 ] = =

ESa\rel E\Return to Search | ENuﬁfy |
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Step 11

To issue a permission number that will override the requisites for a course but still enforce the

enrollment capacity on the class, select the Requisites Not Met box and leave the Closed Class box
deselected.

Favorites Main Menu > Records and Enrollment > Term Processing > Class Permissions » Class Permissions
- H - - w -

Permission to Add

Course ID: 003832 Course Offering Nbr: 1
Academic Institution: Cal Poly

Term: Fall Quarter 2012 Undergrad

Subject Area: EMGL English

Catalog Nbr: 134

Writing and Rhetoric
Class Section Data

First Kl 25 o 53 I Last

Session: 1 Regular Academic Session Class Nbr: 5313 Class Status: Active
Class Section: 22 Class Type:  Enrollment Section
Component: Lecture Instructor:

Student Specific Permissions

Expiration Date:

09/27/2012] [51]

Permission Valid For:

Closed Class

Permission Time
Period

Requisites Hot Met

Consent Required Career Restriction

O O

[T] set All Permissions to Issued

Customize | Find | @I i First (] 12 of3 o Last
General Info Permission Comments

Requisites Not

Consent

Career Permission

Closed Class (Met Required Restriction Time Period
1 347239 o (=]
[ 2 220160 [ (=]
913144 O O (=]

B save | E\Return to Search | ElNDtify |
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Step 12 | To override a closed class and requisites on a course, select the Closed Class box and the Requisites
Not Met box.

Favorites Man Menu > Records ang Enrolment > Temm Processing > Class Permissions > Class Permissions

Permission to Add

Course ID: 003832 Course Offering Nbr: 1

Academic Institution:  Cal Poly

Term: Fall Quarter 2012 Undergrad

Subject Area: ENGL English

Catalog Nbr: 134 Writing and Rhetoric
Class Section Data Find | View Al
Session: 1 Regular Academic Session Class Nbr: 5313 Class Status: Active
Class Section: 22 Class Type: Enroliment Section
Component: Lecture Instructor:

Student Specific Permissions

Expiration Date:  09/27/2012 i)
Permission Valid For:

‘ | Permission Time
Closed Class |Requisites Not Met |Consent Required |Career Restriction | Period

Assign More Permissions:| 3 Generate | [ set All Permissions to Issued

Class Permission Data customize | Find | B0 #  First B 43 012 BB st
| General info Permission Comments

| | ﬁm Consent Career Permission
Seq® ilulnrl"Ltber |10 |Closed Class !!.tet | Required |Restriction Time Period
1 347239 J) B vl 7 @ E]
2 220160 £ v vl cl i =
3 913144 53} v € ] & =

@ save | +AReturn to Search | Elnotity |
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1.2

Student Specific Permission Numbers

Student Specific Permissions are used when the student enroliment for a class is known,
such as a cohort of classes and the same students are progressing together through a
series of classes.

The set-up for coding a class to be Student Specific Permission has not changed from 8.9
to 9.0. However, there have been some enhancements to permission numbers with the
9.0 upgrade. New functionality allows you to enter comments and track distribution of
permission numbers as well as new terminology that is more intuitive to the user.

Step 1 To set-up Student Specific Permission for a class, follow these steps:
Navigate to Curriculum management > Schedule of Classes > Maintain Schedule of Classes
Favorites | Main Menu > Curriculum Management > Schedule of Classes » Maintain Schedule of Classes
Maintain Schedule of Classes
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
Limit the number of results to (up to 3007 300
Academic Institution: = SLCMP Q
Term: = - 2124 '}
Subject Area: = - ARCH aQ
Catalog Nbr: begins with = |470
Academic Career: = - LIndergraduate -
Campus: begins with - |Main Q
Description: begins with -
Course 1D: begins with - Q
Course Offering Hbr: = - Q
| case Sensitive
Search | Clear |Basic Search Save Search Criteria
Step 2 Enter the term code
Step 3 Enter the Subject Area
Step 4 Enter the catalog Nbr
Step 5 Select the “Search” button
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Step 6

On the Basic Data page you will select Student Specific Permissions

" BasicData  Meetings | EnrollmentCnil | ReserveCap | Noles

Favorites Manylenu » Curricuhmfdanagemnt » Echedulevofchsseﬁ » Maintain Schedule of Classes

Course 1Dz 001705 Course Offering Nbr: 1
Academic Institution:  Cal Poly
Term: Spring Quarter 2012 Uﬂﬂﬂ‘l’ﬂiﬂd s ——————
Subject Area: ARCH Architecture #uto Create Componen |
Catalog Nbr: 470 Selected Advanced Topics
Class Sections
*Session: 1 Regular Academic Session Class Nbr: 5504 =
*Class Section: 01 *StartEnd Date: |0326/2012 [ 060172012 [5)
*Component: LEC @ Leclure Event ID:
*Class Typa: Enrallment -
A ted Class: 1 Units: 4,
ssociated Class n 00 R
*Campus: MAIN Main CPSLO
*Location: sLO 2, CalPoly-San Luis Obispo Flsea o
e s sl Q 7 Student Specific Permissions
*Academic Organization: | 135-ARCH L Aschitecture
Academic Group: UGRD Undergraduate Dynamic Date Calc Required
*Holiday Schedule: AHS 4 Academic Holiday Schedule [ Generate Class Mtg Attendance
*Instruction Mode: Y N Earean Sync Attendance with Class Mtg

Primary Instr Section: 01 L 6L Interface Required

Course Topic Ik (4050 Architecture Publications [¥] Print Topic in Schedule
Course Equivalent Course Group: ["] override Equivalent Course
Class qu.ll'u'ﬂ.IEI'IT Course Gmup.'

Class Attributes

hgg{!:
Attribute
[CLEV @ Course Level 2 ), Upper Division

E01 ) State Support [E01 C, State Support

&
[ [

= save | £\ Retumn to Search | = notity I
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Step 7 On the Enrollment Cntrl page you will select Dept Cnsnt (Department Consent) for the Add Consent

field value.

Enrolliment Cntri
Course ID: 001705 Course Offering Nbr: 1
Academic Institution:  Cal Poly
Term: Spring Quarter 2012 Undergrad
Subject Area: ARCH Architecture
Catalog Nbr: 470 Selected Advanced Topics
Enroliment Control

Session: 1 Regular Academic Session  ClassNbrm 5604

Class Section: 01 Component:  Lecture Event ID:

Associated Class: 1 Units: 4.00
*Class Status: Active -

Class Type: Enraliment Enrollment Status: Cpen
“Add Consent: DeptCnsnt  » | Requested Room Capacity: 24 Total
*Drop Consent: Mo Consent = Enrollment Capacity: 12 7

1st Auto Enroll Section: Wait List Capacity: 98 g

2nd Auto Enroll Section: Minimum Enroliment Nbr:

Resection to Section:

| fwto Enroll from Wait List [ cancel it Student Enrolled

@save | SReturn to Search | Enatity |

Step 8 You will then need to go into the Class Permissions page and enter the student ID’s of the students

Permissions

The following screen will display:

you intend to give permission to enroll in this class section.

Select the menu path: Records and Enrollment > Term Processing > Class Permissions > Class

Class Permissions

Favorites | Main Menu > Records and Enrollment » Term Processing * Class Permissions »> Class Permissions
- : - - - -

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up to 300): W
Academic Institution: = « ’Wq
Term: = - |2124—Q
Subject Area: [ [srReH @
Catalog Nbr: begins with » [470 |
Academic Career: = - -
Campus: beginswith ~|[ Q
Description: beginswith ~|
Course ID: pegnswith ~|[  Q
Course Offering Nbr: = - [ A
[ case sensitive

Search I Clear |Basic Search = Save Search Criteria
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Step 9 Enter the term code
Step 10 | Enter the subject area
Step 11 | Enter the catalog Number and select the “Search” button
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Step 12 | The Permission to Add screen will display:

NOTE: To navigate to different section numbers of the same course, use your left and right arrow
buttons.

Favovrl:es Hahvl'-'lenu » RecordsanEEnruhﬁent > Term Prvo:essnn > (Class Peinissiuns » Class Permssions

Permission to Add

Course ID: 001708 Course Offering Hbr: 1
Academic Institution:  Cal Paly
Term: Fall Quaner 2012 Undergrad
Subject Area: ARCH Architecture
Catalog Nbr: 470 Selected Advanced Topics
Class Section Data
Session: 1 Regular Academic Session Class Mbr: 6734 Class Status:  Active
Class Section: 71 Class Type:  Enroliment Section
Component: Lecture Instructor: Doerfler James A
Dong Kevin J
Student Specific Permissions

Expiration Date:  |09/27/2012 [ii)

Permission Valid For:

| Permission Time
Requisites Not Met Consent Required

_["ﬂ-.r Restriction Period
= & El

Assign More Permissions: I

Class Permission Data customize |Fing | 0] 88 Frst El 4 or 1 I Lass

General Info Permission Comments

Permission
Status Usze Date Expiration Date

Seq# |Number 1]

1 Q Not Used 0972712012 [ij =]

B zave | L\return to Search I
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Stepi3 In the ‘Defaults’ area, you’ll see the global controls that will be applied to the permission numbers for
the class section specified. Determine if you wish to override ‘Closed Class’ and ‘Requisites Not Met’.
The default settings already are selected to override ‘Consent Required’, ‘Career Restrictions’, and
‘Permission Time Period’ as these boxes have been pre-selected.

If you want the enrollment cap and the prerequisites enforced, then you will leave the ‘Closed
Class’ and ‘Requisites Not Met’ boxes deselected and proceed in entering the student ID’s .

Favgrites  Main Menu > Rre-:c'rt:.is.aral:lv Enroiment > Term Processing > Class Permissions > Class Permissions

| Permission to Add !

Course ID: 001705 Course Offering Nbr: 1
Academic Institution:  Cal Paly
Term: Fall Quarter 2012 Undergrad
Subject Area: ARCH Architecture
Catalog Nbr: 470 Selected Advanced Topics
Class Section Data Find | View A1  First [ JPYPY P
Session: 1 Reqular Academic Session Class Mbr: 6734 Class Status:  Active
Class Section: 71 Class Type:  Enroliment Section
Component: Lecture Instructor Doerler, James A
Dong Kevin J

Student Specific Permissions

Expiration Date: 0972772012 [5i

Permission Valid For:
Permission Time

Assign More Permissions: I

Class Permission Data cystomize |Fing [ E0 | 88 Fist I 4 or g I Lasy
General Info | Permission ||| Comments |

Permission
Seq# |Number 11} ! Status Use Date Expiration Date

1 a, Not Used vaz7zoiz [ & |[=)

& zave l LLReturn to Search I

If you wish to override the ‘Closed Class’ and ‘Requisites Not Met’, then you will select the boxes in
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the ‘Defaults’ area.

Favorites  Main Menu > Records anEIrEnrui'nent > Term Processing > Class Permissions > Class Permissions

Permission to Add

Course IDx 001705 Course Offering Nbr: 1
Academic Institution:  Cal Poly

Term: Fall Quaner 2012 Undergrad

Subject Area: ARCH Architecture

Catalog Nbr: 470 Selected Advanced Topics

Class Section Data

Fingd |".l'm'.'-' All Firgl u 2al2 u Last

Session: 1 Regular Academic Session Class Nbr: 6734 Class Status:  Aclive
Class Section: 71 Class Type:  Enroliment Section
Component Lecture Instructor: Doerfler James A
Dong.Kevin J
Student Specific Permissions

Expiration Date:  |09/27/2012 |[i)
Permission Valid For:

Permission Time

Closed Clags Reqguisites Not Met consent Required Carear Restriction Pariod

Requizites Not (Consent Carsar Permizaion

Seq# |Number | Closed Class |Met Required Restriction Time Period

@save | AReturn to Search |
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Step 14

When you tab out of the ID field the name of the student will populate in the “Name” field.

In the Class Permissions Data you will find the field titled “ID”. This is where you will enter the
student ID’s you wish to issue permission to enroll in this class.

Permission to Add

Favq;tes Hanyenu » Recardsang Enroliment > Terml‘-*@cesmq » Ehsspey'rlsmns »  Class Permissions

Course IDx 001705
Academic Institution:  Cal Poly

Tarm: Fall Quarsr 2012
Subject Area: ARCH

Catalog Nbr: 470

Class Section Data

Session: 1
Class Section: 71
Component: Lecture

Student Specific Permissions

Expiration Date: 0902772012 [
Permission Valid For:

Closed Class

Regular Academic Session

Reguisites Hot Met |EE|:I'I'!-E‘I'It Required

Course Offering Nbr: 1

Undergrad
Architecture
Selected Advanced Topics

Eind | Wiew Al Eirsi 4] 2of2 | Last

Class Nbr: 6734 Class Status: Active

Class Type: Enroliment Section
Instructor: Doerfler James A

Dong Kevin J

Career Restriction Pericd

First Bl 4 o4 I

Customize | Find | =l 48

Permission

S: University Scheduling/PeopleSoft 9.0/Cal Poly BPG’s 9.0/ Generating Permission Numbers — Dept Scheduler 5_12

L Use Date Expiration Date
1 ' Q Mot Used 0012712012 3] =
-
Wsave | EReturn to Search |
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Step 15 | Once you’ve entered the first student ID, hit the ‘plus’ + button to add additional names and ID’s as
necessary.

Fa'.u:lrrtes Hanyenu ¥ RecnrdsangEnmh\ent » Term Pr_m:esmg » thssPe_rrmmns » Class Permissions

Permission to Add

Course 10z 001708 Course Olfering Nbr: 1
Academic Institution:  Cal Paoly

Term: Fall Quarer 2012 Undergrad

Subject Area: ARCH Architecture

Catalog Nbr: 470 Selected Advanced Topics

Class Section Data

Session: 1

Regular Academic Session Class Nbr: 6734
Class Section: 7

Class Status: Aclive
Class Type: Enrollment Section
Component: Lecture Instructor: Doerler James A

Dong,Kevin J
Student Specific Permissions

Expiration Date:  |03/27/2012 [3y
Permission Valid For:

Permission Time

|Consent Required

Period
[] £ il
Assign More Permissions: [
Pe : [ *

D

q [ A
1 (004887861 Q Mot Used (09272012 iy =
2 ' Q Mot Used parrr2012 ) |1+ [=

@save | Sreturn to search |
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Step 16 | You may also use the “Look up” function to add the students on this page. Select the magnifying class
to the right of the ID field and the following is a screen shot of the searchable fields you may use to
locate the students you wish to give permission to enroll in this class.

Look Up %]

Look Up ID

ID: begins with + |
Campus ID: begins with |
Local Campus 1Y pegins with - |
National ID: begins with ~ |
Last Name: begins with + |
First Name: begins with - |

Look Up Clear Cancel |Elasi|:: Lookup
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Step 17

To review the settings or change the settings once you entered a student’s name, go to the

Permission tab under Class Permission Data. Once the student has successfully enrolled, these
setting will become ‘locked’ and won’t be able to be changed.

Fa\"ﬂlltés

Permission to Add

Main Menu » Records ann‘i Enrolment > Term Processing > Class Permissions » Class Permissions

Course IDx

001708
Academic Institution:  Cal Paly
Term: Fall Quarter 2012
Subject Area: ARCH
Catalog Nbr: 470

Class Section Data

Expiration Date: | 09/27/2012 [3j

Permission Valid For:

Reguisites H

Session: 1 Regular Academic Session
Class Section: 71
Component: Lecture

Student Specific Permissions

Me

Course Offering Nbr: 1

Undergrad
Architecture
Selecled Advanced Topics

Fingd | View Al

Class Nbr: 6734 Class Status: Active
Class Type: Enroliment Section
Instructor: Doerfler James &

Dong Kevin J

Permission Time

squired Peri

Career Restriction

Customize | Find | ﬂ| 2

rest Bl 43003

Requisites Mot

S: University Scheduling/PeopleSoft 9.0/Cal Poly BPG’s 9.0/ Generating Permission Numbers — Dept Scheduler 5_12

Consent Career Permission
1] Closed Class |Met Required | Restriction Time Period |
1 004687861 C) Fil 7] i vl i =l
2 loos376949 o | v Fl £l ) #| =
3 (008377001 O ¥l v El &l v [=]
& save I £\Return to Search ]
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Step 18

On the Comments page, you can enter information specific to the student if desired.

Farl.rl:Lrl:es Man‘Henu » Records ang Enrolment > Term Pr‘ucemg > Class Pe'rrrﬁsiuns » Class Permissions

Permission to Add

Course ID: 001705 Course Offering Nbr: 1
Academic Institution:  Cal Poly

Term: Fall Quarter 2012 Undergrad

Subject Area: ARCH Architecture

Catalog Nbr: 470

Selected Advanced Topics

Class Section Data Find | Wiew Al
Session: 1 Regular Academic Session Class Nbr: 6734
Class Section: T

Component: Lecture

Student Specific Permissions

Expiration Date: | 09/27/2012 [ij

Permission Valid For:

Career Restriction  |Peried

First K1 2 or2 I gt
Class Status: Active
Class Type:  Enroliment Section
Instructor: Doerfler James A
Dong,Kevin J

Permission Time
Beguisites Hot Met Consent Required

Assign More Permissions: 1 I

Class Permission Data

Generallifo)) | IPermesion)l | Comments
Seq# |Number i}

- 4 .-
wﬂﬂl@lﬂ[ﬂ First B 1.3 o3 I Last

ICc-mmentf.
1 (o0468TaE1 O :Facun',' request - add student to class] [#] 1[=]
2 (008378042 O =
3 [ooaazro01 o ==

& save | £LReturn to Search I
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Step 19 | Remember to hit the Save button when you’ve finished entering the students ID’s.

Favorites = Main Menu > Records ang Enrolment > Term Processing » Class Permissions > Class Permissions

Permission to Add

Course Ik 001705 Course Offering Nbr 1
Academic Institution:  Cal Poly

Term: Fall Cuarter 2012 Undergrad

Subject Area: ARCH Architecture

Catalog Nbr: 470 Seleded Advanced Topics

Class Section Data

Eind | Wiew &1 First Kl 2 002 | aey

Session: 1 Regular Academic Session Class Nbr: 6734 Class Status:  Active
Class Sectiom: 71 Class Type:  Enroliment Section
Component: Lecture Instructor: Doerfler James A

Dong,Kevin J

Student Specific Permissions

Expiration Date: | 09/27/2012 3]
Permission Valid For:

Parmission Time
Closed Class Reqguisites Hot Met Consent Required Career Restriction

Aszsign More Permissions: I

Class Permission Data

E:ns:nrn-ne|@|1—?_—||ﬂﬁ Firs: 1.3.;,13'“
General Info Permission Comments
Requisites Not Career Permission
Seq# |Number Closed Class |Met Restriction Time Period |
1 (004687861 O il ¥ i El il =]
b (008376949 O = Fi = 7l i ==
3 (008377001 O v J| v s 4 =]

£\Return to Search I

End of BPG
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