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[bookmark: _Toc251923726]Class Permissions 
“Class Permissions” is functionality that allows a student to register through self-service into a class that they would not normally be able to register themselves for and can also restrict a student from dropping a class unless they have permissions to do so.    Registration Permissions will override the following conditions:  
· The class is closed because enrollment capacities have been met
· The class has a requisite that the student has not met
· The class requires consent from the instructor or the department
· The class is not in the same career as the student (eg. grad student taking and undergrad class)
· The class has a time scheduling conflict
There are two methods for administering permissions: 
· Generating Class Permission Numbers – A series of randomly generated permission numbers are created.  A permission number is given to students who then must enter it when they register for the class online. 
· Identify Student Specific Permissions – The Students ID is manually entered into the system by the department in charge of the class.  This requires no action from the student. 
IMPORTANT:  You must choose one or the other of these methods for each class section
[bookmark: _Toc251923727]Generating Class Permission Numbers

Navigation: Records and Enrollment > Term Processing > Class Permissions Numbers and search for and select the class you want to generate permission numbers for.  
From the permissions page you can then:
· Create permission numbers that allow registration overrides
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Create permission numbers that allow dropping the class
[bookmark: _Toc251923728]Create permission numbers that allow registration overrides

1. Enter the following on the “Permission to Add” tab: 
a. Expiration Date= Enter the date when the permission number will expire.  
b. Use the check boxes to determine what the permissions generated will override
c. Enter the number of permission numbers you want to create into the Assign More Permissions field and click the GENERATE button
d. Do not use the “Set All Permissions to Issued” check box unless you want revoke all unused permissions
e. After you click the generate button, you can adjust the permission level 

[image: ]
2. Click the SAVE button when you have completed your work  
From this page you can also:
· Print the permission number page or use the download icon [image: ] to send the grid information to a spreadsheet.  
· Add additional numbers by repeating steps 1 – 4 
· Review what ID’s have been used and by whom on the General Info Tab of the grid
· Add comments on the comment tabs (e.g. assigned to Jane Doe”)
Note:  Class permission numbers can be generated for an entire subject.  That process is not described in these instructions.  If that is something you would like to use, please refer to the help documentation in the PeopleSoft application or contact the application services staff for assistance.

[bookmark: _Toc251923729]Create permission numbers that allow dropping the class
This functionality is not particularly useful in the current UW-S business process however, If you would like more information on this functionality refer to the PeopleSoft help pages or contact the Application Services staff for assistance. 





[bookmark: _Toc251923730]Creating Student Specific permissions

A Student Specific Permission is a manual process that has the Program Department Associates manually enter the students ID into a list associated with the class.  When a student tries to register for the class, the system checks to see if their ID is in the list and if so the transaction is processed with the overrides as defined in the list.    To set this up you must:
· Flag a Class as a Student Specific Permission Class
· Add Student ID to the permissions list

[bookmark: _Toc251923731]Flag a class as a Student Permissions 

1. Navigate to the schedule of classes pages: Curriculum Management > Maintain Schedule of Classes then search for and select the class 
2. On the “Basic Data” tab, click the check box for “Student Specific Permissions” to identify the class as a student specific class
Note:  If a class is defined as a “Student Specific” class you will not be able to use permission numbers for that class 
 [image: ]

[bookmark: _Toc251923732]Adding Student ID’s to the Student specific permission list

Navigation: Records and Enrollment > Term Processing > Class Permissions Numbers and search for and select the class you want to generate permission numbers for.
1. Enter the following on the “Permission to Add” tab: 
a. Expiration Date= Enter the date when the permission number will expire.  
b. Use the check boxes to determine what the permissions generated will override as a default (you can adjust the default for each student  as you add them)
c. Enter the Students ID number (or use the spy glass icon to look up a student).  
d. Use the add row icon (+) to additional students or the delete row (-) icon to remove students from the list
2. Click the SAVE button to save your work
[image: ]

 
[bookmark: _Toc251923733]Choices on what a permission will override for add transactions

The functionality provides the following options or a combination of options on what a specific permission will override: 
· Permission to classes that are in “closed” status (e.g. capacity reached, stop further enrollment)
· Permission to override class requisites that are not met
· Permission to override Instructor or Department consent requirements
· Permission to override  a time scheduling issue
· A combination of any of the above
An example of the new version 9 permission page follows:
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[bookmark: _Toc251923734]New option available to provide permission to drop a course
There is new functionality to create student specific permissions to control dropping courses online.  A new field was added to the enrollment tab of the class schedule pages called “Drop Consent”.   The choices are Department Consent, Instructor Consent or No Consent.   It also appears that there is a new “time period” that can control this.  It appears that the upgrade script has set all classes to No Consent but we will need to have programmers verify this.  
I believe this is something that we can look at when we review the business process of when we allow students access to self-service transaction after the start of the school year.   Below are some screen shots.  Anyone interested should take some time to review the help page in version9 
[image: ]
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