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Assigning Stu

dent Specific Permissions

Purpose: Class sections have been set up to allow student specific class permissions (by
checking the Student Specific Permissions checkbox on the Basis Data tab in the Schedule of
Classes. At this time we will use student-specific add permissions.

Class permissions can override conditions such as requisites and limits. Permissions allow a
student to add or drop a class, as long as the student uses the permission by the expiration date
and does not violate overall student limitation rules (such as maximum number of units).

The following instructions describe how to assign student-specific permissions to a student for a

class section.

Step Action

1. Navigate to the Class Permissions page. Select Main Menu > Records and Enroliment »

Favarites
-

Term Processing > Class Permissions > Class Permissions

Main Menu » Recordsand Enrollment > Term Processing » Class Permissions : Class Permissions
- - - -

Class Permissions

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

Maximum number of rows to return (up to 300} (300

Academic Institution: = « UNICS] Q
Term: = - &}
Subject Area: = - QL
Catalog Nbr: begins with -
Academic Career: = - -
Campus: begins with = Q
Course ID: begins with - Q
Description: begins with -
Course Offering Nbr: = - Q
[ case sensitive
Search Clear  |Basic Search Save Search Criteria
2. Enter the appropriate search criteria:

Academic Institution — Defaults to UNICS

Term — Enter the desired term (e.g. 2112 for Fall 2011)
Subject Area — Enter the subject area (Use alpha, e.g. ACCT)
Catalog Nbr — Enter the catalog number (e.g.3179)
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Step Action
3. Click the Search button. =~ S€arch
Result: The Permission to Add tab displays.
Note: You may also use the Permission to Drop tab when applicable.
Permission to Add Permission 1o Dvop
Course I DROTES Course Offering Nbr: 1
Academic Institution: University of Morthem lowa
Term: FALL 2011 Undergrad
Subjiect Area: ACCT Accounting
Catalog Nbw: 3179 Cooperative Education
Class Section Data Fiind | A 1ol [
Session: o Full Semasber Class Mibr: 2T Class Status: Active
Class Section: 01 Class Type: Enraliment Section
Component: Cooperatve Education Instructor Wiartick Martha L
Stwdent SpEI'."IIIE Permissions
= Delaults
Expiration Date: 12092011 [
Permission Valkd For:
Permiggion Time
Cloged Clags Rigiiaite-s Hat Mat Congant Requinsd Carsar Resiriclion Pariad
v @ | @ E
Assign More Permissions: Generale
Class Permission Data Customize | Find |i|~?—I | ij _". 1ol L
|m Permissicn | Commenis  [T0H
Permission
Leq 2 Wumber i} Mame Status Use Date Expiration Date
1 | [ L Mot Used [0z 3 (B[
[ Save &\ Returnto Search [ Moty
4. IMPORTANT - Before you add the student be sure you are on the correct section. Use
the navigation for the Class Section Data header bar to locate the correct section.
Class Section Data Find |
Use the Add New Row button in the Class Permission Data sectionto add a student.
Panther, Pam
Chass Parmission Data Customize | Fimd IE-I | ?..—.| 7 1of1 !"..i
|m Permassion Comments El
Permission
Seq & Namber D Naime Status Uae Date Expiration Date —
|1 | [ e | Panther, Pam Mot Uised 1 12/08/2011 [ |E||EF
Page 2

Last Updated: 6/26/2012




@ Job Aid — Assigning Student Specific Permissions
University of
Northernlowa

Step Action

5. Enter the student’s id in the ID field. Example, enter 654360. Tab out of the field. The
student’s name displays.

Note: The Expiration Date is defaulted to the last day of the term.

6. Click the Permission tab. Update the Permissions tab for the student you wish to
add. Use these check boxes to specify which conditions a class permission
overrides.

For example, if you select Requisites Not Met, and do not select Closed Class, the
class permission will allow students to enroll in the class if they do not meet the
prerequisites, but not if the class is full. For this example, select Consent Required.

Class Permission Data Cusiomizs | Find :'LT—I | D 842002 I
| Gienerad info [:f'_‘_._"_';.;ﬁ Comments [
Requisites Not  Consent Career Permission

Seq# Mumber 1] ] - Fm;:ﬂ Class Mot .lh?ql,llrc-:l Restriction ! Time Period |

|| | |#H#ﬁt#-:g 7 |-.f | @ |-.F |-.F | =

2| 5N I ERE E [ElE
7. Click the Save button.

B save

Result: The student specific permission has now been assigned to the student. The
student can now register for the section.
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