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Student Records: Permission Numbers for Instructors
[bookmark: _GoBack]Permission Numbers
[bookmark: _Panel_Groups_and][bookmark: _Toc527795035][bookmark: _Toc187717542]Class Permission Numbers allow the student to register for courses for which he or she does not meet all of the enrollment conditions. 
Permission Numbers override the following
· class enrollment capacity,
· class requisites,
· Instructor Approval, 
· reserve capacity (seats reserved for first time students),
· waitlist position.
Permission Numbers do not override the following:
· time conflicts,
· student’s enrollment unit cap,
· holds preventing registration.
Permission Numbers are generated in bulk by the Office of the Registrar before the class schedule is posted online. After that process, Permission Numbers are generated manually for newly added sections by the department coordinators.
Faculty members cannot see Permission Numbers for the courses they teach in their Faculty Center until the first permission number for a given class has been used. However, they can obtain a list of all Permission Numbers for courses taught by them using Query Viewer. Please read below for instructions.
	Processing Steps
	Screen Shot

	1. After logging into Faculty Center follow this navigation: 
Main Menu > Reporting Tools > Query > 
Query Viewer.
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	2. You may add this page to your Favorites by selecting the “Add to Favorites” link in the upper right corner of the page.
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	3. In the “begins with” field enter the following query name: HUM_SR_REG_CLS_PERM_NBR_INSTR (you may enter just the first few parts if the name)
4. Then select the “Search” button.
5. You will see the requested query in the “Search Results” below.
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	6. You may select the “Favorite” link to add this query to your favorites or
7. Select the “Excel” link to export permission numbers into a spreadsheet.
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	8. Enter the desired “Term” code (4-digit format, see below the screenshot for term codes)
9. Enter your 9-digit Faculty ID Number.
10. Select the “View Results” button.
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Term codes:
2122 for Spring 2012                                  2132 for Spring 2013
2123 for Summer 2012                               2133 for Summer 2013
2124 for Fall 2012                                       2134 for Fall 2013

	11. You will be asked if you want to open or save the file. Select “Open” to view the file.
12. The file will provide you with a spreadsheet containing all permission numbers for all classes you teach, including the names of students who already used permission numbers.
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Is this Permission Number valid?
Navigation:	Menu > Reporting Tools > Query > Query Viewer
Find the HUM_SR_CLS_PERM_NBR_LOOKUP query
	Processing Steps
	Screen Shot

	1. For quick check, select the “HTML” link next to the query name.
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	2. Enter the “Term” (4-digit format).
3. Enter the provided permission number.
4. Select the “View Results” button.
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	5. The class or list of classes for which the permission number is valid will be displayed. You may choose to print it or export it as an Excel spreadsheet or a CSV text file.
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