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SONOMA
STATE UNIVERSITY PeopleSoft Student Records 9.0

Generating and Distributing Class
Permission Numbers

OBJECTIVE: Provide instructions for effectively
using class permission numbers.

CONTENTS:

LESSON 1: GENERATING PERMISSION NUMBERS BY CLASS
LESSON 2: GENERATING PERMISSION NUMBERS BY SUBJECT
LESSON 3: DISTRIBUTING PERMISSION NUMBERS

LESSON 4: HOW A STUDENT USES A PERMISSION NUMBER

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/it/cms/contact.html to locate the
Student Records Functional Lead.
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Lesson 1: Generating Permission Numbers By Class

Navigation: Records and Enrollment > Term Processing > Class Permissions > Class
Permissions > Permission to Add (tab)

Introduction:

Class permission numbers are an effective way to permit students into a class which has established
pre-requisites, requires department consent, or has reached the enrollment capacity. Users with
security will be provided access to generate permission numbers with a designated expiration date.
Permission numbers can be valid for any of the following:

e Closed Class — Allows students to enroll in a class that is full including one where all available
seats are subject to reserve capacity requirements that they might not meet. Use of this
override is very limited and should only be made in consultation with the School
Scheduler.

e Requisites Not Met — Allows students to enroll in a class for which they do not meet the
prerequisites.

e Consent Required — Allows students to enroll in a class that requires instructor or department
consent to add.

e Career Restriction — Allows students to enroll in a class that is outside their career, i.e. a PBAC
enrolling in a UGRD course.

e Permission Time Period — Allows students to enroll in the class during the enrollment periods.
This option should always be checked.

Note: At this time, the Assign More Permission Numbers generate option will only display for the first
section if the View All feature is selected. CMS recommends using View 1 and clicking the arrow
button so select the appropriate section to assign permission numbers.

Additionally, the order of sections is based on the class number rather than the section number.
Please review the section number before creating permission numbers to make sure you are adding
to the desired class.
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Step Directions Screenshot
1 Navigate to Class Records and Enrollment > Term Processing > Class
Permissions. Permissions > Class Permissions > Permission to Add

2 Search for the
desired term and

Enter any information you have and click Search. Leave fields blank for a list of all |
class. Y y

Find an Existing Value

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

Class Permissions

Academic Institution: = ~ |socmp Q

Term: = - 2127 Q
Subject Area: = - |asTR Q
Catalog Nbr: begins with ~ [100

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

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

[ case Sensitive

Search___'| Clear |Baswc Search [E Save Search Criteria
3 Review the COL_Jrse
and Class Section comel: o Comeoteimgtr 1
data to confirm the T e
correct class has T e T
been selected. This S Feplrkaknbtedn  Gmln B0 G e
is an example: m: e e S

4 Set the defaults. The
Expiration Date will
default as the Last

Expiration Date;  09/04/2012 13

Permission Valid For:

Day to Add/D ro p b ut Consent Required Career Restriction Permission Time Period
O |

can be changed.

Select the Permission | note: Definitions for each permission type may be found at the
Valid For options as | introduction of this lesson.
appropriate.
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Enter the number of
desired Permission
Numbers. Click
Generate.

Generate, J

Assign More Permissions: [7] set All Permissions to Issued

First B 4 or1 B Last

Class Permission Data

General Info Permission Comments =y

an
Customize | Find | (11| 28

Number |ID

Not Used

Note: “Set All Permissions to Issued” should only be selected if
the user will be distributing the numbers immediately. The
Issued By and Issued Date fields will populate with the user
details.

6 General Info Tab —
permission numbers will
display. Select Issued
to track the numbers n

Furst B 1100010 B Lant

Class Permission Data

General Info Pesrmission Comments. (sl
Ses

Customize | Find | l'-."_|| i

|Pennl==|on

kmued | lsmued By Use Dt Ex

138774 Mot Used
given to students. The c L] Ll \paoszorz ) |
Expiration Date can be
changed as necessary.
7 Permission Tab —
review and as e - 110
necessary change the e ] Pormicsion [ RCommae ) M) =
permission number ; o i ° equisies | Consent | Career | Time
OptiOﬂS. Permission 1 139774 &| B [=]
numbers can also be 2 387890 0 A =

deleted if they have not
been used or issued.

8 Comments Tab — Add
comments as desired.
Numbers can also be
deleted on this tab.

Customize | Find | EI| & First B 1100110 B Last

1 139774 \ )

J| [

2 387890 \

[

9 Click Save once all
details have been
confirmed and/or
changed.

Customizs | Find | &) B First B0 410 o710 B st

1 139774 I

Il [

2 387890 I (=]

B sawe I £ Retumn to Search |
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Lesson 2. Generating Permission Numbers By Subject

Navigation: Records and Enrollment > Term Processing > Class Permissions >
Generate Add Permissions

Introduction:

Users are able to generate permission numbers for an entire subject with this functionality. Settings
on the run control can be selected to create the amount of permission numbers desired. Descriptions
for each of the permission options may be found in the introduction of Lesson 1.

Because the permission numbers are created for an entire subject, it is important to carefully review
all settings on the run control before processing. If mistakes are made, manual clean-up per class
will be the only solution.

Note: Generating permission numbers by subject can only be run once per term per subject.
Additional permission numbers can be generated by class by following Lesson 1.

Step Directions Screenshot
1 Navigate to Class Records and Enrollment > Term Processing > Class
Permissions. Permissions > Generate Add Permissions

2 Click on ‘Add a New
Value'. Enter the title of Generate Add Permissions

your ‘Run Control’ with [ | AddaNew vaiue NN
no spaces. Click Add.
ThlS new Run Control Run Control ID: ,l'-\dd_Permission_Numbers_Subject
will be saved to your
profile and can be
located by clicking
Search.

Add iz

L]

3 Enter the Run Control

Generate Add Permissions

settings. “Percent of Run Conpoll: A pemsion Nurbers Set  agon s st — 0]

“heademic Instinution: SOCUN Senama State Uniersty &

Enrollment Capacity”
will calculate the et G

“Term: 2127 5% Fall 2012

amount of numbers to A BSTR O pgroromy

Percent of Enroliment Capacity:

Create based on Minimum of Permission Assign: 10
capacity. If the ey —

Permission Expire Date-

“Minimum of Permission e ——
Assign” is set, at least . E E :

that many numbers will ——
be created. Click Run.

|
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4 Set the Process

Process Scheduler Request

details as indicated in Run Contrl I3 Ads Permisson mbers. Subjc
the screen ShOt Server Nmz{ - ) Run Date: 07/19/2012 W
Recurrence: - Run Time: 4 12:22PM Reset o Current Date/Time |
Time Zone: Q

Process List

& Class Permission SRIPRMSN S0R Report Weh = POF = Distribution

oK, | cancel
s

5 Click the Process
Monitor to view the Generate Add Permissions
Status Of the requeSt- Run Control ID:  Add_Permission_Numbers_Subject Report Manager | Process I‘u‘lumtur] Ry

.]§Proce55 Instance:866188

6 Refresh the Process

Process List || Genier List

Monitor until the Run o
Status/Distribution o e |
Status have changed — D o : # save OnRetesh

to Success/Posted.

Click Details.

7 Click View Log/Trace. CanceTReauest

O Delete Request

Then, click the PDF Restart Request

Name File Size
flle . SQR SRSPRMSN 866195.loq
srsprmsn_866195.PDF
oT Parameters Transfer srsprmsn_B66195.out
DT Message Log Micéribita Ta
DT Batch Timings

DT View Log/Trace “

Peoplesoft

8 Here is a sample —

report showing the
permission numbers -
created and for which

Cree 1D Cree Of Nbr Leu Cod: c =] by o d
Courses 031533 1 1 0ol 10.00
. 035376 1 1 0ol 5.00
036125 1 1 0oL 8.00
016126 1 1 0] 8,00

Note: The Nbr of Prmsn Assigned is based on the
number created based on the percentage set on the
run control.

6
__________________________________________________________________________________________________________________________________|

Student Records

STAFF - http://www.sonoma.edu/it/cms/documentation.htmi
Last Updated: 11/9/2012



.1_

SONOMA
STATE UNIVERSITY PeopleSoft Student Records 9.0

Lesson 3: Distributing Permission Numbers

Navigation: Records and Enrollment > Term Processing > Class Permissions > Class
Permissions

Introduction:

Once permission numbers have been generated, users with access can issue them to students
directly or to faculty who wish to manage which students move into their class. Before issuing the
number, the permission options should be reviewed to ensure that the appropriate one is being
handed out, i.e. avoid handing out a permission number which overrides a closed class when that is
not the intent.

Once the permission number is used, the student’s ID, the status of the permission number, and the
permission use date will be displayed. In some examples, a student will use the number to add the
class and then drop. Both of these actions will record on the status, but only the date of the last
action will be noted.

Note: At this time, the order of sections is based on the class number rather than the section number.
Please review the section number before distributing permission numbers.
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Step Directions Screenshot
1 Navigate to Class | Records and Enroliment > Term Processing > Class
Permissions. Permissions > Class Permissions > Permission to Add

(tab)

2 Search for the
desired term and
class.

Class Permissions

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

Find an Existing Value

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

Academic Institution: = ~ ’W Q

Term: = - 2127 Q
Subject Area: = - ’ASTR—CL
Catalog Nbr: beginswith ~ [t00

Academic Career: B - -
Campus: begnswith ~|[ |Q
Description: beginswith ~

Course ID: beginswith ~ | Q
Course Offering Nbr: = - a

[Tl case Sensitive

Search___! Clear | Basic Search Save Search Criteria

s

3 Review the

Course and Class s Comeoteimgtr 1
Section data to T e
confirm the correct e —
class has been e ot S0 ke
selected. This is ot e e g
an example: S

4 ReVIQW the Class Class Permission Data Customize | ind | &) B First B 1130113 B Las
Permission Data =
for the generated bee Do
numbers. - s

General Info Tab — all
permission numbers
will display. Any
numbers that have
been issued cannot
be re-issued.
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5 Permission Tab —
review the permission :

. . General Info Permission Comments =
number Optlons tled Career Permission Time
to each number Closed Class Requisites Not Met | Required Restriction Period
Changes to options
can only be done by
those with access.
6 Comments Tab —
Review any Class Permission Data
comments added
when generated.

Class Permission Data Customize | Find | [E—|| -] First B 143013 B Last

1 642720

2 580635

General Info Permission Comments

Comments

|
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Lesson 4: How a Student Uses a Permission Number

Navigation: Student Center > Enroll > Select Term if prompted > Search

Introduction:
This lesson has been created to offer support to Department staff who are helping students use a
distributed permission number. Student documentation can also be found on the Registrar’s Office

web site.

Step Directions Screenshot
1 Navigate to Enroll
in the Student
Center.

Anastasia's Student Center

h Search |}%Deadli
Wy Academics m

Add Classes

2 Select the
appropriate Term.
Click Continue.

Select Term

Term Career Institution

7| Summer 2012 Undergraduate Sonoma State University

Fall 2012 Undergraduate Sonoma State University
CONTINUE ‘i}i

10
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3 Enter the Class
Nbr or click
Search.

Add Classes

1. Select classes to add

Place classes in your Shoppang Cart until you have made your class selectons.

To delete courses from your Enroliment Shopping Cart, click on the trash can icon next to the
listed classes.

IMPORTANT NOTE: Registration for classes requires paymant of mandatory fees by establishod
deadliines. Refer to the Academic Calendar and Schedule of Classes for more information
(http://www.sonoma.edu/registration/regannounce ). Financial Ad students must have a
sufficsent award offer i place to cover the fees m order to have the payment deferred, Late
filers must pay fees by the deadine from their own rescurces. Students disenrolled for non-
payment will not be renstated.

when satisfied with your class selections, click on the large green button below your Enrollment
shopping Cart to procesd to step 3 of 3.

Fall 2012 | Undergraduate | Sonema State University change term

Fall 2012 Shopping Cart

Your enrollment shopping cart is emply.

Add to Cart:

Enter Class Nbr

enter l

Find Classes
& Clags Search

sasarch |

4 Complete the
search criteria.
Verify that the
Course Career is
correct and if
necessary,
uncheck Show
Open Classes
Only to view all
classes including
walitlisted.

Click Search.

Add Classes

Enter Search Criteria

Sonoma State University | Fall 2012

Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria
select subject ASTR Astronomy

Course Number is exactly - 100

Course Subject

Course Career Undergraduate -

Use Additional Search Criteria to narrow your search results.

[» additional Search Criteria

Return to Add Classes

CLEAR CRITERIA | SEARCH J

P

5 Click Select Class
after reviewing the
meeting pattern.

= ASTR 100 - Descriptive Astronomy

Section 001-LEC(2664

Session Regular

First L 1-3of 3 b Last

View All Sections

Status AN select l:Ia_s_s.J

s

Days & Times

TuTh 2:30PM - 3:45PM

Room Instructor Meeting Dates |
Charles Darwin Hall 08/21/2012 -
103 ST SEERETL 12/14/2012
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6 Enter the
Permission Nbr
provided by the L e Ewasmans
depal’tment- o . @rmissiuanr 550635 )

Session Regular Academic Session

ASTR 100 - Descriptive Astronomy

Class Preferences

Career Undergraduate Grading Graded T

CIICk NeXt- Enroliment Information Units 3.00

# This course is currently not

repeatable without advancad Requirement Designation
consent.
e Bl GENERAL ED AREA B1 - PHYSICAL SCIENCES

CANCEL | NEXT, J

Section | Component Days & Times Room Instructor Start/End Dail;[
TuTh 2:30PM - Charles Darwin 08/21/2012 -
e 3:45PM Hall 103 EELLEEEERI 12/14/2012

7 Click Proceed to PRI
Step 2 of 3. o

1. Select classes to add

Place classes in your Shopping Cart until you have made your class selections.

To delete courses from your Enrollment Shopping Cart, click on the trash can icon next to
the listed classes.

IMPORTANT NOTE: Registration for classes requires payment of mandatory fees by
established deadlines. Refer to the Academic Calendar and Schedule of Classes for more
information (http://www.sonoma.edu/registration/regannounce). Financial Aid students must
have a sufficient award offer in place to cover the fees in order to have the payment
deferred. Late filers must pay fees by the deadline from their own resources. Students
disenrolled for nen-payment will not be reinstated.

When satisfied with your class selections, click on the large green button below your
Enroliment Shopping Cart to proceed to step 2 of 3.

J ASTR 100 has been added to your Shopping Cart.

Fall 2012 | Undergraduate | Sonoma State University change term

R — Fall 2012 Shopping Cart

Delete |Class Days/Times Room Instructor Units |Status
Enter Class Nbr Charles

ASTR 100-001 TuTh 2:30PM - . .
| enter i Darwin Hall S. Severson | 300 /f4

2664 3:45PM 103

Find Classes

@ Class Search

search

Proceep To STep, 2 OF 3

s
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Click Finish
Enrolling.

Add Classes

2, Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To exit

without adding these classes, click Cancel.

2012 | Undergraduate | Sonoma State University
.::_‘E‘ D:::‘-E.‘ ,_,=_:
Class Description Days/Times Room Instructor | Units | Status
Descriptive
ASTR 100-001 TuTh 2:30PM - Charles Darwin
(2664) Astronomy 3:45PM Hall 103 S. Severson 3.00 FAN
(Lecture)

CANCEL PREVIOUS | FINISH, ENROLLING

View the results
after enrollment
has been
completed.

Click My Class
Schedule to view
complete
enrollment.

Add Classes

3. View results

View the following status report for enroliment confirmations and errors:

o success: enrolled R Error: unable to acd class

Class Message Status |

Message: You are required to take this requirement

ASTR 100 designation for this class. Disregard error. This is information V

only: This course fulfills GE requirements.

My CLASS SCHEDULE ADD ANOTHER CLASS |

10

Departments can
track the use of
the permission
number by
navigating to the
Class Permission

Parmission to Add

Course ID: 030597 Course Offering Nbr: 1
Academic Institution:  Sonoma State University

Term: Fai 2012 Undergrad

Subject Area: ASTR Astronemy

Catalog Nor: 100 Descriplive Astroncen y

Session: 1 Regular Academi Session Class Nbr: 2664 Class Status:  Active
Class Section: 001 Class Type: Enroliment Section
Component: Lecture Instructer: Severson Scolt A

Student Specific Permissions

Asslgn More Permissiens: ﬂl Set All Permissions to lssued

1 642720 Hot Used oaaznz W (=

A ead bl —
2 500635 (000551306  FlseevaAnastasia )] '”";':Is“"‘\' (\nrr)nnnw):a-ndmw 5| [=
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