
Student Specific Special Permission 
 
 
You are only able to use one type of special permission per section.   The 
default setting allows you to generate special permission numbers to give out 
to students.  If you have already created these permission numbers and you 
want to change to student specific, your generated special permission 
numbers will be DELETED.   If you have already begun using one 
type of permission, you will not be able to switch to the other 
type.   
 
 If you choose to use student specific special permission, you must contact 
the Registrar’s Office to set the section to student specific. 
 

1. Must contact Marge to set the course to student specific permission. 
 

2. NAVIGATION: 
Records and Enrollment 
Term Processing 

           Class Permission 
           Class Permission -- navigate to the appropriate section. 
 

3. If the Student Specific Permission Box is checked (it will be gray in 
color), you can proceed.  If it is not checked, contact the Registrar’s 
Office. 

4. Enter default date (this is the expiration date – you can use the last day 
to add for the session).   

5. Enter the ID of the student that is allowed to enroll.   SAVE – don’t 
forget to SAVE. 

6. The Student’s EMPLID will now be “attached” to the course.  This 
will allow the student to enroll on their own. 

 
 
Special permission numbers DO over ride the following:  
1. class size (capacity)  
2.  Prerequisites 
3.  Co-requisites 
4.  Majors/Minor 
5.  Career (ugrd/grad level courses)....Keep in mind that undergrads 



taking a graduate course must have a registration action card signed 
by the Graduate School Dean and Academic Department.   
  
  
Special permission does NOT over ride: 
1.  Time conflicts 
2.  Maximum term load (21 for undergrads/15 for grads in fall/spring) 
  
If you or your faculty are unsure whether the student has the 
prereqs, etc, you may want to use the written registration action 
cards.   
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