How to Enroll with Permission Numbers

+ Class permission numbers are assigned to classes controlled with department consent setup to ensure that
only eligible students are enrolled.

+ Class permission numbers are randomly generated for a specific class section.
o Students must use a valid permission number to enroll in the class on a first-come first-served basis.
o Permission numbers may be used one time for one enrollment and if the student drops or is
Backed-Out, the number is no longer valid.
o Additional numbers may be issued for classes as needed.

Self-service enrollment -- From the Student Center click the ENROLL link
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For up-to-date balance due or to make a payment. change User Preferences (link above) to correct
college. then click Account Inquiry.

Open Enrollment Dates

From this screen you can:
o Ensure the correct Semester is chosen.
o If you have the class number you can enter it in the box and press enter

o Ifyou do not have the class number iou can search for it bi clickini the search button.
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1. Select classes to add

To select classes for ancother term, select the term and click Change. When you are satisfied

with your class selections, proceed to step 2 of 3.
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Using the SEARCH feature:

o Click the Search button.
o Once on that page, you will either type in HRI in the box (see below) or click on the Select
Subject to find the program or course area you are trying to enroll.
o In the course number box, you will enter your course number you are looking for. (see below)
o Click Search.
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o Now you have searched for open sections of the course you need.
o With permission numbers, they are attached to a specific section of the course.

This was provided to you when you received your permission number.

You need to find that section of the course. If you CANNOT find it,

it is most likely filled and you will need to contact your advisor to find a different
ourse and they will provide you a NEW number for that section.
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The search brought up three sections of the class offered. Now I need to find the one that
coincides with my permission number. In this case, it is the 02DT section. Click Select Class.
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From this screen, you will verify it is the correct class and section.
You will see the class meeting dates, times, classroom, instructors and Class & Special notes.
You will then enter the permission code you received for this course in the box. (See Below)
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Once you have entered the permission number, click NEXT.
The class is placed in the enrollment shopping cart. Be sure to check the status is Open.
A green circle will be shown in the status block.

¢ HRI 106 has been added to your Shopping Cart.
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Click PROCEED TO STEP 2 OF 3.

2. Confirm classes

Click Finish Enrolling to process vour request for the classes listed below. To
exit without adding these classes, click Cancel.
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o Click FINISH ENROLLING.
o Look for a SUCCESS message and a green Check in the status block.
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o Click MAKE A PAYMENT to view amount due and/or to process payment.
o Return to the Search Screen to add additional classes.




