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Reviewing Permission Requests to Add or Drop a Class

Concept

This document demonstrates how instructors and their proxies can review students' requests for
permission to register for a class. It also demonstrates how instructors and proxies can enter
permission for a student to register for a class without a student's request.

Procedure
Use these directions to review the requests that students make for permission to register for a
class that you teach. In some cases, students must also request an instructor's permission to drop

a class.

Please note: Some images in this document have been altered to protect the privacy of members
of the CWRU community,
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Salect display option: (@ Show All Classes () Show Enralled Classes Only

Class Class Title Enrolled Days & Times Room (Capacity) Class Dates

m ANTH 102- Being Humn Intr 45 MoWe 9:00AM - 10:15AM Mather Memorial | 225 Jan 11, 2010-
100 Soc/Cul Anth (46) Apr 26, 2010
(5a57) (Lecture)
ﬁﬁ ANTH 388~ Globalization and 34 MoWe 12:30PM - 1:45PM Clark Hall 302 (40) Jan 11, 2010~
100 Davelopment Apr 26, 2010
(5481 (Lecture) -
ANTH 399~ TBA To Be Anncunced (999) Jan 11, 2010-
112 Apr 26, 2010
{9203

MoWe 12:30PM - 1:45PM Clark Hall 302 (40) Jan 11, 2010-
Apr 26, 2010
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Step Action

1. From the Faculty Center, click the Permission Requests tab.
| permission requests|
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Basic Procedure Explain Permission Types Explain Permission Status
Customize | Find | First "/ 1-16 of 16 . Last
General Info | Permission Comments.
Salact  |PE™MESOM | oy dant ID | Student Name | Program and Plan E=S o= | et (e
Type "’"‘ Status
Certificate in Nonprofit " Anku-
O Add Mgmt - Cartificate in 5455 ANTH 488-100 |Pending 10/27/2005 | \Gas eotalla =
Instructor | 2:45:33PM
Nonprofit Mgmt Josphine
Arts B Sciences i
O Add Undergraduate - 5481|ANTH 388-100 fe"td":f ifi;?z;ﬁfﬁ Truong,Lynn M.
Nutrition (BS)/Pre-Health netructer E
Undeclared i
O Add Undergraduate - Pre- 5457 ANTH 102-100 |PSnding 11/20/2008 |Peng,Margaret
Denticiry (1n) Instructor |10:26:318M |Irens
Undeclared
) _ Pending | 11/20/2008
O Add gcnci‘irrg‘:‘:..e?:) 5457 ANTH 102-100 |[=RSW8 T HR S ow |Sinsh.Priva
Undeclared
O Add Undergraduats - 5457 |ANTH 102-100 IPE"td";f i?éf;ggag Chen.Xi
Accounting (Int) nstructer :
Undeclared
O Add Undergraduats - 5457 ANTH 102-100 Ipe"td";f ;}éi?ﬁgﬁf Chen.Xi
Accounting (Int) nstructar s
Undeclared
Undergraduate - _ 11/24/2003
O Add kU ecided 5457 ANTH 102-100 |Granted | 5% Z008 |professorIma
(1nt)
Arts & Sciences
Undergraduate - _ Pending  |12/02/2009 .
O Add Chomy (A)/Pre- 5457 ANTH 10z-100 |[SRCIS oty |PletikesicAnts T 3
%J Local intranet Fav | B v

Step Action

2. Permission requests for the current term appear.

teach.

| change term ||

To access permission requests in a future term, click the Change Term button and
select a term from the list of terms in which you have taught or are scheduled to

Page 2
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Basic Procedure Explain Permission Types Explain Permission Status
T E 3
Customize | Find | ¥ First [l 1-16 of 16 [/ Last
General Info | Permission Comments.
Salact  |PE™MESOM | oy dant ID | Student Name | Program and Plan E=S o= | et (e
Type "’9 Status
Certificate in Nonprofit " Anku-
O Add Mgmt - Cartificate in 5455 ANTH 488-100 |Pending 10/27/2005 | \Gas eotalla =
Instructor | 2:45:33PM
Nonprofit Mgmt Josphine
Arts B Sciences i
O Add Undergraduate - 5481|ANTH 388-100 fe"td":f ifi;?j;ﬂ;ﬂ Truong,Lynn M.
Nutrition (BS)/Pre-Health netructer E
O Add ﬂ:d:flarr:duata 5457 ANTH 102-100 |PSnding 11/20/2008 |Peng,Margaret
Dent\s%rv 1) Instructor | 10:26:31AM |Irens
Undeclared
- 11/20/2008
O Add 5457 ANTH 102-100 |[=RSW8 T HR S ow |Sinsh.Priva
Undeclared
O Add Undergraduats - 5457 |ANTH 102-100 ngr'td':f j?ég?;ggag Chen.Xi
Accounting (Int) nstructer :
Undeclared
O Add Undergraduats - 5457 ANTH 102-100 Ipe"td':f :}éf?éfgﬁf Chen.Xi
Accounting (Int) nstructar s
_ 11/24/2009
O Add 5457 ANTH 102-100 |Granted | 5% Z008 |professorIma
O Add undergraduate - 5457 ANTH 102-100 |P=nding 12/02/2009 oo anke T
Chemistry (BA)/Pre- Instructor | 10:59:37PM - v
®J Locsl mtranet Fa v Bk v

Step Action

3. All students who have requested permission to register for one of your classes
appear.

To select a student to review, click on his/her checkbox in the Select column.

@ To read on-screen directions for how to get started, click the How to Get
Started link.

Step Action

4. The following information is listed for each permission request:

Permission Type - Add or Drop

Student ID

Student Name

Program and Plan - college/major/course of study
Class Number

Class subject and catalog number

Permission Status - Pending, Granted, Denied, Revoked
Updated on - date stamp

Updated by - identity stamp

Published on: 1/20/2010 Page 3
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Step

Action

5.

The Permission Type field indicates either Add or Drop.
The Add value indicates that a student is requesting permission to add a class.

The Drop value indicates that a student is requesting permission to drop a class.
Permission to drop a class is only required for those classes that list Drop Consent
as a requirement in the Schedule of Classes. Most classes can be dropped without
permission using the Drop tab in the Student Center.

The Class Number and Class fields identify the class and section for which the
student is requesting a permission.

The Pending Status field displays the progress of the permission type.

The status Pending Instructor means that an instructor needs to review and take
action on a permission request.

The status Pending Department means that the type of permission requested
requires action by an assigned representative of the department in which the class is
scheduled.

The status Pending Registrar means that the type of permission requested requires
the action of the Registrar.

The Updated on field contains the day and time that the permission request was
last updated.

The Updated by column contains the name of the individual who made the update.

Page 4
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Basic Procedure

Spring 2010 | Case Western Reserve Univ change term

Explsin Permission Types Explain Permission Status

Customize | Find | First ")/ 1-16 of 16 " Last

General Info Permission Comments
Permission Class | Permission
StudentID |Student Name |Program and Plan Nomber| €255 e Updated on |Updated by

Certificate in Nonprofit Anku-

Mgmt - Certificate in 5495|ANTH 4sg-100 |Dending |10/27/2005 1oy oyonn =
Instructor |2:45:33PM

Nonprofit Mgmt Josphina

Arts & Sciences.

undergradusts - 5481 |ANTH 388-100 Ip:s"t‘i::tgw i‘l";é?";gﬂs‘g Truong.Lynn M.

Nutrition (BS)/Pre-Health e

Undeclared Pand, 11/20/2009 |Peng.M: 3

Undergradusts - Pre- 5457 |ANTH 102-100 IE" ing =ng.Margars!
nstructor | 10:26:31AM |Irens

Dentistry (Int)

Undeclared
Pending  |11/20/2009 | X

Undergraduste - 5457 |ANTH 10z-100 SRS Ry |Singh.Priya

Economics (Int)

Undeclared

Undergradusts - 5457 |ANTH 102-100 |PENMING  [11/20/2009 | o
Instructor  |4:03:33PM

Accounting (Int)

Undeclared N

Underaradusts - 5457 |ANTH 102-100 |PEnding 11/20/2005 |y o
Instructor  |4:04:01PM

Accounting (Int)

Undeclared

Undergraduate - ) 11/24/200%

R e ided 5457|ANTH 102-100 Granted ;1S4 Z00F |professorima

(Int)

Arts & Sciences.

Undergraduste - . Pending  |12/02/2009 X

Chemistry (BA)/Pre- S457|ANTH 102-100 |1 o ictor  [10:59:37pm |PietikesicAnte T )

%J Local intranet v ®ooe v

Step Action

for your class.

Click the Permission tab to see the type of permission the student needs to register

Published on: 1/20/2010
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Explain Permission Status

T
Customize | Find | & First 1] 2-10 of 20 [ Last

General Info Permission Comments
setect [ sttont 10 [studonttame  [Conrent, [Gomsd [Remes e [onree o [eerone
4] Add O O ] [
0 add 0 0 0 [ H
] Add O O [ 8
0 add 0 0 0 [ H
4] Add O O O (]
] add 0 0 ] [ H ||
O Add
] add 0 0 ] [ H
4] Add O O O [
] add 0 0 ] [ H
4] Add O O O (]
] Add 0 0 ] [
O add O O (]
— nda = = = — [—T] b
% Locsl intranet v ®iooe v
Step Action
10. The Permission tab contains checkboxes for each possible Permission Type that

the student could request. The student indicates what type of permission is needed
when creating the permission request in the SIS Student Center. It is possible to
request more than one permission type at a time.

For example, if a student wishes to register for a class that requires instructor
consent before registration, and the student also has not met the prerequisite
requirements for the class, s’/he must indicate that both the Consent Required and
Requisites Not Met permission types are needed. If only one type of permission is
granted when more are needeed, the student will not be able to register for the class
and will have to approach the University Registrar's office for assistance.

As the instructor of the course, you may add or remove permission types as
necessary.

@

For a description of all Permission Types, click the Explain Permission
Types link.

Page 6
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Permission Explanation
Type
A class may be coded by the department as requiring either instructor or department consent. Consent
Consent
Required type required may be either add consent or drop consent. Details regarding whether or not a class

requires add or drop consent are available on the searchable schedule of classes.
Classes that reach their enrollment limits require permission to override the limit.

Note: Some classes may have "Reserve Capacities” such that a department may set aside seats for a
particular type of student (e.g.. juniors. biology majors, etc.). If all non reserved seats are taken,
Closed Class  |students not meeting Reserve Capacity criteria will not be allowed to register unless Closed Class
permission is granted. If all reserved seats are taken. students meeting Reserved Capacity criteria will
not be allowed to register unless Closed Class permission is granted. Even if a class shows a status of

open” of it appears as if there are seats available_ it still may be closed to students not meeting
Reserve Capacity requirements

Departments determine whether or not a course requires pre-requisites, co-requisites or other course
requirement conditions. If the student has not met these requirements. registration for the course is not
allowed unless "Requisites Mot Met™ permission is granted

Requisites Not
Met

Students may not register for classes that have any meeting day/time overlaps with each other.
Time Conflict |Permission may be granted by instructor/department for EITHER course. Even if permission is
granted for time conflict, students must still register for course(s) in person.

Some schools have restrictions on students such that they may not register for courses outside of their
Career own career without receiving permission from either the student’s registrar or dean or the course
Restriction career's registrar or dean. E.g.. Law students may not register in Applied Social Science courses
without permission from the law school registrar or applied social science school registrar

If school has separate enroll with permission period (Mursing. Law. Management, SASS.} permission

Time: Pertod may be granted to allow a student in a class after the regular enrollment period.

Important Note: Requesting and receiving Permission to Add does not automatically enroll a student in the class
Similarly, requesting and receiving Permission to Drop does not automatically drop a student from a class. Once a student
receives permission, the student must complete the appropriate registration process to add or drop the course.

Step

Action

11.

The Consent Required permission type is requested when permission from a
department or instructor is required prior to registration. Information on consent
requirements can be found in the schedule details of each class.

12.

The Closed Class permission type is requested when a class has closed to
enrollment and a student would like to register for it.

13.

The Requisites Not Met permission type is requested when a student wants to
register for a class but has not met its prerequisite requirements.

14.

The Time Conflict permission type is requested when the student wishes to
register for the class you teach, even though its scheduled time overlaps another
class in which the student is already enrolled. If granted, the student must go to the
University Registrar's office to complete registration,

15.

The Career Restriction permission type is requested when a student wishes to
register for a class outside of his/her academic career (i.e. Undergraduate, Law,
Management). This permission type can only be granted or denied by the registrar
that oversees the student or the class.

Please note: If you grant a student permission to enroll in a class through the
Consent Required, Closed Class, Requisites Not Met or Time Conflict type, but the
Career Restriction type is also requested, the permission request must also be
granted by the appropriate registrar before the student can register for the class. In
cases such as this, the Permission Status field will display "Pending Registrar."

16.

Optional: To enforce an expiration date for granted permission, enter a date in the
Expiration Date field.
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Step Action
17. Click the Comments tab to see optional messages left by students, or to leave a
comment for a student.
[P e Wstons Reserve m
=118 7
Hew Window | Help (&

Ima Professor
f Faculty Center ]( Advisor Center ]( Search ]

| my schedule | permission requests || class roster I grade roster |

Permissions
Spring 2010 | Case Western Reserve Univ change term

Customize | Find | # First | 1-16 of 16 |~ Last

Add [

O e e v e e |

O add [

O e g = reaured for my |

O add [

4] Add [ -
O Add Thank you!

D Add il:‘h;;gsng tr‘r;:jen.r late. Interested ‘

O add [

@] ade [

D Add N:”tﬂ::c?rad =ft r:xtsam but time ‘

|:| Add 'rl;:;(e;;h annot be fit into ‘

m Add P.\Ease see email for details of I v

% Local intranet 5 v Bk
Step Action

18. Students can leave a message for you in the Student Comments field.

19. Optional: You may leave comments for the student in the Instructor Comments
field. These comments will be visible to the student on the Comments tab of the
Permission screen in the Student Center.

20. Click the Grant button to grant the permission and allow the student to add or drop
your class.

Click the Deny button to deny the student's request for permission to add or drop
our class.
grant I deny I
Page 8 Published on: 1/20/2010
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Home Add to Favorites Sign out
New Window | Help | &,
Permission Request(s) cannot be changed once submitted. (27000,129)
Ifyou are sure each class is Complete, press OK; otherwise CANCEL and continue with your request
OK Cancel
Dore [@ « Trusted sicss H100% v
Step Action
21. A confirmation screen appears.

If you would like to review again or are unsure about the transaction, please click
the Cancel button to return to the Permissions screen.

Click the OK button to proceed. An email is sent to the student stating your
decision. A copy of the email is sent to you, as well. If permission was granted,
the student can now add the class.

OK

Published on: 1/20/2010 Page 9
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Step Action
22, After permission is granted or denied, the permission request can no longer be

altered. Any changes or additional permission that are needed must be made by the
University Registrar.

If necessary, permission can be revoked if the student has not yet enrolled in the
class. To revoke permission, select the student using the Select checkbox and click
the Revoke button.

Page 10 Published on: 1/20/2010
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f Faculty Center I Advisor Center I search ]
| my schedule | permission requests || class roster |l grade roster |
Permissions
Spring 2010 | Case Western Reserve Univ __ change term T
Basic Procedure Explain Permission Types Explain Permission Status
2 E j
Customize | Find | ¥ First 'l 1-16 of 16 */ Last
General Info || Permission Comments
G e e 5 e [P e |
i Number| Status.
Certificate in Nonprofit
Mgmt - Certificate in 5495|ANTH 488-100 |Granted  |OM1%2010 o e o ima =
9:56:18AM
Nonprofit Mgmt
Arts & Sciences.
Undergraduste - Nutrition| ~ S481|ANTH 388-100 Pending 11/19/200% Truong.Lynn M.
Instructor | 1:48:45AM
(BS)/Pre-Health
Undeclared
Undergradusts - Pre- 5457 |ANTH 102-100 I"E"d'"g 11/20/2009 |Peng,Margaret
nstructor  |10:26:3LAM |Irens
Dentistry (Int)
Undeclared
Pending  11/20/2009 | "
Undergraduste - 5457 |ANTH 102100 [p=RCing | EO oy |Singh.Priya
Economics (Int)
Undeclared
Undergradusts - 5457 |aNTH 102-100 |PENdinG  [11/20/2009 | o
Instructor  |4:03:33PM
Accounting (Int)
Undeclared N
Underaradusts - 5457 |aNTH 102-100 |PEnding 11/20/2009 |y o
Instructor  |4:04:01PM
Accounting (Int)
Undeclared
Undergraduate - ) 11/24/2003
R e ided 5457|ANTH 102-100 |Granted |5 1S4 200 |professorima
(Int)
Arts & Sciences.
Undergraduste - . Pending  |12/02/2009 .
Chemistry (BA)/Pre- S457 |ANTH 102-100 |1 o ictor  [10:53:37pm |PietikesicAnte T )
®J Locsl intranet v ®iooe v

Step

Action

23.

On the General Info tab, the Permission Status field displays the progress of the
permission request. If the permission request requires the additional consent of a
Registrar, then the Status will display "Pending Registrar and an email message
will be sent to the Registrar.

@

For a list and description of Permission Status types, click the Explain
Permission Status link.

Permission Status Explanation

Permission Status | Explanation

|New |New request. )

|Pending Instructor Instructor has not yet acted on request

|Pending Registrar |Permission required additional approval of school registrar.
|Granted |Permission has been granted.

|Denied |F’ermission has been denied.

|Revnked |An unused permission has been revoked.

Published on: 1/20/2010 Page 11
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= e Unknovn/Undecided 2:38:158PM
(Int) =
Arts & Sciences.
Undergraduste - . Pending  |12/02/2008 .
0 Add Chomisiey (BA)Bra 5457 |ANTH 102100 |[=RCing P 2B200N |PletikesicAnts T
Health
Enginesring
Undergraduate - ) Pending  |12/05/2008
] Add Biomedical Engineering S457|ANTH 102-100 |1 i cior | 12:41,a60m | YueMichelle
(BSE)
Arts & Sciences.
Undergraduste -
Anthropolagy . Pending  |12/08/200% |Mulholland,Calin
a Add (BA)/Chemistry SABLIANTH 388200 1o ctructor  [1:03:50PM |1
(Min)/Pre-Health/Spanish
(Min)
Arts & Sciences
Undergraduate -
International Studies . Pending  |12/10/2009
O Add (BA)/Political Science 5457 |ANTH 102-100 |1 oiceor  |12:52:52am |Shim-Wonyeng
(BA)/Public Policy
(Min)/Chinese (Min)
Undeclared
. . Pending  |12/18/2008
a Add Undergraduste 5457 |ANTH 102-100 (7RSS TSNS on [disng.nan
Management (Int)
Arts & Sciences.
Undergraduste - . Pending  |12/28/2009 |, .
o Add Chemistry (BA)/Pre- S457|ANTH 102100 |10 irictar  [2:51:41pm | Pufsre Hirsh Ko
Health
Arts & Sciences
Undergraduate - Hutrit . Pending  |12/28/2008
o Add Biochem & Matablsm S457|ANTH 102300 |10 inictor |giadisapy | AoarvelAkshits
(BA)
Undeclared Pending 01/02/2010 |Albitz,Casey
Add Undergraduate - Bioloay | 5457 |ANTH 102-100 |[RRCIR8 D0 SRCnLR (RO
Arts & Sciences. : |
Add Undergradusts - 5457 |aNTH 102-100 |PEnding 01/02/2010 | p Toruna £
Instructor | 10:09:14PM
Systems Biology (BS)
grant | deny | revoke | add row delete selacted

Faculty Center Advisor Canter Saarch

L]

®J Locsl intranet 4 - ®iooe v

Step

Action

24,

You may become aware of a student's need for permission to add your class
without the student requesting a permission through the SIS.

To create a permission for a student, click the Add Row button.
[ add row ||

Page 12
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Undergraduste - _ Pending  |12/02/2009 . A
O Add e e fore- 5457 ANTH 102-100 |pRNEING | 2EOEON |Pleticosic ante T |
_ Pending | 12/05/2008
a Add 5457 ANTH 102-100 (pehend 120D eam |TuMichslle
_ Pending | 12/08/2008 |Mulholland,Colin
] Add (BA)/Chamistry 481 ANTH 388-100 |1 tructor |1:02:50BM |3
(Min)/Pre-Health/Spanish
(Min)
_ Pending | 12/10/2009
O Add 5457 ANTH 102-100 |ponoing | oA |Shim Wonyong
(BA)/Public Policy
(Min)/Ch
O Add ﬂ:::‘:‘arraedd\_lster 5457 ANTH 102-100 |PEnding 12/18/2005 |y jan
o Instructor | 12:39:50AM o
Management (Int)
Arts & Sciences
Undergraduate - _ Pending | 12/28/2003
O Add Chemistry (BA)/Pre- 5457 ANTH 102-100 |1 ictor | 2:51:41pm | PUiSradHirsh K
Health
Arts & Sciences.
Undergraduste - Hutrit _ Pending  |12/268/2009
o Add Biochem & Metablsm 5457 ANTH 102200 | ctructor | siadigspy  |A0amElAkshits
(Ba)
Undeclared
) _ Pending  |01/02/2010 |Albitz,Casey
Add ;J;;i)ergraduate Biology | 5457 ANTH 102-100 |TRRERE D aem |Lymn
Arts & Sciences
Add ergraduate - 5457 ANTH 102-100 |PENing 01/02/2010 | b Taruna
Instructor | 10:09: 14PM
Systems Biology (B5)
O Add % U Q Q Hew =
= i [ o | add row delete selacted
Faculty Center Advisor Center Search
>|
] I | 3
% Locsl intranet 4 - ®iooe v

Step Action

25. A new permission row appears.

Enter the student's ID number into the Student ID field. Or, click the Look up ID
button to search for a student by Campus ID (Case Network ID, National ID
(Social Security Number), or Last Name and First Name.

Press [Tab] on your keyboard.

26. The student's name appears in the Student Name column.

Peng.Margaret
Irene

27. Click the Look up Class button.

=
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| search for classes || browse course catalog |l faculty search |

Permission Requests

Enter Search Criteria

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

Class Search Criteria
Course Subject select subject

Course Number is exactly ¥

[] show Open Classes Only

Use Additional Search Criteria to narrow your search results.

Meeting Start Time w [
Meeting End Time v [
v

Day of Week

[OMon [Jtues [Iwed [Jthurs [JFri [Jsat []sun
Instructor Last Name  [is axactly | |
Class Nbr [ texample: 1136
Course Keyword [ (example: statistics
Minimum Units. i [
Maximum Units -

=

®J Locsl intranet 4 v Biooe v

Step Action

28. The Class Search Criteria screen appears. Search for the class to which you are
granting the student permission to add.

Enter the class's subject code into the Course Subject field.
29. Optional: Enter the class's course number into the Course Number field.

30. Click the Search button or
press [Enter] on your keyboard.

SEARGCH

31. Decision: Search results appear. What would you like to do?

e Proceed to select the class
Go to step 32 on page 15

e Review Enrollment Requirements
Go to step 42 on page 19
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CASEWESTERNRESERVE Reviewing Permission Requests to Add
- or Drop a Class

8 CASE WESTERN RESERVE
M UNTVERSITY 2
@
A
Ima Professor T
f Faculty Center 1[’ Advisor Center Wf Search 1
| search for classes || browse course catalog Il faculty search |
Permission Requests
Search Results
Room assignments are subject to change.
estern Reserve Ui 2010
The folloving clazses match your search criteria Course Subject: Anthropology, Course Number
is exactly '388', Show Open Classes Only: No
Rsturn to ion Requests START & NEW SEARCH |
@open M ciosed A wait List
- ANTH 388 - Globalization, Development and Underdevelopment: Course Evaluations
Anthropological Persp
First [ 1 of 1 (M Last
Section 100-LEC(5481] Status @ select class|
Session Ragular Combined Section
Room . .

Days & Times (Capacity) |TAStructor |Meeting Dates Topic

MoWe 12:30PM - Clark Hall [Ima 01/11/2010 -

1:45PM 302 (401 04/26/2010

Return to Permission Requests START A NEW SEARCH
Faculty Center Advisor Center Search
Search For Classes Brovse Course Catalog Faculty Search 0
M
Done ®J Locsl intranet v ®iooe v

Step Action

32. The search results appear. Locate the class to which you are granting the student
permission to add from the search results.

Click the Select Class button.

[=elect clazs]

Published on: 1/20/2010 Page 15




Reviewing Permission
or Drop a Class

B

UN

EWESTERN
Y

E VWESTER
IVERSIT

Requests to Add

CASE WESTERN RESERVE
UNIVERSITY

rsT 18260

Mew window | Help ]
Ima Professer ID: 1008179
[ Faculty Center I Advisor Center I search ]
| my schedule | permission requests || class roster |l grade roster |
Permissions
Spring 2010 | Case Western Reserve Univ __change term
Basic Procedure Explain Permission Types Explain Permission Status
Customize | Find | First ) 1-17 of 17 " Last
General Info Permission Comments
Select |Pormission|  dentID |StudentMame |Program and Plan s Class | e |t
Type = Number. Status L
Anku- Certificate in Nonprofit o1/18/2010
a Add 2202168 |Kidd.Estella Mgmt - Certificate in s485 ANTH 488-100 |Granted Professor,Ima
9:56:18AM
Josphina Nonprofit Mgmt
Arts & Sciences.
O Add 3194532 Truong.Lynn M. |Undergraduate - Nutrition| 5481 anTH 388-100 |PeNding 11/15/200% Truong,Lynn M.
Instructor | 1:48:45AM
(BS)/Pre-Health
Peng,M, g |Yndeclared Pand| 11/20/2009 |Peng,M: t
] Add 3214286 IE"Q' =rgaret | Undergradusts - Pre- 5457 ANTH 102-100 |;=nnd =ng-Margarsl
rane Instructor | 10:26:31AM |Irena
Dentistry (Int)
Undeclared
. " Pending  |11/20/2009 | "
a Add 3211195 |Singh.Priya Undergraduste - 5457 ANTH 102-100 |peRSnE T im [Singh.Priva
Economics (Int)
Undeclared
] Add 3213246 Chen Xi Undergradusts - 5457 ANTH 102-100 |PENding 1172072009 | o
Instructor | 4:03:33PM
Accounting (Int)
Undeclared
O Add 3213246 Chen,Xi Undergraduats - 5457 ANTH 102-100 |PEnding 11/20/2009 | o
Instructor | 4:04:01PM
Accounting (Int)
Undeclared
KooserKaitlyn |Undergraduate - _ 11/24/2003
0 Add 3205138 0% R e ided 5457 ANTH 102-100 |Granted | S E00 |professorIms
(Int)
Arts & Sciences.
— P Aimernn Attt ie aono v |MNdergraduste - zazm ani smm sna  |PENding 12/02/2009 &)
& il | @3
®J Locsl intranet v Biooe v

Step Action

33.

Click the Permission tab.

ﬂ CASE WESTERN RESERVE
UNIVERSITY P
»
Generallfo | Permission | Comments L]
Select ::I;'e“_'s{'”" StudentID |Student Name :::j’:r':d z:‘a’:" ::"'"'::5 Tme [Sameer E’:‘:‘:“"“ ::“;‘::’“
0 2dd 3202169 J‘“::;gﬁjd&“”a
O Add 2184532 |Truong,Lynn M. O O ]
] Add 3214286  |Peng.Margaret Irane | [] O [—
O Add 3211195 Singh, Priya O O O [
O 2dd 3213245 |ChanXi O O O [—
O Add 3213246 Chen,Xi O O O [
O Add 3205138 Kooser,Kzitlyn Rose.
O Add 3188650 Pletikosic,Ante T O O O '7 [
O 2dd 3185821 | YuMichelle O O O =
] Add 3186515 Mulholland,Colin 1 | [] O O | —E]
O 2dd 3180295 Shim.Wonyeng O O O =
O Add 3152411 Jizng,Han O L4} 4] I
] Add 3194852 |Pujara.Hirsh K. O O [
] Add 3186021 |Agarval,Akshits O O O |
0 Add 3194502 |Albitz.Casey Lynn O O O [ E
O Add 3183435 Singh,Taruna O B O |
O add v| (3214285 @ |Peng.Margaret Trene | [] 4] ] [ E
grant | deny revoke _addrow | delete selected |
Faculty Center Advisor Center Search
Done % Local intranet | ¢y r| Riome -~

Page 16
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VA CASEWESTERNRESERVE Reviewing Permission Requests to Add
- or Drop a Class

Step Action

34. Select the appropriate permissions for the student.

35. Optional: To enforce an expiration date on the permission, enter a date into the
Expiration Date field.

36. Optional: Click on the Comments tab and leave a message for the student to read
in the Instructor Comments field. These comments will be visible to the student
on the Comments tab of the Permission screen in the Student Center.

37. Click the Select option.
Ol
38. Click the Grant button.

WA Case WESTERN RESERVE
1\.[\\\:\[1)\ 3
=

New Window | Help |

Permission Request(s) cannot be changed once submitted. (27000,129)

If you are sure each class is Complete, press OK; otherwise CANCEL and continue with your request
OK Cancel

Done [@ « Trusted sicss H100% v
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Reviewing Permission Requests to Add
or Drop a Class

CASE WESTERN RESERVE

Step

Action

39.

A confirmation screen appears.

If you would like to review again or are unsure about the transaction, please click
the Cancel button to return to the Permissions screen.

Click the OK button to proceed. An email is sent to the student stating your
decision. A copy of the email is sent to you, as well. If permission was granted,
the student can now add the class.

oK

Home Add to Favorites. Sign out

CASE WESTERN RESERVE
UNIVERSITY ]
»

tew window | Help &

Ima Professor ID: 1008179

f Faculty Center ]( Advisor Center ‘]( Search ]
| my schedule | permission requests || class roster |l grade roster |
Permissions

Spring 2010 | Case Western Reserve Univ change term

Explsin Permission Types Explain Permission Status

T
Customize | Find | & First 1] 1-17 of 27 [ Last

Generallnfo | Permission | Comments

Consent |Closed |Requisites |Time |[Career Expiration | Permission

Ers r:.:r:i“io" e Required |Class |NotMet |Conflict |Restriction|Date Use Date
] Add 3202189 f::;};":::d’gta”a
o 2dd 3154532 [Truong.Lynn M. 0 0O .4} (—
] Add 3214286  |Peng,Margaret Irene | [] O (—c
o 2dd 3211185 |Singh.Priya 0 0O .4} (—
O Add 3213246 Chen,Xi O O O I
O Add 3213246 Chen Xi O O 4] | —E N |
O Add 3205138 Kooser,Kaitlyn Rose
] Add 3186690 Pletikosic.Ante T O E ] I
] Add 3185821 | YuMichelle O O | [
O add 3186915 mulhellznd,Colin 3 O O 4] | —E
O Add 3180295 Shim,Wonyong O O O [
] Add 3192411 |liangNan O O 4] [
O Add 3134853 Pujara, Hirsh K. O O [ 8
M laaa loicenns AL — = — [ [—Tr M
% Locsl intranet v ®iooe v
Step Action
40. To revoke a permission that has not been used, click on the Select checkbox option
next to the student's name and click the Revoke button.
41. This completes the process of reviewing requests for permission and creating

permissions to add or drop a class.
End of Procedure. Remaining steps apply to other paths.

Page 18
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CASEWESTERNRESERVE Reviewing Permission Requests to Add
- or Drop a Class

8 CASE WESTERN RESERVE
InE NIVERSITY 8
[E
~
Ima Professor T
f Faculty Center 1[’ Advisor Center Wf Search 1
| search for classes | browse course catalog Il faculty search |
Permission Requests
Search Results
Room assignments are subject to change.
Case Western Reserve Univ | Spring 2
The folloving classes match your search criteria Course Subject: Anthropolegy. Course Number
is exactly '288', Show Open Classes Only: No
Return to i Reguests START A NEW SEARCH |
@open M ciosed A wait List
- ANTH 388 - Globalization, Development and Underdevelopment: Course Evaluations
Anthropological Persp
First [ 1 of 1 (M Last
Section 100-LEC(5481] Status @ select class|
Session Ragular Combined Section
Room - -

Days & Times (Copmcity) |LAStructor |Mesting Dates Topic

MoWe 12:30PM - Clark Hall  |Ima 01/11/2010 -

1:45PM 302 (40) 04/26/2010

Return to Permission Reguests START A NEW SEARCH
Faculty Center Advisor Center Search
Search For Classes Browse Course Catalog Faculty Search
™
®J Locsl intranet v ®iooe v

Step Action

42. The search results appear.

Optional: To review the enrollment requirements needed for your class, click the
Section link.
100-LEC(5481

Published on: 1/20/2010 Page 19




CASE WESTERN RESERVE

Reviewing Permission Requests to Add
or Drop a Class

CASEWESTERN RESERVE
M UNTVERSITY 1826 Home Add to Favorites Sign out
Ima Professor
a
[ Faculty Center I Advisor Center I Search 1
| search for classes || browse course catalog |l faculty search |

Permission Requests

Class Details

MATH 227 - 100 Calculus IIT Course Evaluations

Return to Permission Requests VIEW SEARCH REsuLTsl SELECT CLAEEl

Status @ open Career Undergraduats

Class Number 6441 Dates  1/12/2009 - 4/27/2009
Session Regular Academic Session Grading Regular Grades

Units 3 units Location Main Campus

Class Components  Lecture Required Campus Case Western Reserve Univ

Meeting Information
Days & Times Room Instructor Meeting Dates
MoWeFr 11:20AM - 12:20PM | To Be Scheduled |Lecnar de Fibonacci 01/12/2009 - 04/27/2009

Enrollment Information

Instructor Consent Required

Requirements  Prereq: MATH 124.

nr
Class Availability

Class Capacity EEE) Wait List Capacity 0
Enrollment Total o Wait List Total 0

Available Seats EEE]
Vector slgebra and geometry. Linear maps and matrices. Calculus of vector
val unctions. Derivatives of functio f se wvariables. Multiple integrals.
Vector fields and line integrals.

E [8 « Trusted sitss H100% v

Done

Step Action
43. The Class Details screen appears.

The Class Status (open, closed, or waitlist) is indicated in the Class Details group
box. If the class is closed to enrollment and you wish to let a student in, then select
the Closed Class permission on the Permissions tab when you return to the
Permissions screen.

| Status . Cpen |

44, The class Career is also listed in the Class Details group box. If the student is
enrolled in an Academic Career that is different from the career of the class, then
that student may require a Career Restriction permission to add the class.

|Eareer Undergraduate|

45, If students need your permission to add the class, then the Add Consent field is
present and displays Instructor Consent Required in the Enrollment Information
group box. This enrollment requirement requires that the Consent Required
permission be granted to every student that wants to add your class.

If students need your permission to drop the class, then the Drop Consent field is
present and displays Instructor Consent Required in the Enrollment Information
group box. This enrollment requirement requires that the Consent Required
permission be granted to every student that wants to drop your class.
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Reviewing Permission Requests to Add

CASE WESTERN RESERVE
UNITYV EST 18264
or Drop a Class

"ERSITY ]

Step Action

46. Co- and prerequisite requirements for enrollment are also listed in the Enroliment
Requirements field. Students who request permission to override a co- or pre-
requisite requirement need a Requisites not Met permission from the class
instructor.

| Enrollment Requirements

Prereq: MATH 124 |

CASEWESTERN RESERVE
RS UNTVERSTT Y &6 Home: Add to Favorites Sign out
Ima Professor
~
[ Faculty Center I Advisor Center I Search ]
| search for classes || browse course catalog Il faculty search |
Permission Requests
Class Details
MATH 227 - 100 Calculus III Course Evalustions
Case Weste erve Univ | Spring 2009 | Lecture
stum to P n Requests VIEW SEARCH ResuLTs| | SELECT CLass|
Class Details
Status @ open Career  Undergraduate
Class Number 441 Dates  1/12/2009 - 4/27/2008
Session Regular Academic Session Grading Regular Grades
Units 3 units Location Main Campus
Class Components  Lecture Required Campus  Case Western Reserve Univ
Meeting Information
Days & Times. Room Instructor Meeting Dates
|MoWeFr 11:30AM - 12:20PM | To Be Scheduled |Leonar do Fibonacci [01/12/2009 - 04/27/2009
Enroliment Information
Add Consent Instructor Consent Required
Enrollment Requirements Prereq: MATH 124.
Class Availability B
Class Capacity 999 Wait List Capacity 0
Enroliment Total o Wait List Total o
Available Seats ss
Vector zlgebra and geometry. Linear maps and matrices. Calculus of vector
valued functions. Derivatives of functions of several variables. Multiple integrals.
Vector fields and line integrals. v
Done E1 [ @+ Trusted skes H100% v

Step Action
47. Click the Select Class button.

SELECT CLASS

Go to step 33 on page 16
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