SOLAR Services for Faculty: 
Permission Numbers

Permission numbers are accessed from your Class Roster. Some notes about permission numbers:
· Permission numbers override requisites, class enrollment limits, and consent restrictions, unless otherwise specified. They do not override a student’s maximum credit limits or time conflicts.


· Permission numbers must be used before its expiration date.

· Faculty or staff members give a permission number to a student. The permission number is the student’s only authority to add the class section.

· The student must enter the permission number into the student registration system to register for the class section.


· Permission numbers can be used only one time and only for the class section for which it was issued.

The following provides instructions on generating and tracking class permission numbers. If you have questions or concerns, please contact the SOLAR Support at 667-7267, or email solarsupport@csun.edu. You may also visit the SOLAR Support web site for additional documentation: http://www.csun.edu/itr/solar/
	ACTION
	INSTRUCTIONS

	Select a Course 
	From the campus portal, click on Services for Faculty & Staff > View My Class Rosters. Select the desired semester from the list:
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Select the desired course:
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Select the Course Title of the roster you wish to view.
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	Accessing Permission Numbers

	From the Class Roster, click on the Permission Numbers tab:
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The Permission Numbers page displays. If applicable, unused and used permission numbers display along with the student name, date used and the permission number expiration date. Note: Permission numbers may or may not have already been generated by the administrative support staff in your department or College.
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	Generating Permission Numbers.
	Enter the desired number of permission numbers needed in the Quantity Needed field and click on the yellow Submit button:
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Note: A different expiration date than the date displayed can be entered.
The new permission numbers display in the Un-Used Permission Numbers section of the page:
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It is recommended that when issuing a permission number, write down the student’s name next to the number issued to them to verify that the correct student added the class when the name displays on the Used Permission Numbers section of the page.
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