Banner: Permissions and Overrides

The Permission-Override form is used to allow a student to register for a course when approved by
the department as an exception.

Open Banner Admin PROD
e Go to MySCSU
e Open the application

©
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e Enter SFASRPO to open the Permission- Overrlde page

Class Roster
(SFASLST)

Student Registration Permit-Override
(SFASRPO)

Find the Student
e Enter the Student ID

e Enter Term

e Click ‘Go’
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Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

e If you do not know the Student ID or Term click the ellipsis (...) to search.
e Enter search info and click ‘Go’

e % is wildcard (ex. Smith-% if student has hyphenated last name)

e Double-click the ID number of the record you want and click ‘Go’
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Banner: Permissions and Overrides

Enter the Permission Code (see code list here).
e If a permission already exists for another class, click ‘+ Insert’, then enter ‘Permit’ code.

e If a permission does not already exist, enter ‘Permit’ code.

Enter the Section Information
e Enter the CRN for section specific permission; or

e Enter Subject and Course Number (if section is optional for the student).

¥ STUDENT PERMITS AND OVERRIDES Insert @ Delete W Copy | Y. Filter
Permit * Permit Description CRN Subject Course Number  Section
CLASS Class Override FR, SO, JR, SR 11774 HIS 100 01
Record 1 of 1
Save

Click Save and a confirmation message will display; to close the message click the gold number.
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o Saved successfully (1 rows saved)

E3insert @@ Delele TmCopy Y. Filter

Notify the Student
Let the student know they have received special permission to register for CRN (#####) and also
let the student know they will need to register in a slightly different way due to the special
permission as follows:

e Go to MySCSU

e Banner Student

e Records and Registration

e Registration and Schedule Planner

e Click Current Schedule

e Enter CRN

e Click Register
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