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chistration FPermits/Overrides

The purpose of this procedure will show advisors how to set a permit or override for
a course or section (with restrictions) so that a student may register

Registration Permits are set on SFASRPO.
Employees who have been given permission to set Permits for their departments will be given Update Access to SFASRPO.
Employees must request access through the university Bugs site. http://bugs.itis.ttu.edu

—> Instructions for this process are located on the Registrar’s web site: www.reg.ttu.edu > Student Record Training > General

Permits/Overrides require two steps:
1. The Permitis set on SFASRPO.
2. Student completes the registration process on their MyTech site.

—> Students can view permits on the Registration Status link.

Academic Registration Holds
Academic Registration Holds will not prevent a Permit to be set.
Academic Registration Holds will prevent the student from registering into the permitted course.

CRN
The CRN is the unique 5 character identifier of the course section.

Set Permit StcPs

Set Permit

— Go to...SFASRPO
* |D: Enter Tech ID of student or do Name Search
*  Term: Type in appropriate Term
*  [Next Block]

—  Student Permits and Override Block
*  Permit Field: ALLPERMIT (which overrides all restrictions except for holds)
e Refer to page 4 for all permit codes
* CRN: Enterin CRN number of course section, or search for Course Section
*  Save or F10 key
* X | Close Form:

Student Permits and Overrides Course
, i ) Permit CRN Subject Number Section
Note: The student’s current schedule will be listed on [ | [~] | [~ | [~] g
Overrides All But Holds 31385 ENGL 2311 038 HFT516
the bottom part of the form ALLPERMIT  Overrides All But Hnlds/lzs&ﬂs [maH " [1as1 [oza  [nFTsie
Permits set on student | | ‘ [
ENGL 2311 has been registerbd [ \ [
MATH 1351 has not been registered
P || student Schedule Student's Current Schedule
Part of Course
CRN Term Subje: MNumber Section Available Waitlisted Mon Tue Wed
[31385 1 [enoL  [es11 035 15 fi
Tip \ [ | \ [ . [

To allow the student to take ANY HIST 1300 section,
leave off the CRN and manually enter HIST 1300

ALLFERMIT  Owerrides 4ll But Halds | HIST 1300
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Steps to Search for a Course Section (CRN) on SFASRPO

Enter Tech ID or do Name Search

Enter Term . .
[Next Block] Student Permits and Overrides

Enter Permit Code (ALLPERMIT) "'%“'t \&_";_IN
Go to CRN field — —

Click on the drop-down arrow —
Select Search for Sections (SFQSECM)
Enter Search Criteria (refer to examples below)
(F8] Search for Sections{SFQSECM) d=———
. Scroll through course sections
. Click to highlight course section
. Double click on course section
. You'll be taken back to SFASRPO
. Course will automatically be entered

WO NOUEWNR

=
o

VYiew Section Information{ SFQSECT)

e el
A WN PP

Query for MATH 1320 Part of
[F8] CRN Term  Subject Course Section

& [
26542 ,l_ MATH 13z0 aoe

Link: l_ Crosslist Group: l_ Campus: |

Part of
CRM Term  Subject Course = =
EI EI Pulls up all 26543 1 [math 1320 oo
| | |I'"1.°.TH |132|:| Math 1320 sections Link: l_ Crosslist Group: l_ Campus: |
Link: Crosslist Group: ] [d|
I_ ’_ 26544 1 MATH 1320 [ihi]

Link: l_ Crosslist Group: l_ Campus: |

Multiple fields on SFQSECM can be searched
Search by CRN, Part of Term, Subject, Course, Section, Available Seats, Campus, Schedule, Sections Status, Begin

and End Time.
Use Wildcards if needed

% | represents multiple character search
_ | represents a single character search

To get t hese Enterthiscriteria...

All entries that contact ma %ma%
All entries that begin with ma ma%
All entries that end with ma %ma
All entries that have a as a second _a%
character
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Example of Searches

Subject Only

This will display all ENGL sections

“—>|

Part of
CRM Term  Subject Course
= =
T B |

Link: Crosslist Group: C
Part of
CRM Term  Subject Course
Subject and Course | I
This displays all ENGL 1301 sections # | | |ENGL |13|:|1
Link: I_ Crosslist Group: I_
Subject and Link
This displays all HIST sections with a L* link attached.
L represents the section is a lecture
Example: If a lecture (L1) must be taken with a Discussion (D1) Part ot
Registration MUST be entered for both the corresponding lecture CRN Term Subject Course  Sectiol
and discussion sections | = | = | |
L | Lecture 27009 1 HIST 2300 160
D | Discussion Link: ,F Crosslist Group: l_ campus:
X | No Credit (7] ]
27308 [1 [HIsT 2300 [161
Link: ’T Crosslist Group: ’_ campus:
Part of ﬁ 7] |
CRM Term Subject  Course 27611 2 [HisT 2300 |16z
EI B Link: ,? Crosslist Group: l_ Campus:
| | HIST |
Link: [L% Crosslist Group:
Need to restart your query/search?
Enter Query Icon @
— Click on one of the Query Icons to reset your search
— Then re-enter in new query Cancel Query Icon @
Are all lines are filled up?
= Two ways to open up a new record
O  Record > Insert, or use the Record Insert Icon ﬁ
e Thisinserts a blank entry 1
O Press the Arrow down on your key board J
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SFAROVR

Checkbox Title Permit Code | Description
Pre-requisite PREREQ Allows user to override any course prerequisite.
Co-requisite COREQ Allows user to override any course co-requisite.
Links LINK Allows user to override any links attached to the course.
Special Approval SPECIAL Allows user to override any special approvals.
Allows user to give a permit for a course for which the student is already
Duplicates DUPLICATE registered.
Example
M E 4000 may appear on the schedule twice in a specific term.
Allows user to give a permit for a course that was previously completed
Repeat Hours RPT HRS & P P y P
successfully by the student.
Allows user to give a permit for a course in which the student has reached
the repeated limit.
Repeat Limit RPT LMT Example
Music courses may be repeated for several hours.
Once the student reaches that “max repeat,” this override should be used.
. Allows user to give a permit for a course that is in a time slot of a course in
Time TIME . . . . . .
which the student is already registered (allows override of time conflict).
College COLLEGE Allows user to give a permit for a course that has a college restriction.
Allows user to give a permit for a course that is not available on the
Campus CAMPUS : glveap
student’s campus.
Allows users to give a permit for a course that has student classification
Class CLASS - giveanp
limits.
. Allows users to give a permit for a course that has a full capacity enroliment
Capacity ENROLLMNT . & P pacity
(class is full).
Allows users to give a permit for a course that has level (undergrad, grad,
Level LEVEL L & P ( & &
etc.) restrictions.
Program PROGRAM Allows users to give a permit for a course that has program restrictions.
Degree DEGREE Allows users to give a permit for a course that has degree restrictions.
Major MAIJOR Allows users to give a permit for a course that has major restrictions.
ALLPERMIT A||0V\{S user to override any restriction attached to a course except for time
conflicts.
AUTHORIZE A.Ilows use.r to override any restriction except for enrollment capacity and
time conflicts.
PERM Allows user to override any restriction except for Repeat Limit.
ALLWTIME Allows user to override any restriction attached to a course.
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