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How to Control Enrollment using Add/Drop Consent
(Using Permission Numbers or Student IDs)

To setup a whole class as requiring permission, the class sections will need to be set up before enrollment starts.

1. From the Main Menu, Favorites ~

navigate to: £ CAL Components e
Curriculum Management > £ selfSenvice
II_‘I Curriculum Managem 1 Course Catalog
Schedule of Classes > e RIS [ Scneauis of ciasses| S Class Search
. . My Favaorites 1 SetUp SACR [0 Combined Sections Schedule Mew Course
Maintain Schedule of Classes. CAL Gomponel o wormtet & oyamicbates  ||]_martain scheaurs of Classss
Self Senice 9 Reporting Tools £ Facility and Event Inforr|] =)  Schedule Class Mestings
::trtjcp”:j;:ga £ PeopleTools £3  InstructorAdvisor nforr| =] Adjust Class Associations
SetUp SACR Ij My Personalizations |j Update Sections of a Class
Warklist = wyDictionary B ciass eventTanie
Reporting Tool B Printclass schedule
PeopleTools
2. Under Search Criteria, use the L
’ Maintain Schedule of Classes
look up table ( @) or enter the
i Enter any information you have and click Search. Leave fields blank for a list of all values.
erm, Subject Area, an
Catalog Nbr of the class you
would like to edit. Find an Existing Value
Search Criteria
Use Saved Search: v
Academic Institution| = v LUCBO1 a
Term|= ¥ 2158 Q.
3. Click Search. Subject Area[= ¥ ANTHRO Q
h ; h Catalog Nbr| begins with » [[157
The Basic Data page for the .
) Pag Academic Career| = v v
class will appear next. —
Campus| begins with v Q,
If a list of classes appears Description| begins with v
below the_ Search. Course ID| begins with a
button, click the link for c Ofering Nb
. ourse Offering Nbr| = v
the intended class to get = Q
to the Basic Data page. Academic Crganization | begins with «
Case Sensitive
) = N
Clear | Basic Search = Save Search Criteria  Delete Saved Search

How to Control Enrollment using Add/Drop Consent 4/24/18 page 1 of 4




Student Information Systems

Berkeley

4. On the Enrollment Control

tab, chose the Type of Basic Data || Meetings IEnmllmemCoMmLI Reserve Cap || Motes || Exam | LMSData || Textbook || GL Interace
)]
consent ReqUIred. Choosing Course ID 114496 Course Offering Nbr 1
. “ ” Academic Institution UC Berkeley
either “Department Consent Term 2078 Spring Undergrad
or /’lnstructor Consent" Subject Area MATH Mathematics
Catalog Nbr 1A CALCULUS
informs the student who to Enroliment Control Find | View Al First 4 10713 ) Last
contact to get Add or Drop session 1 Regular Acagemic Session Class Nbr 26380
consent ) Class Section 001 Component Lecfure Event ID
: Associated Class 1 Units 4.00
Class Status [T |
Class Type Enroliment Enroliment Status Open
*Type of Consent Required |No Special Consent Required ~ Requested Room Capacity| 403 Total
*Type of Consent Required |No Special Consent Required e Enroliment Capacity| 310 0
1st Auto Enroll Section Wait List Capacity 0
2nd Auto Enroll Section Minimum Enroliment Nbr
Resection to Section
[l Auto Enroll from Wait List [ cancel if Student Enrolied
[§lSave ||[Gh Return to Search 5] Previous in List 4| Nextin List [=] Notify
5' After the Add or Drop consent Class Type Enrollmeni Enrollment Status Cpen
is set, go back to the Basic *Type of Consent Required Requested Room Capacity| 408 Total
Data tab, where the decision *Type of Consent Required | No Special Consent Required Enroliment Capacity| 310 0
on whether the permission is
student specific or number is
selected.
If the check box is NOT Basic Datall| Meetings || Enroliment Control | Reserve Cap || Notes || Exam | LMSData || Textbook | GL Interface
SeIeCted' permission numbers Course ID 114496 Course Offering Nbr 1
Wi" be used Academic Institution UUC Berkeley
Term 2018 Spring Undergrad Brn e i
Subject Area MATH Mathematics e ]
Catalog Nbr 1A CALCULUS
Class Sections Find | View All First ‘&) 10f13 '‘»' Last
“Session |1 Q Regular Academic Session Class Nbr 26330 [+[=]
*Class Section 001 *Start/End Date [01/16/2018 | 05/04/2018 |[:]
*Component|LEC |Q Lecture Event ID
N *Class Type [Enrollment Secfion
6. Navigate to Records and .
Associated Class 1a Units 4.00 Associated Class Aftributes
Enrollment>Term “Campus BERK Bercey T
Processing)class “Location |MAIN QUG Berkeley Main Campus edule P
iccl CI Course Administrator Q [ Student Specific Permissions
Permlss'°n5> ass *Academic Organization MATH Q. mathematics

Permissions. Enter the
number of permissions you
need in Assign More

Academic Group CLS
*Holiday Schedule UCBO1

&

a

*Instruction Mode P

B et Secton 0]

In-Person

College of Letters and Science

UCB Nen-Instructional Days

O Dynamic Date Calc Required

[ Generate Class Mtg Attendance
Sync Attendance with Class Mtg
[ GL Interface Required

Permissions and click the
Generate button.
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Ptk ion 10 A T O 10 Dneg
Course ID 1+ Caurse Ofaring Nor
Al sl
' ]
B0 LI L
Claem Sactiom DAl Find | o Al Firsl 8 10712 Last
Scsslon 1 Regular Acasomic Sozohen Chazs Mbr 2 Chass Saatus  Achve
Class Secdon 00 Clzss Type ol et Secion
wsde et
Expiration Dee TWDEQIE [
Permizsion Valld For
[ Hoguiarioe Hol Ml [ oo Fcdiichun wnmaame Lo o |
[F [ = * [
Assign Monz Permissorr I |_ realE
= [ Gorewsie ] N ser an parmission s 1ssaos
Class Poomission Dada Fersoralee | Find | 121 & Fiest & 10 ol 1 Las
Ex T r "
1 L
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]
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7. If the Student Specific Permissions check box is checked (as set on the Basic Data tab, see #5 above), you will
be able to enter specific Student ID numbers in the Class Permission Data section, allowing them to enroll.

Permission to Add Permission to Drop

Course ID 114496 Course Offering Nbr 1
Academic Institution UC Berkeley
Term 2013 Spring Undergrad
Subject Area MATH Mathematics
Catalog Nbr 1A CALCULUS
Class Section Data
Session 1 Reqgular Academic Session

Class Section 001

Find | View All First '4/ 10f13 ‘»' Last

Class Nbr 26380 Class Status Active

Class Type Enrollment Secfion

Component Lecture Instructor
I Student Specific Permissions I
Defaults
Expiration Date |05/04/20128 |[&
Permission Valid For
Closed Class Requisites Not Met Consent Required Career Restriction Permizzion Time Period
O O E [= =

Assign More Permissions

Class Permission Data

‘Generallnfo Permission Comments | |F=H

Seq# Number 1D Name Status

Personalize | Find | E First ‘4 1of1 &/ Last
Permission Use

Date Expiration Date

C 1 = ]

|E|5."D4-'20‘3 El | +] | =] ‘

'§/Save ||[Zh Return to Search [=] Notify

Support:

For questions or assistance, please contact SIS Production Support:

e Email: sishelp@berkeley.edu
e (Call 510-664-9000 (press option 6)

For additional SIS resources, please visit:
e http://sis.berkeley.edu/training
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