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Online permissions to add a course PRIOR to the start of the semester 

 

What you can do: Waive prerequisites, grant faculty permission for courses that require it 

What you can’t do: Override a cap, waive other restrictions such as class level or required major 

 

Online permissions to add a course once the semester has started 

 

What you can do: Waive prerequisites, grant faculty permission for courses that require it, override 

caps, give permission to add a course with no barriers for registration other than the semester has 

started 

What you can’t do: Waive other restrictions such as class level or required major. 

 

PRO TIP: Once you have given the appropriate permissions, it gives the student the ability to register 

themselves online. This process does not register the student. 

 

 

Let’s get started! 

 

Choose the faculty tab in Self Service: 

 

 

Choose the course for which you would like to grant permission or waive a prerequisite. 

 



 

Choose the Permissions option: 

 

 

 

To waive prerequisites, choose the Requisite Waiver option: 

 

Enter the student ID # of the student you wish to waive the prerequisites for: 

 

PRO TIP: The prerequisites required are listed on this screen for your reference. This allows you 

to double-check what you are waiving for a student. 

Once a student ID# is entered (or student name), the student’s name should appear: 

 

 

 

 

 

The student’s name is a link. Click on that link and the window appears to add the waiver info. 



From here you can enter the waiver reason or comments – you must enter at least one. This 

information is for your reference only – it is not tracked. 

 

 

 

 

 

 

 

 

 

 

You’ll now see this on your Requisite Waiver Information screen: 

 

 

 

 

 

 



To grant faculty permission (on a course that requires it) choose Faculty Consent: 

 

 

Enter the student ID# of the student for which you wish to grant permission: 

 

 

From here you can enter the reason you are granting permission as well as comments if you 

wish – you must at least choose a reason from the drop down menu. This information is for 

your reference only – it is not tracked.  

 

 

 

 

 

 

 

 

 

 

You’ll now see this on your Faculty Consent information screen 

   



 

 

 

To override a cap or grant permission for a student to add a course with no 

other barriers to registration other than the semester has started: 

PRO TIP: This functionality is only available once the semester has started. 

Choose Add Authorization: 

  

Enter the student ID# of the student you wish to allow to add your course: 

 

After you have entered the student’s ID#, Self Service will ask you to confirm your 

authorization: 

 

 

 

 

 

 



  After you choose OK, you’ll see these messages: 

 

 

 

 

Please note that you have the option to revoke permission as is highlighted in the above 

confirmation example. 

 

PRO TIP: If the semester has started, submitting the Add Authorization alone isn’t sufficient if a 

student has not met course prerequisites and/or the course requires faculty permission. You 

must fill out each necessary form. 

What the student sees: 

• SAFE 497 required faculty permission 

• BIO 311 required a waiver of prerequisites 
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