
How to Manage Class Permissions from Faculty
Center
Instructors and proxies can issue Class Permission Numbers to allow students to enroll in a
class, overriding restrictions such as requisites or required consent.

Note: A batch process generates permission numbers for each class approximately 3
weeks prior to registration (set to override requisites, consent, and time period).

Access

1. Log in toMyU.umn.edu with your Internet ID and password.

2. Click on the Teaching tab.

3. Click on the Faculty Center link at the bottom of the page.

4. Click on the Class Permission icon for the enrollment section of your class.

Managing Permission Numbers

The General Info tab displays a column of Permission Numbers.

To download the list of Class Permission Numbers to Excel, click the Download icon.

1. When you give a permission number to a student, click the Issued checkbox on that
row. The remaining fields will populate once the permission is used.
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The Permission tab checkboxes indicate which restrictions a permission number will
override: typically Requisites, Consent, and Time Period (2nd week of the term).

2. Contact your department to adjust individual permission numbers for closed class
or Career Restriction.

The Comments tab is for entering optional notes, such as the name or ID number of the
student.

3. Click the OK button at the bottom of the page to save the changes and return to the
Faculty Center.
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