Add Authorizations Instructions

Students DO NOT need to be on the waiting list to provide Add Authorizations. The
instructions below will show you how to give the student an add authorization without
being on the waiting list.

Add Authorization allows students to enroll during the add period (class start to census date).

1) Login to Self-Service (using Single Sign-On). Click Self-Service on the Apps Dashboard

Self Service

2) To access Faculty Self-Service, click on the Faculty tab and Faculty overview

*’ view your active classes and submit grades and waivers for students

3) Select the class to add authorizations
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4) Once in the Section Detail form, click on the Permissions tab and click the Add Authorizations tile
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5) Enter the student ID# on the search box (no leading zeroes required). The results will only show the student ID,
Name and programs of study. Although you can search by name, it is highly recommended to use the student ID in
order to assure you are authorizing the correct student

Student Add Authorization |:|

Student Student ID Authorization Status Date

Name Code
8/1/2020 Revoke
8:46:44 AM

6) You must click on the student's name otherwise, the OK box will not show

Add Authorization Confirmation
Do you want to grant an Add Authorization for ?
Cancel

7) Click OK to grant authorization to add to the student. The system will not notify the student. Please send the student
an email to make them aware of the authorization.




8) Once authorization is given, the student will need to register through Self-Service beginning the first day of the
semester (or on the first day of class for late start courses) to be officially added to the course.

9) While the student has not registered, the instructor can revoke the authorization by clicking on the Revoke link.

Student Add Authorization
Student Name Student ID Authorization Code Status Date Status

7127/2020 3:29:05 PM Registered

5/17/2020 10:43:21 Revoke
AM

NOTE: Students who do not have authorization and try to enroll in a class during the “Add Period” (from beginning to
census) will see the following message.

Register and Drop Sections

- Faculty add authorization is required to add the section at this time

Waitlist
Click on Waitlist to view the section waitlist.
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Please note: The waitlist option for students is closed once the semester begins or once late start class begins.



