SFASRPO – Course Department Permission Form

1. Type in SFASRPO in the GO TO box when you log in to your regular Banner system account, and hit the ENTER key:
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2. Enter the Student ID and hit the enter key.  The cursor will move into the TERM field. Enter the term code value (e.g 200640 = Spring 2006) or click the down arrow to select the appropriate term code .  (For help in searching for a student, please refer to the Banner Navigation Notes booklet)

3. Do a Next Block function to move to the Permit/Overrides block. (or click in the Permit Box in the middle portion of the form).

4. The student’s current schedule will display in the lower portion of the form.  If the student has any prior overrides, they are displayed in the middle portion.  (If this is the case, move the cursor to the next line down to enter a new override.) Should all three lines be filled, click on RECORD/INSERT on the toolbar to open a row to use.

5. Type INSTRUCTOR, CHAIR, PRE-REQ, DEAN, etc… for  the appropriate permission, and press the TAB key.  Alternatively, double-clicking the field will bring up a list of choices that allow you to select the override you need.

6. If you know the exact Course Reference Number, enter it in the CRN field or use the flashlight icon to search for the course.  You can also move to the Subject, Course, and Section fields and enter the information in directly.  You must enter a Subject and Course, but you may omit the Section Number, which allows the student to take ANY section of the course. 

7. PLEASE NOTE FOR PREREQ OVERRIDE ONLY USE SUBJECT AND COURSE NUMBER, and do not use CRN or Section Identifier. 
8. Click the “Diskette” icon or Press F10 to save the record and grant permission to the course(s) entered.
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9. The student may now register in person or via the web without being asked for permission.
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