
Enrollment: Permission Request “How To” Guide   
The Enrollment: Permission Request can be accessed from either the mobile version Student Center (Step 1A) or 
from the “View Full Site” Student Center (Step 1B).  

   
Step 1A: At the Student Center page, select the “Menu” Icon. Then proceed to 
Step 2. 

 

Step 1B: From the “View Full Site” Student Center ( ), select the 
“Enrollment: Permission Request” link from the “Other Academic…” drop-down 
menu. Then, select the “Go” icon. Proceed to Step 3. 

 

 

  
    

    



Step 2: A drop-down menu will appear, select the “Enrollment: Permission 
Request” link.    

Step 3: Select the “Create New Request” button to be directed to the next page.   

 

 
 
 
 
 
 
 
 
 
 
 

  

  

  
    



Step 4: Read the eligible requests and requirements. Then, click “Next”.  

 

   
Step 5: Read the instruction before initiating your request. 

 
  



Step 6: Confirm term of permission request. Then, enter the 5-digit class number 
in the “Class Nbr” field. To identify the 5-digit class number, click the “Class 
Schedule” link.  

 

Step 7: Select the applicable permission related to the class  

  
NOTE: For more information regarding the type of Permission Request(s), see 
the Office of the Registrar webpage for Adding A Class. 
   
Step 8: Indicate justification (reason) for the Permission Request. Then, click the 
“Submit” button.  

 
  

  

  

  

https://www.csusb.edu/registrar/registration/adding-class
https://www.csusb.edu/registrar/registration/adding-class


 
 Step 9: Read the submission confirmation message. To submit another  
Permission Request and/or view submitted requests, click the “Return to 
Permission Request Summary” link. To return to your Student Center, click the 
“Return to Student Center” link. 

 

  In this example, we will request a “Unit Load” Permission Request for  
“ PSYC 100 ”     

  

  

  
  



Step 10: You can review the status of your submitted request(s) in the 
“Permission Request Summary” section. In addition, you will be notified (via 
Coyote E-Mail) if your request was “Denied” or “Approved”.  

 
Note:   
Pending: Enrollment Request Pending Approval  
Denied: Enrollment Request Denied – View Details for Reason  
Approved: Enrollment Request Approved – Confirm enrollment via Class 
Schedule  
  
  

  


