
The Office of the Registrar has exciting news!  

Permission numbers are now available for primary instructors in the Faculty 
Center. There is also an option to request that we add a course administrator 
to allow access to someone other than the primary instructor. This option 
removes access from the primary instructor, granting it instead to the course 
administrator, allowing departments to continue to centrally control 
permission number distribution, if that is necessary or preferred. 

 This new tool eliminates the need to contact our office for permission 
numbers. The goal is to save instructors, staff, and students time and 
frustration during the enrollment process, optimizing the student 
experience.  

To access this new tool, primary instructors and/or course administrators 
should click on the Faculty Center tile, then on Class Permission Numbers. 
There will then be four dropdown menus to narrow in on the course(s) of 
interest. Comments can be added to individual permission numbers to mark 
them as used as soon as they have been given to students, and to add 
additional notes, as needed.   

Question and/or concerns can be directed to registrar@clarkson.edu.  

Many thanks to the Office of Information Technology for helping us make 
this happen!  

 

Navigation- Step 1: 

 

Click on Faculty Center 

 

mailto:registrar@clarkson.edu


Step 2: 

 

Click on Class Permission Numbers in the left-hand navigation panel. 

 

 

 

Step 3: 

 

Choose course(s) via dropdown menus. 

 

 

 



Step 4: 

Enter comments, as needed, such as “Used- Jane Smith.” This is your way to track distribution 

before the system marks numbers used upon enrollment transaction.  

 

 

Step 5: 

Click Save to save comments.  

 

 

Additional Information: 

Permission numbers lists can be downloaded any time. To do so, click on the spreadsheet icon 

at the top right of the permission number list. The image and bar with image are seen below. 

  

 

 

 

Please Note: If your department prefers to centrally control permission numbers, please email 

academicscheduling@clarkson.edu to let us know who to add, and which courses to add them 

to. We will take care of the rest!  
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