UNIVERSITY OF WISCONSIN FOX VALLEY
PERMISSION TO ENROLL/DROP FORM
Student Name ______________________________________________________Student ID #_______________________
	A = ADD

D = DROP
	Subject Area
	Catalog Number
	Class Section
	Class Number
	Permission Number *

Needed for adds as of 1st day of classes

	EXAMPLE
	MAT
	110
	E001
	1234
	12345

	
	
	
	E______
	
	

	
	
	
	E______
	
	


Faculty/Instructor Signature _____________________________________
Date ______________________

 I agree to pay all tuition and fees that apply to my enrollment, regardless of my actual class attendance and I accept responsibility for compliance with University policies regarding payment deadlines and the consequences of not meeting those deadlines.  I also acknowledge that I have had the opportunity to learn about payment and tuition-related policies on this website: http://www.uwc.edu/financialaid/tuition/duesdates.asp and on the website of the campus I am enrolled with: www.uwfox.uwc.edu/admreg/payment.html
Student Signature _____________________________________________
Date ______________________





*Permission Numbers are used between the 1st day of classes and the end of the add period.*
- - - PLEASE LOOK ON REVERSE SIDE FOR INSTRUCTIONS - - - ***
J:SS/forms/prism/Permission to enroll   rev 8/2007


                                Processed by _________    Date_________
UNIVERSITY OF WISCONSIN FOX VALLEY
PERMISSION TO ENROLL/DROP FORM
Student Name ______________________________________________________Student ID #_______________________
	A = ADD

D = DROP
	Subject Area
	Catalog Number
	Class Section
	Class Number
	Permission Number *

Needed for adds as of 1st day of classes

	EXAMPLE
	MAT
	110
	E001
	1234
	12345

	
	
	
	E______
	
	

	
	
	
	E______
	
	


Faculty/Instructor Signature _____________________________________
Date ______________________

 I agree to pay all tuition and fees that apply to my enrollment, regardless of my actual class attendance and I accept responsibility for compliance with University policies regarding payment deadlines and the consequences of not meeting those deadlines.  I also acknowledge that I have had the opportunity to learn about payment and tuition-related policies on this website: http://www.uwc.edu/financialaid/tuition/duesdates.asp and on the website of the campus I am enrolled with: www.uwfox.uwc.edu/admreg/payment.html
Student Signature _____________________________________________
Date ______________________






*Permission Numbers are used between the 1st day of classes and the end of the add period.*
- - - PLEASE LOOK ON REVERSE SIDE FOR INSTRUCTIONS - - - ***

J:SS/forms/prism/Permission to enroll   rev 8/2007
  

                              Processed by _________    Date_________
PROCEDURE FOR ADDING CLASSES

»     Student presents PERMISSION TO ENROLL FORM (other side of these instructions) to instructor

· Subject Area & Course, Section and Class Number must be completed by the student

»     Faculty gives permission to enroll 

· Faculty/Advisor must sign and initial all areas that apply

»     Student signs in to PRISM

· Navigation for student

■   Click on PRISM icon from campus web page

■   Click on Sign in to PRISM tab at top of page


●  Enter User ID and Password

■   Click on Self Service>Student Center

■   Under Enroll click Add/Drop Class

■   Select the correct term



●  Click the CHANGE icon after selecting the term

■   Enter the CLASS NUMBER

●  If a lab and or discussion component is required, you should enter the class number for the lab and/or discussion.  If a lab and/or discussion are already listed, you can proceed to the next step.
■   Click the NEXT button


●  If an error appears contact Student Services 

■    Proceed to Step 2 of 3


●  Confirm the classes

■     Proceed to Step 3 to finish enrolling


●  Check your study list to make sure the add shows







J:SS/Registration: Permission to Enroll Instructions Rev 12/06

PROCEDURE FOR ADDING CLASSES

»     Student presents PERMISSION TO ENROLL FORM (other side of these instructions) to instructor

· Subject Area & Course, Section and Class Number must be completed by the student

»     Faculty gives permission to enroll 

· Faculty/Advisor must sign and initial all areas that apply

»     Student signs in to PRISM

· Navigation for student

■   Click on PRISM icon from campus web page

■   Click on Sign in to PRISM tab at top of page


●  Enter User ID and Password

■   Click on Self Service>Student Center

■   Under Enroll click Add/Drop Class

■   Select the correct term



●  Click the CHANGE icon after selecting the term

■   Enter the CLASS NUMBER

●  If a lab and or discussion component is required, you should enter the class number for the lab and/or discussion.  If a lab and/or discussion are already listed, you can proceed to the next step.
■   Click the NEXT button


●  If an error appears contact Student Services 

■    Proceed to Step 2 of 3


●  Confirm the classes

■     Proceed to Step 3 to finish enrolling


●  Check your study list to make sure the add shows







J:SS/Registration: Permission to Enroll Instructions Rev 12/06[image: image1.png]



For Faculty/Advisor Use Only - The above student has my consent to: (Please initial all areas that apply)


    Instr. Initial


_____	    _____	    Audit (student enrolls in degree course without earning university credit)


_____	    _____	    Waive Pre-Requisite (student has consent to enroll)


_____	    _____	    MUA applied (course required for Music majors) ______Credits


_____	    _____	    Override Enrollment Limit (student has permission to enroll in closed class)


_____	    _____	    Late Add (enroll after the 2nd week of classes-no permission #-must be done in SS)





SEMESTER


________





SEMESTER


________





For Faculty/Advisor Use Only - The above student has my consent to: (Please initial all areas that apply)


    Instr. Initial


_____	    _____	    Audit (student enrolls in degree course without earning university credit)


_____	    _____	    Waive Pre-Requisite (student has consent to enroll)


_____	    _____	    MUA applied (course required for Music majors) ______Credits


_____	    _____	    Override Enrollment Limit (student has permission to enroll in closed class)


_____	    _____	    Late Add (enroll after the 2nd week of classes-no permission #-must be done in SS)





Contact Student Services immediately if you have problems registering for classes.





Contact Student Services immediately if you have problems registering for classes.








