
WebReg Course Permit Submission Instructions 

Prior to the end of drop/add forms must be submitted in WebReg. Students may submit a 
course permit form following the steps below. 

Please note that the form cannot be submitted via the Swap function. It must be submitted by 
looking up the course as if adding a new course. 

1. Look up the course under Add Course ID (If a course has a discussion or lab section
students must click the link for the form from that enrollment component - the
discussion or lab)



2. Click the Submit a course permit form link - this will open a justification field below the
course information and students may need to scroll down to see it

3. Fill out the justification field and then click outside of that field (the Submit button will
remain greyed out until students click outside the justification field)

4. Click Submit permit request




