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Overview 
This business process guide demonstrates how to view class rosters and permission numbers in MySJSU 
(PeopleSoft HSJPRD).  
 
The MySJSU homepage 
displays. 
 
1. Go to MySJSU 

(http://my.sjsu.edu/). 
 
2. Click the Login to 

MySJSU button. 

 
  

The Login page displays. 
 
3. Enter your User ID and 

Password. 
 
4. Click the Sign In button.  
 
Note: If you have difficulty 
logging in, please contact the 
CMS Help Desk via email 
(cmshelp@sjsu.edu) with 
your full name and SJSU ID. 
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The Main Menu page 
displays. 
 
Note: If the Faculty Center 
displays upon login, proceed 
to step 2. 
 
1. From the Main Menu, 

click the Faculty Center 
hyperlink.  

  
The Faculty Center page 
displays. 
 
2. Use the Select Term 

drop-down menu to 
select the Term for the 
class roster(s) you wish 
to view. 

 

  
The class(es) display for 
the term selected. 
 
3. Click the roster icon for 

the appropriate class. 
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The Class Roster page 
displays. 
 
Note: You can use the 
Enrollment Status drop-
down menu to select 
Dropped or Waiting. This 
allows you to view students 
who have dropped the class 
or students that are on the 
waitlist for the section. 

 
  
4. Click the Download icon 

to download the class 
roster.  

  
The Class Roster Download 
page displays. 
 
5. View information about 

the students enrolled in 
the course and the class 
permission numbers. 

 

Field Descriptions: 
 
• ID: Displays the student’s SJSU ID (found on the back of their Tower Card). 
 
• Name: Displays the student’s last and first name. 
 
• Grade: Displays the grading basis assigned to the course. 
 
• Units: Displays the units student will receive for completion of the course. 
 
• Program and Plan: Displays the student’s academic program and major. The student’s program indicates 

such things as if they are matriculated, if the degree program is state or self-supported or if the student is 
taking classes on or off-campus. 

 
• Level: Displays the student’s grade level.  

Note: Level of 50 or EX are Post baccalaureate (2nd Bacc). Level of GR or EX are graduate/credential. 
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The Class Roster page 
displays. 
 
6. Click the Permission 

Numbers hyperlink. 

 
  
The Class Permission 
Numbers page displays. 
 
7. Scroll to the bottom of the 

page to view the Class 
Permission Numbers. 

 
Field Descriptions: 
 
• Seq #: Displays a system-generated sequence number for each class permission number based on the order it 

was created. 
 
• Number: Displays a five or six-digit random, system-generated permission number. 
 
• Status: Displays one of two statuses, Used or Unused. 
 
• Perm Type: Displays value of A, indicating that the student can add the course. Once a permission number is 

used, it will display the SJSU ID of the student who used it. 
 
• Expire Date: Displays the date the permission number will expire (defaults from the Default Date above). 
 
• Use Date: Displays the date the permission number was used. 
 
• ID: Displays the SJSU ID of the student who used the permission number. 
 
• Name: Displays the name of the student who used the permission number. 
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