
Section Notes & Controlled 
Enrollment

How to Request Section Notes for the Course 
Catalog

How to Request Controlled Enrollment



What is Controlled Enrollment?

Placing a controlled enrollment restriction on a section will prevent any form of registration without an override, 
regardless of other restrictions and/or pre-requisites. Controlled enrollment restrictions take priority over any 

other restrictions.

If a student is granted a controlled enrollment override to enroll in the section, they will still need to meet any 
other restrictions or pre-requisites that may be in place on the section. Granting a controlled enrollment 
restriction does not bypass any other restrictions, so a student may need multiple overrides to register 

depending on whether they meet any other requirements for the section (if applicable).



Step 1: You can use the Class Restrictions Details report in Tableau to determine whether a section has 
permanent Controlled Enrollment in place.

This report can also be used to ensure all desired Controlled Enrollment restrictions have been added at the end 
of the Event Planning period.

NOTE: If you are unable to access these reports in Tableau, you can request access by submitting the access 
request form on the Tableau website: Tableau Server Access

https://docs.google.com/forms/d/e/1FAIpQLSfxxqIOF09m4ehUiDwQbI3KYz46M_i1XEQn-nuZP8NrG-1sPQ/viewform?c=0&w=1


Step 2: You can filter the report by Term, College, Prefix, etc. as needed to narrow down results. To see if the 
selected sections have controlled enrollment, use the “Is Controlled Enrollment Section” filter.

Step 3: This report can be downloaded for easier viewing. Click anywhere in the rows of data, then click 
“Download”. Select the “Crosstab” option in the pop-up window.



Step 4: Once you’ve determined which courses already have permanent Controlled Enrollment restrictions in 
place, you can use the Controlled Enrollment and Section Note Request Form to isolate the sections that still 

need Controlled Enrollment restrictions and/or Section Notes for the selected term.

This report can also be found under the Course and Instructor Reports -> Class Restrictions folder.

Filter to the applicable term, then the College and Department as needed. Download this report using the 
instructions on the previous slide.



Step 5: Once you’ve downloaded the Controlled Enrollment and Section Note Request Form, you can fill out the 
“Request Controlled Enrollment?” column to indicate which sections will need Controlled Enrollment. Simply 

place an “X” or type “Yes” in the box next to the section.

For each section that needs a Section Note, type the necessary note in the box next to the Section.

Once finished, send the completed form to the Course Scheduling team at course.scheduling@uky.edu so we can 
get this information entered in the Course Catalog.

mailto:course.scheduling@uky.edu


Questions?

Contact Course Scheduling at
course.scheduling@uky.edu

mailto:course.scheduling@uky.edu
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