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Finding Waitlist Information Online
from Faculty Rosters
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To view waitlisted students during the registration period (before the first day of class):
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To view waitlisted students up to 48 hours BEFORE the first day of class:

Please note: Accessing the Opening Day roster within 48 hours prior to the first day of class CLOSES the waitlist and
generates Add Authorization Numbers. See reverse for procedures for adding students on the first day of class.
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Click on "Attendance Reporting Rosters for
add authorization numbers, census & Ws
(Drop Rosters)" up to 48 hours prior to the
start of your class to access the Opening
Day drop roster and generate Add
Authhorization Numbers.
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Please be aware 2 days prior to the start of the class until the census date has been reached, if Add
Authorizations numbers have not been created, clicking on the "Rosters® lUnk to access the "Opening Day
create the add

horization codes for you.

Mid Term Progress Report

NOTE: Accessing the Openirg Day Roster will close your class registration and students will only be able to add
into your class after they receive an add authorization code from you.
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(See reverse for instructions on obtaining waitlist information.)

Procedures for faculty wishing to CLOSE their waitlists & generate add authorization

numbers:

Faculty may access their rosters and generate add authorization numbers as early as 48 hours prior to
the start of instruction, which triggers the closing of the waitlist.

Students who have been notified that a seat has become available and have not yet registered will get
a reminder email to take action prior to the start of instruction.

Students still on the waitlist prior to the first day of instruction will receive a reminder email that they
must show up on the first day of class to receive an add authorization number.

If, after instruction begins, an instructor wishes to add more students into the course, students on the
waitlist who are present on the first day of instruction will be added first in the order they appear on
the waitlist.

Once the waitlist is exhausted, an instructor can give add authorization numbers to students based on
priority numbers, as is the current procedure.

The number of adds is determined by the instructor; the waitlist and priority numbers only establish
the order by which students are added.

Students who remain on the waitlist once instruction begins will need to be present on the first day of
class in order to receive an add authorization number.



