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Wait Listing for a Closed Class

This document will provide guidance to:

e Add Yourself to a Wait List (page 1)

o  Waiting Listing into Classes that have Related Class Sections (page 4)

e Swapping onto a Wait List (page 5)

e Auto-Enroll from Wait List to Class Enrollment (page 7)

e View Wait Listed Classes on Your Class Schedule (page 8)

e Dropping from a Wait List (page 9)

o Add Yourself to a Wait List
1. Go to Enrollment and click the “add”
option.

2. If you know the class number you wish to
enroll in enter it in the box and click
“enter”.

3. Otherwise, click “search” to search for
your desired class.

You can Wait List for multiple sections of the
same course. If you become enrolled in any
section of that course then you will be
removed from any Wait Lists you may be on
for other sections of that course.

|mP°’“"ﬂ!!

a. Enter your search criteria and
uncheck the “Show Open Classes
Only” box. The only classes that can
be Wait Listed are closed classes so in
order to show closed classes that can
be Wait Listed, this box needs to be
unchecked.

Click the “Search” button.
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Favo.rites Ma‘vaer\u> SE|vaEfV\'CE » Enrogment > Enroliment: Add Classes

James Wayne Dooley [goto... ®» i
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[ Enroll ]f My Academics ]f Degree Planning ]( Request Emory Transcript W

| add “ drop ” swap I edit || term information J
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1. Select classes to add

23

To select classes for another term, select the term and click Change, When you are satisfied
with your class selections, proceed to step 2 of 3.

Spring 2015 | Undergraduate Emory College | Emory University change term |

@Oren [ Closed A Wait List
Add to Cart: Spring 2015 Shopping Cart

Enter Class Nbr

enter
Find Classes

@ cliss saarch \\ Enter class number or

| E—
search | €— search for a class

Your enroliment shopping cart is empty.

T My Spring 2015 Class Schedule

You are not registered for classes in this term.
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| add Il drop II swap II edit || term information |

Add Classes
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Enter Search Criteria

Select at least 2 search criteria. Click Search to view your search results.

& Class Search
Enter your search criteria

Subject select subject| [ECON Economics and click “Search”
Course Number [lis exactly v [to1”
Course Career Undergraduate Emory College ¥

L\ Show Open Classes Only

Requirement [ v
Designation
D Additional Search Criteria
Uncheck this box
Baturn 80 4dd Claszes Cizan SeancH
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4.

b. Your search results will show classes
that have a Wait List. The icon 4%
under “Status” indicates that thisis a
closed class that has a Wait List
available.

If you wish to be placed on the Wait
List for a class then click the “select”
button for that class.

In order to be placed on the Wait List for
your selected class you will need to check
the “Waitlist if class is full” box and then
click the “Next” button.

The class you selected for Wait List was
successfully added to your Shopping Cart.

Next, click the “Proceed to Step 2 of 3”
button

s5as match yaur search ertaria Caurse Subjact: Ecanomics, Coursa Numbar is axactly
aar: Undergradusts Emory College, Show Dpen Clasies Only: No

4 class section(s) found
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Click “select” to be placed
onthe Wait List
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Add Classes

1. Select classes to add - Enrollment Preferences

ate Emary College | Emery University

Check this box and

ECON 101 - Principles Of Microeconomics then click “Next”.

Class Preferences

ECON 101-003 Lecture A waitList  Wait List &) wait st f class s full

Permission Nbr

Undergraduate Emary College. Grading (Graded

Regular Academic Session

Units 3.00

ant a
- History, Society. Cultures
Requirement Designation

History. Society. Cultures

Cancew Nexr

Section|Component| Days & Times | Room |  instructor |  Start/End Date |
ITuTh 2:30PM - 01/13/2015 -
314308 04/27/2015

]

Hashem
Dezhbakhsh

Enrall My Academics Degree Planning Request Emory Transcript
8dd Drop Swap Edit Tecm Information

(goto.. )]

Add Classes
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1. Select classes to add

To select classes for another term, select the term and click Change. When you are satisfied
with your class selections, proceed to step 2 of 3.

& ECON 101 has been added to your Shopping Cart. ‘

| Click to proceed to the next step

Spring 2015 | Undergraduate Emory College | Emory University _ change term |

@ Meiosed  pwaktiat
Add to Cart:
Enter Class Nbr Delete Class Days/Times Boom Instructor Units Status
o ECON 101-003 | TuTh 2:30PM Mashem

[ ]_eeer | @ S5 R eshbathah| 390 A
Find Classes

o) Class Search

—

Procees To s 0r3 |

T My Spring 2015 Class Schedule

You are not registered for classes in this term.
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6. Inthis final step to be placed on the Wait
List you need to confirm your choice of
the class or classes you selected.

Click the “Finish Enrolling” button to
complete your enrollment and be added
to the Wait List.

If you were successfully added to the Wait List
for the class you will receive a message stating
that you have been placed on the Wait List and
given a position number on the Wait List.

® If you are not successfully added to the Wait
List then a message would be shown telling you
why you were not added to the Wait List. Things
that would prevent you from being placed on a
Wait List are Requisites not met for the class,
Instructor or Department Consent Required for the
class, a hold on your account, a time conflict, etc.

James Wayne Dooley ) ® i
f Enroll 1 MyAcademics || Degree Planning || Request Emory Transeript | -
| add | drop I swap I edit || terminformation |

Add Classes

OHEHE]

2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To exit

without adding these classes, click Cancel. Click to complete your enrollment

@ Qe AV

Days/Times [ Room

Class Description Instructor |Units|status

Principles Of
Mierasconemics
(Lecture)

ECON 101003 TuTh 2:300M Hasham
(3211) -aasem A Dezhbarhe | 30°| A

Cancze Previovs | Fimsn Exnowuna |

BN WDOOLEY on SAPLAYS

@ EMORY

Favorites | Main Menu > SelfService > Enrollment > Enrcliment: Add Classes

goto ... L1 O

-

James Wayne Dooley

[ Enroll ]( My Academics ]( Degree Planning || Request Emory Transcript ]
| add I drop. I swap I edit || term information |
Add Classes
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3. View results

Successfully added to the Wait List and
given a Wait List position number

View the following status report for enrollment confirmations and errors:

Class Message status
Message: You are required to taks this requingment
Econ 101 dessgnation for this class, The requirement ddaignation cption | o
has been set to yes. p
Measage: Clazs 3211 i full. You have been paced on the vakt | g
list in position number 1.
My Ciass Scmzouie A2o Anotren Cusss |

!’! In example above, the student was successfully added
to the Wait List and his position number on the Wait List

is 1. This means that if a seat becomes available in the class
this student will be the first one considered for enroliment
into the open seat in the class the next time the Auto-
Enroll process is run.

Important! - Being placed on a Wait List does not guarantee enrollment in the class. There may be

circumstances that result in your Wait List position number changing from time to time. It is

important to remember that position numbers are also not a guarantee of enrollment in the class.
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o Wait Listing into Classes that have
Related Class Sections

There may be a class you need to enroll in
that has a related class section that you need
to enroll in as well. An example of this is a
Chemistry lecture and its associated lab.

In the example to the right, the student might
select the first Chemistry lecture (Class 2405)
and then Lab Section LA2 (Class 2411). The
Chemistry lecture selected has an “open”
status and the lab selected has a “Wait List”

' %) EMORY  WDOOLEY on SAPLAYS

Faverites | MainMenu > SeifSenvice > Envollment > Enrolment: Add Classes
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r e | e | =
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In this example, when the student completes
the enrollment, he will be placed on a Wait
List for both the lecture and lab. This is
because in order for a student to be enrolled
in the combined lecture and lab, both the
lecture and lab MUST be open. If either one
of them have a “Wait List” status the student
will be placed on a Wait List for both.

This holds true if the situation were reversed.
If the student had chosen a lecture that had a
status of “Wait List” and then selected a lab
that was “Open” he would be placed on a
Wait List for both the lecture and lab.

James Wayne Dooley
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Add Classes

]( My Academics.
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| Request Emory Transeript |
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1. Select classes to add - Related Class Sections

CHEM 141 - General Chemistry I W/Lab

on O
TuTh B:304M - S:45AM Reem: TBA

|| term intormation |

Labis closed but a Wait List is available

@0 [EClos=d AweitList
Select Laboratory section (Required):
crla-h? Section Schedule Room Instructor |Status
5 2410 L&A1 Mo 2:00PM - 5:00PM TBA Karl Hagen @
0 2411 LA2 Mo 2:00PM - 5:00PM TBA Karl Hagen A
2412 LAZ Mo 6:00PM - 3:00PM TBA Karl Hagen ]
2413 LAZ Mo 6:00PM - 5:00PM TBA Karl Hagen ]
5 2414 LB1  Tu 2:30PM - 5:30PM TBA Karl Hagen @
I |
James Wayne Dooley gote.. ® g
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( Envol | MyAcademics || DegrecPlanning || Request Emory Transcript |
| add I drop I swap ] edit || terminformation |

Add Classes
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3. View results

View the following status report for enrcliment confirmations and errors:

Added to the Wait List and given a Wait
List position number

¢ Errors unable to 2dd class
fStatus |

Class. Message

Message: You are required to take this requirement
for this class. The i option 4

has been set to yes. o

Message: Class 2405 is full. You have been placed on the vat | 5
in position number 1.

CHEM 141

‘!f Wait List treats the lecture and lab as a single
enrollment and in order to be enrolled successfully in both,
they both must have an “Open” Status.
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o Swapping into a Wait List
New for Fall 2015

Swap “Drop if Enroll” Functionality

Beginning with fall 2015 enrollment, the Self-Service Swap option has been enhanced to allow a
student to remain enrolled in the class they are swapping out of until they are successfully enrolled in
the Wait Listed class they are swapping into. For example, a student swapping out of ECON 101 (3209)
and swapping into Wait Listed ECON 101 (3211) would remain enrolled in ECON 101 (3209) until they
are successfully moved from Wait List to enrollment in ECON 101 (3211). The benefit of this feature is
that if the student does not become enrolled in the Wait Listed class they swapped into, they will
remain enrolled in their original class (ECON 101 (3209)). This will help to insure that the student is
enrolled in at least one of the ECON 101 classes before the semester begins, either their original ECON
101 class or the Wait Listed ECON 101 class they requested to be swapped into.

If the Auto-Enroll process is able to move the student from the Wait List to enrollment in the class they
swapped into, then at that time they will be dropped from the class they swapped out of.

The following are descriptions of how the Swap “Drop if Enroll” feature behaves in certain unique
situations,

e Swapping lecture and lab for same lecture and new lab where same lecture status is Wait
Listed and new lab status is Wait Listed:
Student is immediately dropped from lecture and lab.

o Placed on a Wait List for the same lecture and new lab.
o Assigned same lecture Wait List position number = 0
o Assigned new lab Wait List position number = normal Wait List position number

e Swapping lecture and lab for same lecture and new lab where same lecture status is Open and
new lab status is Wait Listed:
Student is immediately dropped from lecture and lab.

o Placed on a Wait List for the same lecture and new lab.
o Assigned same lecture Wait List position number = 0
o Assigned new lab Wait List position number = normal Wait List position number

e Swapping lecture and lab for same lecture and new lab where same lecture status is Wait
Listed and new lab status is Open:
o Student remains enrolled in same lecture.
o Student enrolled immediately in new lab.

Self-Service Wait Listing — March 16, 2015 — Page 5
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Swapping lab and lecture for same lab and new lecture where same lab status is Wait Listed
and new lecture status is Wait Listed:
Student is immediately dropped from lab and lecture.

o Placed on a Wait List for the same lab and new lecture
o Assigned same lab Wait List position number = normal Wait List position number.
o Assigned new lecture Wait List position number = normal Wait List position number.

Swapping lab and lecture for same lab and new lecture where same lab status is Open and
new lecture status is Wait Listed:

o Student is immediately dropped from lab and lecture.

o Placed on a Wait List for the same lab and new lecture

o Assigned same lab Wait List position number = normal Wait List position number.

o Assigned new lecture Wait List position number = normal Wait List position number.

Swapping lab and lecture for same lab and new lecture where same lab status is Wait Listed
and new lecture status is Open:

o Student remains enrolled in same lab.

o Student enrolled immediately in new lecture.

After performing a swap from an enrolled class to a wait listed class, student adds themselves
to one or more other Wait Lists for the same course as the class they are swapping into. What
happens when Auto-Enroll moves the student from Wait List to enrollment in one of the other
Wait Listed classes instead of the class they swapped into? Will the student still be dropped at
this time from the “swap from” class they are enrolled in? Or will they only be dropped when
they are moved from Wait List to enrollment in the “swap to” Wait Listed class?

o Scenario 1: Enrolled in ECON 101 SEC 1. Performed Swap of ECON 101 Sec 1 for Wait
Listed ECON 101 Sec 2. Then added student to Wait Listed ECON 101 Sec 3. Opened up
a seat in ECON 101 Sec 3. Ran Auto-Enroll and received error message that multiple
enrollment not allowed for course.

o Scenario 2: Enrolled in ECON 101 SEC 1. Performed Swap of ECON 101 Sec 1 for Wait
Listed ECON 101 Sec 2. Then added student to Wait Listed ECON 101 Sec 3. Opened up
a seat in ECON 101 Sec 2. Ran Auto-Enroll and student was dropped from ECON 101
sec 1, moved from Wait List to enrollment in ECON 101 Sec 2, then dropped from ECON
101 Sec 3 Wait List.

o Scenario 3: Enrolled in ECON 101 SEC 1. Performed Swap of ECON 101 Sec 1 for Wait
Listed CPLT 110 Sec 1. Then added student to Wait Listed CPLT 110 Sec 2. Opened up a
seat in CPLT 110 Sec 2. Ran Auto-Enroll and student moved from Wait List to
enrollment in CPLT 110 Sec 2, dropped from CPLT 110 Sec 1 Wait List, and remained
enrolled in ECON 101 Sec 1.

o Observation: If the classes being swapped (from and to classes) and any additional
Wait Listed classes are all the same courses then the "Drop if Enroll” function will only
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work when a space opens up in the original "swap to" Wait Listed class. If a space
opens in one of the additional Wait Listed classes then an error message will be
received when auto-enroll runs stating that multiple enrollment is not allowed for
course (see scenario 1).

o After performing a swap from an enrolled class to a Wait Listed class, student then drops the
class they are swapping out of. Auto-Enroll still moves the student from Wait List to
enrollment in the class they swapped into when a seat becomes available in the class and the
student meets the requirements for enroliment.
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Swapping Step by Step Guide

1. Go to Enrollment and click the “swap”
option.

2. Select the class from your schedule that
you want to swap from.

3. Select the class that you wish to swap
into.

e If you already have the class in your
shopping cart you can select from the
drop down list of classes in your cart and
click “select.”

e If you know the class number of the class
enter it in the box and click “enter”.

e If you don’t know the class number then
click “search” to search for your desired
class.

You can Wait List for multiple sections of
the same course. If you become enrolled
in any section of that course then you
will be removed from any Wait Lists you
may be on for other sections of that
course.

|mp°’“"t!!!

e [f you choose to search for a class then
enter your search criteria and uncheck
the “Show Open Classes Only” box. The
only classes that can be Wait Listed are
closed classes so in order to show closed
classes that can be Wait Listed, this box

needs to be unchecked.

e Click the “Search” button. Your search
results will show classes that have a
Wait List. The icon 4% under
“Status” indicates that this is a closed
class that has a Wait List available.

e If you wish to be placed on the Wait
List for a class then click the “select”
button for that class.

James Wayne Dooley (gote..  *I®» i
_

[ Envoll “ My Academics ]J’ Degree Planning ][ Request Emory Transcript ]

| add I drop I swop I edit | tem information |

/

1. Select a class to swap

Swap a Class

E-=H3

Select the class you want to swap from

Select the class you wish to swap then select the dass you wish to replace it with.

Spring 2015 | Undergraduate Emory College | Emory University __ change term ;

Select from your schedule ECON 101: Principles Of Microeconamics v

With This Class

Search for Class Class Search v)
R — Search for a class, select a class from

Salact from Shopping Cart your shopping cart, or enter a class
- OR - number for a class that you wantto
[ _enter] &—————| swapinto

Enter Class Nbr

* My Spring 2015 Class Schedule

Enrell My Academics Degree Planning Bequest Emory Teanscriph

9980 i

[ Enroll || MyAcademics || DeoreePlanning || Request Emory Transcript |
| aad I drop I swap Il edit

|| toem intormatien |

E-EHE

Swap a Class

Enter Search Criteria

Select at least 2 search criteria. Click Search to view your search results.

Enter your search criteria

= Class Search and click “Search”

Subject select subject|  [ECON Economics
Course Numbar (s exactly v [l

Course Career [Undargraduate Emory College ¥

[ Show Open Classes Only

Requirement ( v
Designation

[ Additional Search Criteria
Uncheck this box

Bt o Suan s lace T

Enrall My Academics Degree Planning HRequest Emary Transcript
Add Drop Swap Edi

Th faliwing ciasses match yowr smarch criteria Courre Subjact: Bcomomics, Course Numbar is sxactly
1017 Couria Caresr: Undergradusts Ensary Collage. Show Opa
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3205 CO1SEC Raguiar TuTh G130AM - SiaSAM TBA Gain Tadorew Hsc ) salect
! oye & Times | e WanGesiy atatan ]
The miiec  TuTe suoown - e T wac = it Li
T ® wect] | Class hasa Wait List
e Reqbasg[atan ]
Hasham Dazhbathan  HSC A |
- ezt ]
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4. In order to be placed on the Wait List for
your selected class you will need to check
the “Waitlist if class is full” box and then
click the “Next” button.

5. Click the “Finish Swapping” button to
confirm your choice and complete your
swap request.

If your swap was successful, you will receive a
message that you have been placed on the Wait
List and given a position number on the Wait List.

® If you are not successfully added to the Wait
List then a message would be shown telling you
why you were not added to the Wait List. Things
that would prevent you from being placed on a
Wait List are Requisites not met for the class,
Instructor or Department Consent Required for
the class, a hold on your account. Time conflicts
WILL NOT prevent you from being added to
waitlist but WILL prevent enroliment from waitlist

James Wayne Dooley goto... Y® i
-

f Enroll ][ My Academics ][ Degree Planning | Request Emory Transcript ]

| add II drop. I swap I edit || term information |

Swap a Class

@-E-E

1. Select a class to swap - Enrollment Preference

Check this box and
then click “Next”.

ECON 101 - Principles Of Microeconomics

Class Preferences

ECON 101-003 Locture A waitList  Walt List @) wait list i class is full
Parmission Nbr |

Session  Regular Academic Session

Career Undergraduate Emory College Grading Graded Y.

Enrollment Information Units. 2.00

+ History, Society, Cultures
Requirement Designation

History, Society, Cultures

CanceEL Next

Section|Component| Days & Times |  Room | Instructor |  Start/End Date |
TuTh 2:30PM - Hashem 01/13/2015 -
o |“‘"“" 3:459M Im‘ Dezhbakhsh 04/27/2015
[ eoon  \iiseess (St sesia i) [{aemt e Tt
| ada 1 arop 1 awap 1 eart || tom intormation |
Swap a Class ,
(0
2. Confirm your selection
Click Finish Swapping to process your swap request. To exit without swapping
these classes, click Cancel.
~ You arc replacing this class
Gt @Ororend AV
= T e B e e |
Principles OF
E£con 101:001 TuTh 8:30AM - Gatin
s e atsnomme sia5AM TRA Todorov | 390 o

Click “Finish Swapping” to

T I | o ete your swap request
@ = A
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Swap a Class

=3

3. View results

below o

View the results of your swap request. Click Fix Errors to try and correct the problems listed
¢ change your swap choices.

Successfully swapped from one class
‘to another

L4 x -

Cisss =]
P ————
A v

s i e T ew e B e o

list i ymber 1. A

S|

—— JR— . "
P
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*-'f In the above example, the student was successfully added to
the Wait List and his position number on the Wait List is 1. This
means that if a seat becomes available in the class this student will
be the first one considered for enrollment into the open seat in the
class the next time the Auto-Enroll process is run.

Important! - Being placed on a Wait List does not guarantee enrollment in the class. There may be circumstances that result in

your Wait List position number changing from time to time. It is important to remember that position numbers are also not a

guarantee of enrollment in the class.
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o Auto-Enroll From Wait List to Class Enrollment

The “Auto-Enroll from Wait List” is a process that automatically moves a student from a Wait List to
enrollment in a class. Emory will have set times throughout the enroliment period when this process will

run.

When seats become available in a class that you are on a Wait List for then Auto-Enroll will evaluate
each student on that Class Wait List based upon their Wait List position number. The student with Wait
List position number 1 will be evaluated first, student with Wait List position number 2 will be evaluated

second, and so on.

When Auto-Enroll evaluates a student for an available seat in a Wait Listed class and it is found to have
enrollment errors (e.g. a time conflict, etc.) then that student will be notified that they were not moved
from the Wait List to enrollment in the class, and the student with the next Wait List position number

will then be evaluated.

Regarding classes that have related class sections, Auto-Enroll will move a student from the Wait List to
enrollment in the class only if BOTH the class and the related class section have seats available. Using
our example above in the section “Classes with Related Class Sections”, if a student is Wait Listed in a
Chemistry lecture and its related lab, Auto-Enroll will move that student from Wait List to enrollment in
both the lecture and lab only if BOTH the lecture and lab have available seats. If either the lecture or lab
has no available seats then no enrollment will take place. Remember, Wait List treats the lecture and lab
as a single enrollment and in order to be enrolled successfully in both, they both must have available

seats.

When Auto-Enroll successfully moves a student from a Wait List to Enrollment the student’s class
schedule will now show those formerly Wait Listed classes as enrolled classes (see the screen shots on
the next page showing before and after Auto-Enroll is run).

If a student has Wait Listed for multiple sections of the same course and Auto-Enroll moves them from
Wait List to enrollment in any of the sections, then they will be removed from the other Wait Lists for

those remaining sections.

Before Auto-Enroll

After Auto-Enroll
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o Viewing Wait Listed Classes on
Your Class Schedule
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o Dropping From a Wait List

1. Go to Enrollment and click the “drop”
option.

2. Check the “Select” box for the Wait
Listed class you wish to drop.

3. Click the “Finish Dropping” button to
confirm your selection and be dropped
from the Wait List.

4. If your drop request is successful, you
will receive a message saying the class
has been removed from your schedule.
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1. Select classes to drop
Select the class you wish to drop and

Select the dasses to drop and click Drop Selected Classes. .
g g then click “Drop Selected Class”

University change term

Spring 2015 | Undergraduate Emory College | E

Enroled @ropned  p Wait Listed
Select|  glast” Description | Days/Times| _Room | Instructor [units|Status|
@ ﬁmﬂi ;’.i"d"“ N TuTh 2:300M Hashem 20| A
< l@an e SO - 3:45PM Dazhbakhsh | =

(Lecture)

Drop SerecTed Cuasses

» My Spring 2015 Class Schedule

James Wayne Dooley oo ®
b=

[ Enroll ]( My Academics. ][ Degree Planning ][ Request Emory Transcript W

[ e | o | e | efit | tenminformation |

Drop Classes a3

2, Confirm your selection

Click Finish Dropping to process your drop request. To exit without dropping these Click “Finish Dropping” to complete

classes, click Cancel,
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3. View results

View the results of your enroliment request. Click Fix Errors to make changes to your

request.
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