Instructions for Using Banner Waitlist for Faculty

January 21, 2005

Banner waitlist makes it easier for faculty to manage their enrollment on the first few days of class and it is fairer to students who find classes closed when they attempt to register.

Students are given the option of selecting waitlist when any section that they have selected is closed.  Once a class is closed and has a waitlist, it will not reopen unless everyone from the waitlist has moved into the class and there are still seats available.  Each night at midnight a process runs that moves the first student(s) from the waitlist into the class if any seats have become available.
· Instructors assume control of the registration of students into their classes on the first day of the class.

· Registration for classes that begin during the first week of the semester stops on the Friday before the first day of the semester.  Between that date and the first day of class, instructors print their roll sheet and waitlist.

· During the first meeting of the class, the instructor takes roll from both lists.  The instructor should announce that the only way to get into the class is to be on the waitlist.  Students who are not on the waitlist should be sent to the web to try to get onto the waitlist.
· Sometime after class, that same day, the instructor will login to BanWeb and select Registration Drop/Withdraw from the Faculty Services Menu and drop all non-attending students from the registered students list.
· On that same day, the instructor will login to Wait List and drop all non-attending students from the waitlist.

· If the instructor wishes to add more seats to the class, he/she will click on Add More Seats to the Class.
· One day after the students have been dropped, the instructor should print new lists to determine who has been moved into the class.
· These steps can be repeated for several days to allow more students into the class.  The Office of Student Learning is requesting that instructors wait to press the STOP DAILY ROLL button until the end of the first week of class.

· The waitlists are cleared when the STOP DAILY ROLL button is pressed, so it should not be pressed until you are certain that you cannot add any more students.

· Waitlists for full semester classes will be purged on February 7.  It will be necessary to use Enrollment Transaction forms after that date.

· For the rare occasion when a student cannot add to the waitlist, Enrollment Transaction forms should be used.

Reminder:  Please tell your students that the last date to receive a “W” grade has been changed to the 60% date of the term.  That will be April 8 for full term classes 
