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Wait List a Student (Enroliment Request): ENROLL

This instruction guide will walk you through the process of adding a student to wait list for a course using Enroliment
Request.

NAVIGATION

Use the following navigation to navigate to the Enrollment Request Page:

Click the NavBar icon

Click Main Menu
Click Student Information System

Click Records and Enrollment
Click Enroll Students

Click Enrollment Request
Click Add New Value
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PROCESS

Use the following steps to enroll a student into a course:

Enrcliment Request 1. Enter the student’s UFID
2. Enter the Academic Career
Find an Existing Value Add a New Value 3 Enter the Term
4, Click the Add button
n] 1111141 ay,
Academic Career UGRD |3y
Academic Institution: |UFLOR Oy
Term 2218 n':'\
Add
Find an Existing Value | Add a New Value
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5. Enter the class number in the Clas Nbr field
6. Pressthe tab key to see the course code populate
7. Check the Wait List Okay box
8. Click Submit
Enroliment Request
= w
1111111 Alberta Alligator Universiy of Florida
Undergraduate Liberal Arts and Sciences Fail 2021
Enroliment Request 1D 00 statue Pending Submit
User D g32180% Operator Enrgliment Access
Enrollment Request Details Find | Wiew All First 4 1of1 (b Last
/=
Sequence Nbr 1 Pending
I *Action| Enroll W | I Action Reason ol
il 3 L Action Date
I 2 Wait List Okay i
Class Mbr| 10007|QQ ABE 4832 BIOP Lecturs Specizl Topics
Regular Academsic Sasson Undergraduate
Related Class 1
Related Clazs 2
Instructor ID
Repeat Code QL Transorict Note
9. Note the status has changed to Messages. Sl N
10. Scroll down to the Error Messages link to review the |« '
message. S F
11. This message indicates the student was added to o 5=
the waitlist successfully. The status may also change S e
to Errors. If it changes to Errors, click the Errors link TR R
tO review the error message. Reguiar ACIETIC SE4500 Uncergraduate:
FOR ADDITIONAL ASSISTANCE
* Error Messapes
Technical Issues s e il S S S
The UF Computing Help Desk 352-392-HELP
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