UF Training & Organizational
Development UF mYUFL

Human Resources
UNIVERSITY of FLORIDA Student Information System

Change Wait List Position (Enrollment Request)
This instruction guide will walk you through the process of changing a student’s wait list position number for a course

through Enrollment Request.

NAVIGATION

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

1. Click the NavBaricon
2. Click Main Menu
3. Click Student Information System
4. Click Records and Enrollment
5. Click Enroll Students
6. Click Enroliment Request
7. Click Add New Value
PROCESS

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

Enroliment Request 1. Enterthe student’s UFID
2. Enterthe Academic Career
Eind an Existing Value Add a New Value 3. Enterthe Term
4. Click the Add button
1D 1111111 'J"J‘
Academic Career UGRD |
Academic Institution:| UFLOR Oy
Term 2218 |Q
Add

Find an Existing Value | Add a New Value

5. Under * Action select Change Wait List Position
6. Enter the class number in the Clas Nbr field
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7. Pressthe tab key to see the course code populate
8.

Enter the new position number in the Change to Wait List Nbr box

Enrollment Request
Wait List Position
Note you can click the Waitlist Position hyperlink to view the student’s ClassNor Component  Status WatList Pos
. 10007 Lecture Waiting 2
current waitlist number
oK Cancel
9. Click Submit
Enroliment Request
” *
111111 Alberta Alligator University of Florida
Undergraduate Liberal Arts and Sciences Fal 2021
Enroliment RequestiD 0000000000 status Pending Submit
User D 93818958 Operator Enroliment Access
Enroliment Request Details Find | View Al First ‘4 1of1 *' Last

5 +] 1=
Sequence Nbr 1 Pending
I *Action | Change VWai List Posiion v] I Action Reason ;]

Q
[ClOverride Action Date

Action Date
[IWait List Okay Waitlist Position
hange To Wait ListNb i
Class Hbr| 10007|Q, ABE 4932 BIOP Lecture Special Topics
Regular Academic Session Undergraduate

Related Class 1
Related Class 2
Instructor ID

Repeat Code Transcript Note

Note the status has changed to Success

Enroliment Request

*
1111111 Aberta Aligator Universty of Florida
Undergraduate Liberal Arts and Sciences Fall 2021
Enroliment Request ID 0003548623 | Status Success | Submit
User D 33812938 perator Enrolment Access
Enroliment Request Details Find | View All First ‘&' 10of1 ‘& Last
FH=
Sequence Nbr 1 Success
*Action | Change Wait List Position s Action Reason
Override Action Date
Wait Liat Okay Wiaithst Position
Change To Wait List Nbr 1
Class Hbr| 10007 Q ABE 45932 BIOP Lecture Special Topics
Requiar Academic Session Undergraduate
Related Class 1
Related Class 2
Instructor ID
Repeat Code Transcript Note

The status may also change to Errors. If it changes to errors, click the Errors link to review the error message.

To second check that your waitlist has reordered as intended, review your Class Roster by following the steps
below.
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NAVIGATION

Use the following navigation to navigate to the Enrollment page:

Click the NavBar icon
Click Main Menu

3. Click Student Information System
Class Roster
4. C|ICk Currlcu|um Management Enter any infermation you have and click Search. Leave fields blank for g list of all values.
5' CIICk CIaSS ROSter Find an Existing Value
6. Click Class Roster Search Criteria
Aca:lemiclnsmutmn:[ begins with v] UFLOR Q
PROCESS [r=m begins with v][2218 Q
Subject Area: [ egins with v Q
Catalog Nbr: [bEgins‘.wth "]
‘Class Nbr: I = ¥ 10007
1' Enter the Term Class Section |:bEgins with v:|
2. Enterthe Subject Area Session I g
Course II:  begins with v |
3. Enter the Cata|0g Nbr Course Cffering Nbr: [= v
4. Enterthe Class Nbr (if known)
@
i i Search Cl Basic Search & Save Search Criteri
OR Enter the Class Section (if known) cor | BesicSearch & Save Search Grteris
5. Click the Search button
6. Clickthe appropriate class
Class Roster
7. Change Enrollment Status to ALL
. Fal 2031 | Regular Academic Session | University of Flarida | Undergraduate
8. Click Status Note to reorder your sort. -
s {Lectura)
Days and Times Room instructor Dates Topic
TuTh 10:40AM- Frazier Aogers Hall Pratap 08232021 - BIOPROCESS
11:304M 0110 Pulammanappalil 120082031  ENGINEERM
H 14 = Frazier Rogers Hall Fratap 0822021 - BIOPROCESS
it oo e el | TS Pullammanappatil :;‘OEJTC'EI ENGiHEENNE
"Enrollment Status | Al - | I
Enrollment Capacity 11 Enrolled 11 Waltlisted 2
All Students Parsonalize | Find | (2| Bl Frst 4 1430113 @ Lam
Seleet 1D Name g_::‘:‘ Units Frogeam and Plan Lawal Status
1| C ;:3:::::3'5””‘"“'“' Fresnman  Walting ;""“
2 111111 Aligaior Aberts Chosen Hame el Saphomore Wating ©°%
3 ';el:" 200 ::3 ::::—-:E - Chemical Senior Enroled
E g
“ Enginaaring - Chamical . 1%
4 e 3100 Enginesring/Biomalaculsr Fifin Ye&"  Enroted
o Enginaaring x
i Letter _ _ Engingering - Chemical Fifth Year
7 Grd 9 Engineering Senior S
= Enginearing - Biological ” P
8 LeMET 300 Engineering/Organic-Sustainable L = Enrcled
Gn Gy, Prod Senior
= T L —
7 LeMET 300 Sciences/imaleculsr Pt YS2T Enroled
Engingering i
o e S —
5 Engineering - Biological f
3| O Letler. 500 n:; i :'g.'H.c.'n':ltlr.l..lr Fifth Year e oieq
et Engineering Senkor
10 Letter 300 Enginaaring - Chamical e or Enroled
Grd Enginesring i
1 !,‘;;" 3.00 E::: ::::: - Chasicnl Senior Enroled
FOR ADDITIONAL ASSISTANCE Engneerng - Cramecal :
O O SS S C 12 LeOer ;09 Enginearing/Biomelscular Fiin Year oo oned

Sanior
Engineerng

Engineering - Chemical

Technical Issues i3 T o Hr R LN
The UF Computing Help Desk Enphhasthy

352'392'H ELP Sedect AT Clear A1

helpdesk.ufl.edu Notity Selected Students

[ Return to Search  |[%)] Previous imList | o] Wextin List
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