
Add/Drop in a Waitlist 

 

Viewing Waitlist at the section level in INB  

 

Go to Section Enrollment Information tab in SSASECT and make the appropriate changes to Waitlist as 
outlined below: 
 
Waitlist Maximum (999): This field indicates the number of Waitlist seats for the section.  
Waitlist Actual: This field gives us the number of students who are on the Waitlist 
Waitlist Remaining = Waitlist Maximum – Waitlist Actual 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Adding to Waitlist in Self-Service 
 
Attempt to add CRN 20547 to a student record 

 
 
Click on Submit Changes 

 



Result (after selecting “Waitlist”)

 

Dropping from Waitlist in Self-Service

 

Go to student record (Add or Drop Classes)  Select Drop Web in Action drop down menu  Submit 
Changes 

 

 

 

 



Adding to Waitlist in INB 

 
Enter the CRN  Change Status to WL and Click on Save 
 
 
Dropping from Waitlist in INB 

 
 



Change the Status from WL to DD  Click on Save Delete the record 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Waitlist Priority Management 
Students are ranked (Priority) in the order in which they joined the waitlist. When a space becomes 
available in the section, student ranked 1.0 receives an email notification indicating that a space has 
become available to them. At this point, the name is dropped from SFAWLPR and promoted to SFIWLNT.  
 
SFAWLPR (below) gives us the list of students on a Waitlist for a section with no Reserves: 

 
 
SFARWLP (below) gives us the list of students on Waitlists for a section with Reserves: 

 
 

 



 
 

Waitlist Notification 
SFIWLNT (below) gives us the list of students who have received a Waitlist notification and status  
 

 
 
This list gives us the name of students who have received a Waitlist notification for a section, the status 
of notification and the date/time of notification expiry.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Viewing Waitlist through Faculty Support Services tab in Self-Service 
 

 
 
 
Click on Class List and choose the section to display the following: 

 
 
Click on Wait List to display the Waitlist: 

 
 



Viewing Waitlist numbers through Advisor Services tab 
Click on Class Schedule: 

 
 
Select the term from drop down menu: 

 
 
Click on Submit: 

 
 
 
 
 
 
 
 
 
 



After selecting all the relevant parameters click on Class Search: 

 
 
Click on the section title: 

 
 
Outcome: 

 
Waitlist Capacity, Waitlist Actual and Waitlist Remaining are displayed on the Detailed Class Information 
page. 


