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General Guidelines

e First-come, first-served.

o Not all classes are available with the Waitlist option.

WAITLISTING
How-To Guide for Students

e Available until registration closes.

e Doesnotguarantee a seat in the class — it is a placeholder should a seat become

available.

e Doesnot mean you are registered in the class.

e Waitlisted courses do not count toward enroliment hours for Financial Aid purposes. If you

have questions, please contact the Financial Aid & Scholarships Office.

e All prerequisite and registration restrictions apply to Waitlisting.

o |f a seat becomes available, the student in position 1 will be notified via their SHSU

email account.

o Student must take action to enroll by registering for the course.

o The option to enroll will expire.

o Students are given a specific notification timeframe to add the course, once the

notification has been sent.

The option to enroll will expire.

The notification email does not automatically enroll the student in the course.

How to Waitlist a Class

If you do not know how to register, please review our How-To Register Guide on the Registrar’s

webpage.

1. Click the “Add” button next to a class that is full.
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2. The class will add to the Summary as “Pending.” To waitlist the class, change the “Web
Registered” Action to “Waitlisted” and then click “Submit.”

1. Select the “Action” Dropdown

Summary

Title Detzils Hours  CRM Schedule Typ  Status Action -]:[-, s
College Mathemstics MATH 1332, 02 3 81690 Lecfure Pending | **Web Registered™ ‘ * |
| Animal Science ANSC 1319,01 | 32 80959 Lecture Registered | MNone v |
I Animal Science Laborat...  ANSC 1119, 03 1 20591 Laboratory = Registered | MNone ‘ v |
. Composition | ENGL 1301, 46 3 30170 Lecture Registered | Mone ‘v |
Intro To Collegiate Studies UMNIV 1301, 989 3 80749 Lecture Registered | MNone ‘ v | =
Total Hours | Registered: 18 | Billing: 18 | CEU: O | Min: 0 | Max: 18

Title Details Hours  CRM Schedule Typ  Status Aciion
College Mathematics MATH 1332, 02 3 81690 Lecture Pending Web Registered™
Animal Science ANSC 1319.01 3 80959  Lectwe  Registered Web Registered™
Animal Science Laborai... ANSC 1119, 03 1 20591 Laboratory = Registered

Composition | ENGL 1301, 46 3 30170 Lecture Registered

Intro To Collegiate Studies UNIV 1301, 99 3 80749 Lecture Registered | Mone | v | =
Total Hours | Registered: 16 | Billing: 16 | CEU: O | Min: 0 | Max: 18

3. Click “Submit” -
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3. Agreen check mark will pop-up at the top of the screen and state “Save Successful.” The
Registration Status will also update to “Waitlisted” in green

3 ——
+ “Save Successful”
Qﬂ.wi—* 'j.ll'l'F“-f.ﬂ Mm:e
E Summary
Titka Datals Hours CRMN Schadu &_::} Suaus Astaon Stml Chnms t“
“Waitlisted”
College Mathematics MATH 1332, 02 0 81690 Lectura Mone
Animal Science AMSC 131801 3 &0959 Lecture Registensd Mone .
Animal Science Laboratory AMSC 119,03 1 B0S591 Laboratory  Registersd Mone *
Potential Waitlist Error Messages
ENGL 3330 CRN 81028: Section closed - Waitlist . -
il 3 s Solution: Add yourself to the Waitlist
available - 1 student(s) currently on the Waitlist .
— | Or search for another available
section.

ENGL 3330 CRN 81028: Open seat(s) are
currently reserved for student(s) on the Waitlist-
Waitlist avaliable
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How to Register for a Class that Has Been Waitlisted

1. You will receive a Waitlist notification to your SHSU email if a seat becomes available in the
Waitlisted class.
Note: The notification email will give a limited timeframe for you to add the class. You must
register for the class within the given timeframe, otherwise you must waitlist the class again,
and an available seat in the future is not guaranteed.

(Please see a sample notification email at the end of the document)

2. Go to the Add or Drop classes portal in MySam (Registration Tab > Add/Drop classes > Register
for Classes).

3. Click the “Action” dropdown, select “Web Registered,” and click “Submit.”

“Web Registered”

Summary
Detzils Hours CRN Schedule Type Status
Coaching Of Baskethall KINE 2367, 01 81831 Lecture Registered None
**Web Registered™
Film History and Criticism MCOM 2351, 01 3 84008 Online Lect...  Registered Student Drop by Web
The Middle East, 500 - 1700 HIST 3362, 01 3 80622 Online Lect...  Registered None v

Total Hours | Registered: 2 | Billing: @ | CEU: 0| Min: 0 | Max: 12
H €« HY
3. Click “Submit EEe—
Submit
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4. A green check mark will pop-up at the top of the screen and state “Save Successful.” The

[F] Summary

ra

Registration Status will also update to “Registered” in green.

o]
- [ — “Save Successful”

& Save Successful

Dwimis Heers CRM Scracdia Type  Shlus Action

Animal Sclence ANEC 1315, 1 3 80859 Leciure Kone v

Animal Sci

[.

L ANSC 1119, 03 1 20591 Laboradory Registered Hone *

o Somposiion | EMGL 1301, 46 3 80170 Lecture Regisfarsd Nona v

Sample of Student Email:

**Please DO NOT reply to this message**

Last name, First
Sam Id

Dear Student,

A seat has become available for your waitlisted course: 81517 MATH 1314 01 Pre-Calculus
Algebra.

You must register before 24-JUL-2018 08:57 AM or the seat will be offered to the next student on
the waitlist.

*NOTE: You must register before 24-JUL-2018 08:57 AM, or registration closes,
whichever comes first.*

If you wish to register, log in to MySam -> Registration tab and register within the waitlist
deadline. If you no longer need this course, please log in to MySam -> Registration tab ->
Add/Drop Classes link to remove your name from the waitlist.

For further instructions, go to www.shsu.edu/registrar or contact us at registrar@shsu.edu or
(936) 294-1040.

Thank You,

The Office of the Registrar
Sam Houston State University
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