
Step-by-Step Guide 
How to Successfully Waitlist a Class 

 
From your student Portal, open Experience, navigate to the Registration Menu card, and then click 
Open Registration Dashboard.  

  
 
In the Registration area, click Register for Classes, then Select a Term, and click Continue. 

 

    
 
Utilize the available search criteria (e.g., subject, course number) to search for your desired classes. 
 

 



If the course is full, the Status column will reflect Full: 0 of [Total #] seats remain. If there is an active 
waitlist for the full course, to join the waitlist, select the course and click Add.  
 

 
 
After you click Add, the course(s) will be listed in the Summary area, and the Status column will reflect 
Pending.  
 

 
 
If the course has an active waitlist, in the Action column, from the drop-down menu, select Waitlist, and 
click Submit (See *Important Note below). 
 

 
 
Once you click Submit, the Status column will update to read Waitlisted, confirming successful 
placement on the waitlist. 
 

  
 
 
 



*Important Note: If a course has an active waitlist, selecting Web Reg from the drop-down menu and 
clicking Submit, it will result in the following error message: 
 

 

  
 


