Wait list FAQ for Students

A wait list system is available to assist you in registering for your classes. If you are trying to register for a
class and the class is closed and there is an open wait list, you may place yourself on it. If a student in
the class drops and a seat becomes available, you will be notified by an email sent to your CCSF email
account. You have 48 hours to register for the class once the email has been sent. If you do not register
in that timeframe, you will be removed from the wait list and the next student on the list will be offered the
opportunity to register for the class.

It is recommended that you monitor your wait list status daily on your email account and on Web 4 to
assure you will not miss your opportunity to register for the class.

It is the student’s responsibility to register for the class once notified of the opening and pay the
appropriate tuition and enrollment fees associated with the class.

Frequently Asked Questions

1. What is await list?

A wait list is a registration option available on Web 4 Online Registration. When a class is
closed, prior to the first day of instruction, students may place themselves on the wait list for that
class. If seats become available, students are notified by email to register for the class within 48
hours.

2. How do | place myself on a wait list?

Using Web 4 Online Registration, go to Add/Drop Classes and attempt to register for the class. If
the class is closed and there is room on the wait list, you may add yourself to the wait list (see
screen shot below), click on the drop-down menu under "Action™. You will see two choices:
"None" and "Wait list". Select "Wait list", then click the "Submit Changes" button at the bottom.

Registration Add Errors

Status Action CRN Subj Crse Sec Level Cred Grade Title

Mode
Closed - Wait List Mone w 70652 ACCT 59B 590 Credit California
Available - 3 students None Classes Income Tax

already on wait list
Add Classes Worksheet

CRNs

Submit Changes ] [ Class Search ] [ Reset ]
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Once you have been added to the Wait list, look at your current schedule. The "Status" column
will say "Wait list", followed by the date you added onto the wait list (see screen shot below).

Current Schedule

Status Action CRN Subj Crse Sec Level Cred Grade Mode Title

Wait List on Nov 11, 2010 70652 ACCT 59B 590 Credit Classes 0.000 Letter Grade (Credit Div) California Income Tax
Total Credit Hours: 0.000

Billing Hours: 0.000

Minimum Hours: 0.000

Maximum Hours: 17.000

Date: Nowv 11, 2010 03:43 pm

3. What happens if the wait list is full?

If both the class and the wait list are full, look for another class section that will fit your
schedule and add.

4. Can | place myself on the wait list if there is a time conflict with my current schedule?

Yes, however, if a space becomes available in the wait-listed course, you will need to decide
which course you want. If you want the wait-listed course, you must drop the course causing the
time conflict.

5. Can | place myself on the wait list if | don’t meet the prerequisite?

No. However, if you have taken the prerequisite at another college, you should complete the
Prerequisite Challenge process by submitting the appropriate documentation (i.e. transcripts) to
the academic department. Approved prerequisite challenges should be returned to the

Matriculation Office. Prerequisite Challenge forms can be downloaded from
http://www.ccsf.edu/en/student-
services/matriculation services/matriculation servicesforstudents/prerequisite challengeprocess.html

6. Can | place myself on a wait list for one section of a class and enroll in another section of
the same class?

No. You cannot register or attempt to register for two sections of the same class.

7. What if the class doesn’t have a wait list?

Not all classes have wait lists. If a class is closed, look for an open section of the same class to
add, or go to the first day of instruction with an Add/Drop Form and proof of your Registration
Appointment Date. If there is a seat available, the instructor will give you an Add Code. You need
to register for the class, using the Add Code before or on the Last Day to Add Classes.

8. Can | see my position on the wait list?

Yes. When you first attempt to add the class, the message will indicate how many students are
ahead of you on the wait list. Once you have added onto the wait list, you can look at the Student
Detail Schedule page in Web 4 to see your wait list position.
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9. How do I register in a class when | am on a wait list?

If a seat becomes available, you are notified by an email sent to your CCSF email account to
register for the class. You have 48 hours (including Saturdays and Sundays) to register for the
class from the time the email is sent to you. If you do not register within this time frame, you
will be removed from the wait list and the seat is given to the next person on the wait list.
You will need to choose “Register” from the Action pull down menu and press the Submit
Changes button.

10. Are Add Codes still used?

Students who are not registered in a class on the first day of instruction must attend the first day
of class and request an Add Code from the Instructor. If there is space available, Instructors will
issue Add Codes to students in the order that they appear on the wait list. If there are seats
available after the wait list students have been added, or if the class has no wait list, Instructors
may issue Add Codes based on the student’s Registration Appointment Date.

11. What if | don’t have an email address?

All students at City College of San Francisco are given a CCSF email account when they apply
for admission. Email is accessible by logging in to Web 4 account, click Student Services,
Financial Aid & EOPS, click Student CCSFmail, scroll down to the bottom of the page to find your
CCSF email information. You can choose to forward email from Web 4 to an email address of
your choice.

12. What if | want to remove myself from a wait list?

Go to Add/Drop Classes in Web 4 and drop the class the same way you would if you were
registered in the class. If you change your mind and try to place yourself back on the wait list, you
will be placed at the end of the list.

13. Can | place myself on multiple wait lists?

You can be on multiple wait lists for different classes. But, you can only be on one wait list for one
section of any particular course.

14. Will I be charged any fees for being on a wait list?

There are no fees charged for being on a wait list. Fees are assessed when you register for the
class.

15. How many students can be on a wait list?

Typical wait list capacities are 10, but can be larger for certain classes. Once the walit list is full,
any students trying to register will get the message “Closed — Wait list Full.

16. Can | place myself on await list if | am already enrolled in the maximum units allowed?

Yes. However, you will receive an error message if you are notified of an open seat. You will

need a counselor’'s approval to register in more than the maximum units allowed in one
semester/session (17 for fall/spring semester and 7 for summer session). To register in more than
the maximum units, you must obtain the approval form from your counselor and submit in person
to the Registration Center, Smith Hall 118. Remember you only have 48 hours (including
Saturdays and Sundays to add the class then the seat goes to the next person on the wait
list. NO EXCEPTIONS!
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