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REVISION HISTORY

INTRODUCTION AND PURPOSE

The waitlist is a feature department utilize to automatically mange student enrollment when a course is at capacity.

The waitlist will either be on the lecture or on the smallest section of the linked activities only. For example, ina lecture/discussion
pair the waitlist will only be onthe discussion since it is the smallest section. The student does not selectall of the linked sections
when enrolling into a waitlist. When a seat becomes available inthe smallest waitlisted section there will be a seat available inthe
corresponding lecture and the student canenroll in both sections simultaneously.

Students will also have the option to waitlist a section if there is a time conflict with a registered section. The student will have to
resolve the time conflict error when they determine which section(s) to enroll in.

Waitlisted units do not count toward the max number of units allowed. The maximum units will be upheld when the student enrolls
in sections.

Students will not be able to waitlist another section of a course they are already enrolled in. For example, they will not be able to
waitlist another discussion if they are already enrolled in a discussion for that course.

The following restrictions are enforced when a student adds to a waitlist:

e  Prerequisites. During prerequisite failure reviews at the end of a term a department will drop any waitlisted students.
e  Permission by Department, Enrollment Manager, or Instructor.

e  Restrictions (i.e. by class, level, and major).

Once enrolled in a waitlist, the student will be notified via R’Mail if and when a seat becomes available. The e-mail will specify a seat is
available with a 24 hour time stamp deadline to either accept or decline the seat. The available seat is reserved for the student for 24
hours (including weekends and holidays). If a student opts to enroll for the section(s) they will be required to enroll in any linked
activities and will have to determine which time conflicted section(s) to enroll in before the 24 hour deadline. If the waitlisted student
attempts to register for the section before their time stamp expires, and a registration error occurs (such as a time conflict,
prerequisite, co requisite, and so on), the student’s priority on the waitlist is maintained until the 24 hour time stamp deadline. If the
waitlisted student accidentally drops them self from the waitlist after receiving notification of an available seat the student is still able
to add into the section because the student’s priority on the waitlist is maintained until the 24 hour time stamp expires.

R'Web allows a student to view their position on the waitlist and the time stamp deadline to accept a seat inthe section once space
becomes available. Students, please review How to View Your Waitlist Position Expiration Time in R’"Web for instructions on how to
view your waitlist position and the 24 hour time stamp deadline.

Waitlists will close when R"Web closes for the add/drop deadline for the term. Please visit our Academic Calendar online for deadlines.
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Undergraduate students may continue to request changes to their class schedule after R"Web closes by completing an online
Enroliment Adjustment Form (EAF) available at MyForms.ucr.edu. Graduate students seeking to make changes to their enroliment
after R’"Web closes may obtain a paper EAF from their department’s Graduate Program Coordinator.

The EAF is utilized to add or drop a section(s), and/or change the grading basis, or unit value of a section(s). Please visit the Academic
Calendar to determine when the EAF has a processing fee.

This document will demonstrate:

1. How to add into a section after being on the waitlist

2. How to add into linked sections after being on the waitlist

3. How to add into a waitlisted section that has a time conflict with a registered section

PROCEDURES

1. After being on the waitlist you have received an e-mail informing you there is a space available.
2. Go to Rweb.ucr.edu.
3. Enter your UCR NetID and password.
4. Select the Registrationiconin R'web.
%
Registration

5. Select Register for Classes.

Banner Self-Service Student Registration

Registration

What would you like to do?

Prepare for Reqgistration Reaqister for Classes

Wiew your registration status, registration time, and if you have any holds Search and register for your classes. You can also view your schedule and
preventing registration. adjust variable unit classes.

Term Plan Browse Schedule of Classes

Give yourself a head start by building plans. When you're ready to register, View sections that are being offered in a term.

you'll be able to load these plans.

Wiew Your Class Schedule Browse Course Catalog
Wiew your past schedules and your ungraded classes. Look up basic course information like subject, course description, and

prerequisites. Actual sections offered in a term are listed under Browse
Schedule of Classes.
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6. Select the appropriate term and press Continue.

UCRIVERSIDE

SELECT A TERM

Terms Cipen for Registration

Caontinue |

HOW TO ADD INTO A SECTION AFTER BEING ON THE WAITLIST

1. Navigate to your waitlisted course in the Summary panel.

& schedute 18 coreoule Deais

F
Class SCM'(?I lﬂmir - o Tty Tirw s Kreeue” Sn Action “
Sunday Monday Tuesda Saturday
vem 4de INGL D | Warksted e
~
Cem J 3 un 11518 aus010.0 TROQUCTION T 4 Lecnee  Megternd Nane
tam » M 11522 DUS 0100 INTRODUCTION T ¢ Discwn Reguered None
c .
12an AT ~ = 1634 MATH 004 BIRQOULTIONT 5 Lathure Regusarag Nane
i -
.
= 16taz AATH D04 INTRODUCTION T Aguit Regutares None
1pm
L
|
2pm
i -
Som V' o Unta | Regietersd & | Ding: & CELU: 0] Mis: 0 | M 22

2. Change the Action to Add and press Submit.
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B gemedule 0 sonsuie Densils
Class Schedwle for Fall 2015

Sunday Monday Friday Saturday
Sam .
tam 11519 BUSOI0.0.. NTRODUCTIONT.. 4 Leciure  Rapaiesd hoome ¥
1
itam 1832 SUSo0.0. WNTR TIQH T [ Duscus Regisnead Hang -
.
12pm 16180  MATHOO4 . INTRODUKCTIONT. 5 Leclure  Faputemsd e £
v
1 1843 PMATH D04, NTR TION T [+ Ao Fapyremsr L -
pm
pm

Spm
¥ Tow Uit | Aepiwiensd § | Diliag: @ | CEU- 3| Min- 0] Max- 13

[ Pafab [[] Coonsitiral Aad and Drop 0

3. Cheers, you have successfully enrolled in the linked activities if the Status reads Registered.

Banner Seff-Service - Sudent - Registration - SelemiaTenm - Register for Classes a Save Successful

Register for Classes

m Entmr CANg | Plara | Schaduls and Optcny

Enter Your Search Criteria (1 ol
Term: Fall 2015

Ssbiest and Course Humber

Sailysel
Course Number |
Open Seians Gnly D

Title

Ganeral Bducation v
S
= T LS —— M S
Chass Scherdube Tor Fall 25 oAk [emraiy T unity -;nmm ATin 'ﬁ
Sunday Maond ¥ y  Tharsday Friday ¥

e - Af 1701a moLom GNNING COMP_ & Lecure  Fingistensd None "

i -u - MSIS BUSONLO. |WTRQDUCTIONT. &  Lecwre  Fegiskensd Nane .

e [l 11522 Bustioo. MIBOOUCTIONT. 0  Dicws. | Fegiesd — .

| Zewm u-- : 18140 KATH 004, IHIBSOUETION T 5 Lesture ﬂ‘wr-d Nene ®
N

— 1432 MATH GO4 INTRGDTION T o frddr Mg Mgne L
Teem
Lo W

Tt Liriem | Rephsired- 11 | Billing” 13| CRLE O] Ml O | M 35

LJ jwm—dhﬂ bt ] i
W
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HOW TO ADD INTO LINKED SECTIONS AFTER BEING ON THE WAITLIST

As mentioned earlier, you have received a waitlist notification and have one of the linked activities in your Summary panel
with a Waitlisted Status.

Since the waitlist is on the smallest section of the linked courses the other linked activity will not be in the Summary panel.
You will have to add all the linked sections to the Summary panel before you can successfully enroll in the course. Please

refer to How to Register for Classes in R’"Web to learn how to add sections in the Summary panel.

= senedule il seneduie Desaits @

e — CAM Dwtadly Tl Unity SchecueT Jishs Aaction *.,.
Sunday Monday Tweiday Wednesday Tharsday Friday Saturday
B I 11522 BUS 00,022 NTEODUCTIONTD.. 0  Ceoous. Wikl Mane . I
i} L
Qi 16 MATH 0 INTBODUCTION T0.. eriure  FEgseed Mone .
Ll
1 D= [ 16143 WATH INTBODUCTION TO ) Addr Ampsremd Mene »
e [7 13270  ECOMOOL. |NIBODUCTIONTQ. 5  Lecwre | Megsioed Hieng
1
i - - 381 | ECOMDOZ_  |NTBODUCTION T D Dmos. | Aegesd Hane
-
Zgem W Tol Unisy | Begieiened: 10 | Billing: 10| CEGE 3| Minc D) M 15
-
Frnek [] Conditional Add and Drop 'V
3. Add all the required linked activities to the Summary panel.
2 schedute ¥ scnadule Dot I T Summary I
Clabs 5d Tor Fall 2018 AN Dwian e U=ty ScheeT Reun Acton #.

4.

Sunday Monday Tuesday Wednesday Thuesday Friday Saturday

1519 SUS010 201 | INTRODIXTIONTO 8 4 Lecrure Fordieg Ao

il oA

Qam AP AIOEIS 11522 BUS 0140, 02 INTRODUCTION TO ¢ D= anies None

10ae = 10140 MATH 004 NTRODUCTION 1O s ertrw Registered None
.

Yot = 16142 MATH 004 NTREOCUCTION 1O Addni Registered None

- v v F o

12 - - y 132 ol NIEQOUCTIONTQ. 3 lecnsw  Registersd None
b i
I = |

128 ECON 002 NIRODUCTION TO 0 Dacus Repistered None

3 v v —~ ¥ v,
V' ot Usts | Registered 10| Sing: 10 GEU O | N 0| Max 12
: ~
e SR ... |
v

Select the drop down button in the Action column and change the Actionto all of the linked activities to Add and press
Submit.
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B senedute | 1W seneauie Derats 7 Sumamary
- o) Detan e Unis SedueT Suns Ao .
Sunday Moaday Taesday day Thursday Friday Saturday
Bam - A 11519 BUSCIGCOT WIBQQUCTIONTQB- 4 | Leaure  Pénding Add .
Sam AT P 1
S0 LTy
Dem l 15040 MATH 004 NTRODUCTION TO 5 Leciure Fegieterng Nane »
~rjien I 15142 MATH D04 INTRODUCTION T 0 Agaima Regusterea Nore -
.
o 1370 ECONOGUL . INTRODUCTIONTO. 5 Llecwes  Registered Nore .
12pm +
13251 ECONOOZ. INTRODUCTIONTD. 'O  Dacus..  Regidesd Noce .
1pm
2pm
3pm v -
o
e V' ot Unis | Registenad 93 | Riling: 101 G2 0§ Min 3| Max 19
[T waww"m :
5. Cheers, you have successfully enrolled in the linked activities if the Status reads Registered.
Banner Seff-Service - Stadent - rgistraton - Selecta Term - F!l:-gls{l:rfqr(lassl:—s a Save Successful
Register for Classes
T .. .. [
Enter Course Reference Numbers (CRMs) to Register
Term: Fall 2015
CE
= scneduse W 5cneduie Decsits [ Summary
Class Schedule for Fall BHE . — — . m 2.
. Swnday ~ Monday  Tu Wednesday Thursday  Friday  Saturday
s ﬁ Af 17519 BUSNO.00 NTRODICTIONTD. 4  Lecure | Fegishsesy Hone -
Fam 11522 | BUSDO. 022 INTR iLeLi] 0 Dews.  Mepsied Hone B
15am 16830 BAATH 004, IHTRODLCTION 1O 5 Lecoure Ragafeed Hone Ll
1 1am [T Ky KAATH D04, IMTR ] ¥ Agdditio Seganeed Hane w
L
12pm - - 13370 ECON 802, INTRODUETION T3 g Lecture Fegisimeg Hane -
| 13281 | ECOWOOZ_ |NTRODUTIONTD . 0 Discus.  Aepseesd Hone =
pm
2pm

% Tow Uiy | Regisierec 4| Billings 14 | GRG0 | Min- 0] Mas: 15

Spem— - T
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HOW TO ADD INTO A WAITLISTED SECTION THAT HAS ATIME CONFLICT WITH A REGISTERED
SECTION

If you receive a waitlist notification for a section that conflicts with a registered course, and you decide to enroll in the waitlisted

course instead, follow these steps.

1. The sections you’re Registered and Waitlisted forare listed in your Summary Panel.
a. Friendly reminder, be sure to add any linked sections, paired with the waitlisted section, in the Summary panel.
Please review How to Add into Linked Sections after being on the Waitlist above to learn more.
b. Inthe example below, the student is registered in the linked activities MATH 004 lecture and discussion and
waitlisted for ENGL 001A. The time conflict is visible with the color blocksin the Schedule panel.

a
2 schesate W soneduie Detais = sumssary
Clana Schedule for Fall 715
RN Gy Teke ey Gomegude T S TN #r
Sunday Manday Tuesday  Wednesday  Thursday Frday Saturday
Bam 4044 EMGL 0¥ & agipisd MOnE ¥
Fal
- S—— BUS 070, 051 i [ Aegurecsd
- u-J s —
.t Aegurensd
4 i Seguaneesn
m b a
— Magimaan
- H
L]
""" TCON 063 NTEOUCTIGH TR, @ Discun Segurecen

Bam | T ity | Regatereal 14 | Bl 14| GEU: D) e D) w18

W

2. It's good practice to check the Conditional Add and Drop box to ensure you are not dropped from one section without getting
enrolled inthe other section.
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3. Change the Action of the waitlisted section and any linked sections to Add.
a. Inthis example, the action of ENGL 001A was changed to Add.

=] Summary

Units  Schedule T  Status

ENGL 007A, ...

EEGINNING COMP..

Waitlisted

11519 BUS 010, 001  INTRODUCTIONTO... 4 Lecture Registered Mone
11521 BUS 010, 021  INTRODUCTIONTO... 0O Discus...  Registered Mone
16131 MATH 004,.  INTRODUCTIONTO.. 5 Lecture Registered None
16134 MATH 004,..  INTRODUCTIONTO.. O Additio.. Registered None
13270 ECOMN 002,.. INTRODUCTIONTO.. 5 Lecture Registered Mone
13281 ECOMN 002,.. INTRODUCTIONTO.. 0O Discus... = Registered Mone

Total Units | Registered: 14 | Billing: 14 | CEU: 0 | Mim: O | Max: 15

v Conditional Add and Drop

4.

| submit )
v

Change the Action of the Registered section and any linked sections to Drop and press Submit.

a. Inthis example, the action for MATH 004 and its linked activity is changed to Drop.
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E Summary
CRM Detalls Title Units Schedule T Status Actlon ﬁ,
14044 ENGL 001A,... BEGINNING COMP... O Lecture Waitlisted Add v
11519 BUS 010,001 | INTRODUCTION TO... 4 Lecture Registered Mone v
11521 BUS 010,021 | INTRODUCTIONTO... O Discus...  Regisfered Mone v
16131 MATH 004,...  INTRODUCTION TO... 5 Lecture Registered Drop v
MATH 004, Drop v
13270 ECON 002,.. | INTRODUCTIONTO.. 5 Lecture Registered Mone v
13281 ECOMN 002,..  INTRODUCTIONTO.. O Discus...  Regisfered Mone

Total Units | Registered: 14 | Billing: 14 | CEU: O | Min: 0 | Max: 15

Conditional Add and Drop

5. Cheers, the change is successful if the status of your previous Waitlisted section(s) now reads Registered and your previous

Registered section now reads Dropped.

Banner Sell-Senaie SEisd el

Register for Classes

Imter Your Ssarch Criteria

Tarm: Fall FI1S

& Save Successiul
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B emenary

funday Manday Tuesd Wedneaday — Thamday Friday
Eam i

Sam

10am

11am

o St TR Umts SneteeT S et -8

N Ilmu EMGLODMA. . BEGINMING COMP . 4 Lecure  Segisfessd wane E I
11519 BUS &0, 000 | INIROGLICTION TG 4 LECTune Hegurerad e ;
11521 BUSEN0.0Z1  |WTR e 0 Dine FAegitesd Nane Iz
e MATRDe.  BIRDCUCTIORTo. 0 Lectors | Dropees Mo B
16134 WARTH [0 INTR LTI0N (1] Agdnig Dropped None | ¥
+ 15370 ECOMOOL . |WIRQDUCTIONTS- 5  Lecturs  Fegisfeed Nane iz
132E1 ECON 001 HTRODUHCTION TO o Disous Amgureed Huane | ¥

| Towd Ui | et 13 | Gl 1| CELE ] | Mia: 3 | b 15
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