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Quick Steps to Working with Wait Lists: 
 

 

Setting up the Wait List Capacity 
 

This page, where wait list capacity can be set up, is available via several paths: 
 

Records and Enrollment > Term Processing > Waitlist > UM Enrl Control Update  

Curriculum Management > UM ECS > Maintain Schedule of Classes > Enrollment Cntrl tab 

Curriculum Management > UM ECS > Update Sections of a Class > Class Enrollment Limits tab 

 

 
 
 

 

1. Search for desired class.  

2. If necessary, go to the Enrollment Cntrl tab. 

3. You may need to use the row buttons, or View All, to locate the needed section. 

4. In the Wait List capacity field, enter the maximum number of students that can wait list. 

5. It is recommended that you check the box for Give Wait List Priority if the section is an 

enrollment section. 

6. If this class auto enrolls into a lecture (non-enroll) section, repeat step 4 for the lecture 

section.  Note:  other enrollment sections may also enroll into this lecture section, so the 

total should reflect the wait list capacity for all enrollment sections. 

7. Save 
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Monitor Wait Lists for all Sections of a Class 

 
Records and Enrollment > Term Processing > Waitlist > UM Class Section Update > Class 

Enrollment Limits tab 
 

 
 

 

The Class Enrollment Limits tab on this page shows the enrollment and wait list capacities for all 

sections.  This page reflects “real time” information (i.e., if a student added himself to the 

waitlist two minutes before you brought up this page, it would be reflected here).  Wait list 

capacities can be set and changed on this page, though there is no access to the “Give Wait List 

Priority” checkbox. 

 

Note that the wait list capacity for the lecture/non-enroll section is large enough to include the 

total of all enrollment sections.  When students wait list for an enrollment section, they are 

automatically placed on the wait list for the non-enrollment section, therefore that number must 

be large enough to include all enrollment sections. 

 

 

These same pages can also be reached through the ECS module pages: 

 

Curriculum Management > UM ECS > Maintain Schedule of Classes > Enrollment Cntrl tab 

 

Curriculum Management > UM ECS > Update Sections of a Class > Enrollment Control tab 
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Manage Wait List Position 
 

Records and Enrollment > Term Processing > Waitlist > UM Manage Wait List Position 

 

 
 

 Allows staff to change a student‟s position on the wait list, so that it may reflect on 

reports. 

 Can sort by Name or Current Wait List Position 

 To change wait list position, enter new wait list position in box, and click Submit button. 

 List will automatically shuffle all wait list positions, based on position requested. 

 Able to change multiple positions at one time. 
 

 

Note there may be more students on 

the wait list than are displayed. Use 

View All, if needed. 
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Drop Student from Wait List 
 

Records and Enrollment > Term Processing > Waitlist > UM Drop Wait List by Class 
 

 
 

 Allows staff to drop students from the wait list without using the Enrollment Request 

pages 

 Defaults to an alphabetic search – can also sort by Current Wait List Position 

 To drop from wait list, check “Drop from Wait List” box, and click Submit button. 

 List will automatically shuffle wait list positions, based on remaining students. 

 Able to drop multiple students at one time; use “Drop all students from Wait List” 

checkbox to drop all students. 
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Quick Steps – Using Enrollment Request to Manage Students on Wait 
Lists 

 

The following Wait List actions are available through the Enrollment Request page in 

PeopleSoft.  You must have completed Registration training in order to have access to the 

following page in PeopleSoft.  

 

Navigation from Home: 

Records and Enrollment > Enroll Students > Enrollment Request  

 

Add a student to the wait list 

1. On the Search page, enter the Student‟s ID, Career, Institution, and Term 

2. Click on Add 

3. Allow default Enrollment Action of „Enroll‟ 

4. Enter or search for and select the Class Number 

5. Click on Submit 

6. When PS responds that the class is full, click Wait List Okay checkbox 

7. Click on Submit 

8. Verify status of Success and Wait List position number 

 

Change Wait List Position (this can also be done through the Manage Wait List Position 

page, above) 

1. On the Search page, enter the Student‟s ID, Career, Institution, and Term  

2. Click on Add 

3. Select Enrollment Action of „Change Wait List Position‟ 

4. Enter or search for and select the Class Number 

5. Enter the new Wait List position number in the Change to Wait List Nbr field 

6. Click on Submit 

7. Verify status of Success and Wait List position number 

 

Override requisites to add student to wait list 

1. On the Search page, enter the Student‟s ID, Career, Institution, and Term 

2. Click on Add 

3. Allow the default Enrollment Action of „Enroll‟ 

4. Enter or search for and select Class Number 

5. Check Requisites checkbox 

6. Click on Submit 

1. When PS responds that the class is full, click Wait List Okay checkbox 

2. Click on Submit 

7. Verify status of Success and Wait List position number 
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Drop a student from the wait list (this can also be done through the Drop from Wait List 

page) 

1. On the Search page, enter the Student‟s ID, Career, Institution, and Term 

2. Click on Add 

3. Select Enrollment Action of „Drop‟ 

4. Enter or search for the class number of the wait listed class in the Class Nbr field 

5. Click on Submit 

6. Verify status of Success 

 

 

Enrolling a Student from the wait list 

 

Please note:  Enroll as you would normally enroll a student, using either a permission number or 

override check box. The student will be removed from the wait list if successfully enrolled.  
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Understanding the Auto-Invite from Wait List Page 

 

Records and Enrollment > Term Processing > Waitlist > UM Auto Invite From Wait List 

 

Only sections that have students on the wait list will display here. 

 

 
 

Expire Dt Required:  the last day the student can enroll from the wait list.  

The date entered into the Expire Dt field is copied to the Expire 

Date field on the Class Permission Number page for the Class 

Permission numbers selected for the invitation.  Must be within 15 

days of the system date. 

 

From Email Address Required:  e-mail address that will appear in the From field of the 

e-mail message.  It is retained after the first Submit is processed.  

If it needs to be changed, a different email address can be typed 

over the existing one and it will be retained once the next Submit is 

processed. 

 

Invite all on Wait List Optional: clicking this checkbox will automatically check the 

Auto-Invite checkbox for each individual on the wait list.   

 

Sort By:  May sort by Name or Wait List Position. 

 

Auto Invite Checkbox Select individual students to send e-mail invitations.  A student can 

be sent an invitation up to three times, i.e., a student can be sent 

another invitation following one already sent. 

Filled in when auto-invite e-mail 

message is sent. 

 

Information is retained until 

student enrolls in class or is 

dropped from the wait list. 

View all permission numbers for this section 

(Records and Enrollment > Term Processing > Class 

Permissions > Class Permission Numbers) 
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 The auto-invite from wait list process is “kicked off” when the 

Submit button is clicked, and will do the following: 

1. Select a class permission number for each selected student.  

If enough permission numbers are not „available‟ you will 

need to add them before the job will run to completion. 

2. Change the Expire Date for the class permission number to 

match the Expire Date on the Auto-Invite page. 

3. Generate an e-mail to the student‟s U of MN e-mail 

account (text follows). 

4. Invitation data for each student who was sent an e-mail is 

added to this page. 

 

 

Note “Important” message at bottom of page – the Submit button MUST be selected prior to the 

user moving to the next class, or e-mails will not be sent. 

 

 

 

Text of E-mail Message 
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Steps in Using Auto-Invite  

 

1. Records and Enrollment > Term Processing > Waitlist > UM Auto Invite from Wait List 

2. Enter selection criteria and select class section 

3. Enter Expiration Date 

4. Enter From E-mail Address 

5. Either click “Invite all on Wait List” checkbox to send to all students on wait list, or click 

selected student‟s Auto Invite checkbox 

6. Click Submit button 

7. Use “View Invite Report” link to see students for whom the e-mail was sent  
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Reporting for Wait Lists 
 

Class Wait Lists contains names of students on the Wait List, and additional information is 

available on each student to help staff evaluate and prioritize students on the Wait List. 

 

There are two options available for Wait Class Lists for department and college staff: 

 IMS -  Class Wait List- data is „as of the end of business day yesterday‟ 

 PS (PeopleSoft) -  custom report and data is „up to the minute‟ 

 

Option for faculty 

 IMS - link from My Classes to Wait List for Instructor 

 

Please note:  IMS reports are the recommended option for Class Wait lists.  If up-to-minute data 

is needed, then use the PS custom pages. 

 

IMS Reports: 

Wait List For Departments (requires access to private student data) can be found at: 

www.umreports.umn.edu    Class Lists > Waitlists 

Also Wait List for Instructors (link from My Classes) 

 

 

 
 

 

 

http://www.umreports.umn.edu/
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PeopleSoft Reports: 

Use the Class Wait List report option within PS, if up-to-the-minute data is necessary. 

 

Curriculum Management > UM Wait List > UM Wait List by Class Report 

 

1.   Enter new or search for an existing run control ID in the Run Control ID field. 

2.   Enter the Institution, Term and Class Nbr 

3. Select the Sort By Option, either by Name or Wait Pos 

4. Click on Run 

On the Process Scheduler Request page: 

1. Enter or verify Server Name is PSUNX 

2. Type is Printer 

3. Format is LP 

4. Output Destination is the name of the PS printer (transcript printer) in your office. 

5. Click on OK- NOTE:  Report is sent to your printer and displayed on-line 
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Curriculum Management > UM Wait List > UM Wait List by Org Report 

 

Enter the Institution  

1. Enter the Term 

3.   Enter the Acad Org (use the lookup icon to locate your Acad Org) 

4.   Select the Sort By option 

5.   Click on RUN 

On the Process Scheduler Request page:  

6.  Verify or Select Server Name is PSUNX 

7.  Verify or Select Type of Printer 

8.  Verify or Select Format of LP 

9.  Verify or enter the name of the PS printer in your office for Output Destination 

10.  Click on OK - NOTE:  Report is sent to your printer and displayed on-line 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Note that all classes are listed, but you 

must use the row count buttons to 

move from class/section to 

class/section. 

Students may be listed more than once, 

depending on declared plans.  Note that 

only one wait list position is given.  

 


