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Wait-Lists:  Get in Line for a Seat in That Closed Course 
 

Banner waitlists are available to students attempting to register for sections that 

are full to capacity.  Instructions on how to use the waitlist function are below.  Note that 
students are not added to sections that are full to capacity.  Faculty members do not 

have the authority to add students to their classes either.  The waitlist function is the 
appropriate mechanism for classes that are full to capacity.  

 

1. Log onto 
Banner 

Self 
Service 

 
2. Click on 

REGISTR
A-TION 

 

 
<scroll to next page of instructions> 

  

http://www.ecu.edu/
http://www.ecu.edu/psyc/
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3. Click on 

Look Up 
Classes 

 
4. Select Term 

 
5. Look up 
your class 
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6. Find the 

Class  
 
7. Write down 

CRN of the 
course you 

want to take 
that is full  

 
8. Return to 

Main 
Registration 

Menu 
 
9. Click ADD 

or DROP 
CLASSES 
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10. Enter the 

CRN (32907 in 
this example) 
 

11. Click on 
“Submit 

Changes” 

 
12.  Click on 
the drop down 

box under 
ACTION.  Note 

the number 
beside „Closed 
– „.  In this 

example, 
there are 2 

students 
already on the 
waitlist.  

Select 
“Waitlist” from 

the drop-down 
menu. 

 



5 

 

13.  Click on 

Submit 
Changes 

 
You are now 
on the 

Waitlist. 
 

 
 

Students will be notified via their ECU email accounts if/when their names come to 
the top of the waitlist.  There will be a 36 hour window of time for the student to register 
for the available seat.  The student can register for the available seat by logging onto 

Banner and changing the status of the waitlisted class from “Waitlist” to “Web 
Registered”.  If the student does not register for the open seat during this time, the open 

seat will be passed onto the next student on the waitlist. In this case, students will need 
to remove their names from the waitlist in order to place themselves at the bottom of 
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the same waitlist. Banner will not automatically remove students from the waitlist if their 
time expires.  

 
When searching for a class, Banner does now show students how many other 

students are on a course‟s waitlist.  Keep in mind that if Banner shows that there are any 
students on the waitlist and also shows that there is an open seat, that seat will already 
have been offered to the student(s) at the top of the wait-list, it is not available to 

others.  If this is the case, you will have to add yourself to the waitlist in order to have a 
chance at getting a seat. 

 

 
 
 Look at the screen shot above.  The “C” to the left of PSYC 4000 shows that is 

closed.  The Capacity is 20 and the Actual enrollment is 20, leaving 0 seats Remaining.  
In the WL ACT column the “4” indicates that there are four students on the wait-list. 

 

When a Seat Becomes Available 
 

This is the email the student will receive when a seat becomes available: 

 
 From: Bissette, Amy (bissettea@ecu.edu) 

 To: student name 
 Subject: Waitlist Notification for 83620 

 

IMMEDIATE ACTION REQUIRED  
 Dear “student name” ,  

A seat has become available in FINA 6204 602 (CRN: 83620 ) and your name was 
at the top of the waitlist.  You have until 24-APR-2011 02:35 AM in order to 
register for this class.  If you do not register before this deadline, the system will 

remove your name from the waitlist and offer the seat to the next person in the 
waitlist queue.  

 If you miss your registration window your only recourse is to re-add your name to 
the waitlist.  Please be aware, some activities are irreversible.  If you drop a class 
that has a waitlist, the seat will be offered to the student at the top of that 

waitlist.  There is no undo!  Regardless of timing, all billing, payment, registration, 
and withdrawal deadlines remain in effect.  

 Office of the Registrar  
 252-328-6747  

 REGIS@ecu.edu  

mailto:bissettea@ecu.edu
mailto:REGIS@ecu.edu
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This is the email that the student advisors will receive when their advisee is 

notified that a seat is available: 
 

From: Bissette, Amy [mailto:bissettea@ecu.edu] 
Sent: Tuesday, April 12, 2011 12:51 PM 
To: “Advisor Name” 

Subject: Waitlist Notification for 83367 
 

       ADVISOR NOTIFICATION 
       Dear “Advisor Name” , 
       This is for informational purposes only. 

       The following email was sent to your advisee when a seat became available in a 
waitlisted section. 

 
 IMMEDIATE ACTION REQUIRED 
Dear “Advisee Name” , 

A seat has become available in OMGT 6683 601 (CRN: 83367 ) and your name was at 
the top of the   waitlist.  You have until 14-APR-2011 12:51 AM in order to register for 

this class. 
If you do not register before this deadline, the system will remove your name from the 

waitlist and offer the seat to the next person in the waitlist queue. 
 If you miss your registration window your only recourse is to re-add your name to the 
waitlist. 

 Please be aware, some activities are irreversible.  If you drop a class that has a waitlist, 
the seat will be offered to the student at the top of that waitlist.  There is no undo! 

 Regardless of timing, all billing, payment, registration, and withdrawal deadlines remain 
in effect. 
 Office of the Registrar 

  252-328-6747 
   REGIS@ecu.edu 

 

Return to Psychology‟s Advising Resources Page 

 
 

Many thanks to Amy Bissette for preparing this helpful tutorial.  Karl 
Wuensch made minor edits. 

mailto:[mailto:bissettea@ecu.edu]
mailto:REGIS@ecu.edu
http://core.ecu.edu/psyc/wuenschk/Advising/Advising.htm

