
Adding yourself to the waitlist and Registering if a seat becomes available 

From my.pennwest.edu – Student Services - Registration, select Register for Classes. 

 

Select the term of registration and click Continue 

 

Perform a search for the course in which you are interested. 

 

If a class is full and can be waitlisted, you can identify the number of waitlist seats remaining listed under 
“Status”: Example “5 of 5 waitlist seats remain”   



 
 

If a course is not able to be waitlisted the waitlist seat count will not show: 

 
 

To add yourself to the waitlist, select “Add”.  This will add the course to the “Summary” section. 

 
 

Click the drop-down menu listed under “Action”, select “Wait Listed” 

 

 
With Wait Listed showing as the action, click “Submit”. 



 

 

Once you have successfully added yourself to the waitlist, the status will change from “Pending” to 
“Waitlisted” and you will receive a “Save Successful” confirmation message. 

 

 

  

Receiving the Notification 

If an opening in your waitlisted course becomes available, an email will be sent to your @pennwest email 
account. You will have 48 hours from the time the message is sent to register for the course before you are 
automatically dropped from the waitlist.  



 

To register for the class once a seat becomes available: 

1. Select the Students Tab. 
2. Click Register for Classes and then select the term for registration. 
3. Locate the waitlisted course in the Summary section and choose either "Web Registered" from the Action 
drop-down box. 

 

4. Click Submit to complete the registration or drop. 
5. Once you have successfully registered for the course, the status will change from “Waitlisted” to 
“Registered” and you will receive a “Save Successful” confirmation message. 



 

 


