
Accessing/Updating the Course Waiting List 

  
Introduction This guide provides the procedures for Accessing and Updating the Course 

Waiting List in Direct Access. 

  
Procedures See below. 

 

Step Action 

1 Select Course Waiting List from the Training Admin – Enrollment pagelet. 

 
 

2 Enter a partial or full Course Code (if known) or use the Lookup icon and click 

Search. 

 
 

  

 Continued on next page 
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Accessing/Updating the Course Waiting List, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Search Results will display. Click the Course Code to view the Waiting List. 

 
 

4 The Course Waiting List will display. Use the Plus button to add additional 

students to the list. Use the Minus button to remove students from the list. Click 

on the Attendance Info tab. 

 
 

  

 Continued on next page 
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Accessing/Updating the Course Waiting List, Continued 

  
Procedures, 

continued 
 

 

Step Action 

5 The Attendance field defaults to Request, but can be changed to: 

 Crse Wait (Course Wait) 

 CrseWt Pipe (Course Wait Pipe) 

 Sessn Wait (Session Wait) (session number is required) 

 SsnWt Pipe (Session Wait Pipe) (session number is required) 

Students with Attendance status of Request, Session Wait, or Session Wait Pipe 

are visible in the Course Session Enrollment component (found in the Training 

Admin – Enrollment pagelet). Click the Comments tab. 

 
 

6 The Delay Flag and Delay Date fields are only used for “A” School courses. 

Note the Comments. Click the Trng Session Stats tab. 
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Accessing/Updating the Course Waiting List, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 The most recent Session Details will appear. Click View All or click Arrows to 

see all the available Session Nbrs, Start Dates and End Dates. 

 
 

  

 Continued on next page 
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Accessing/Updating the Course Waiting List, Continued 

  
Procedures, 

continued 
 

 

Step Action 

8 Click the yellow button (must click each box on each page to see the results for 

that session) to update the Student Statistics section. 
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Accessing/Updating the Course Waiting List, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 This updates the Total Students Enrolled, Total Students Waiting and Seats 

Available on each page. Click Save to save any changes to the Waiting List. 
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