
Waitlist Permission 
Online instructors can give students permission to add from the 
waitlist at any time after the waitlist is populated, as long as it is done 
before census. 

By allowing your online students to add your class early, you ensure 
they have the same timely access to course information and 
resources as their counterparts in a face-to-face course.

Granting permission for students to join the class from the waitlist 
allows them to register themselves for your course via WebAdvisor. 
The student must register and pay for the class in order to gain 
access to the course in Canvas. 



WebAdvisor For Faculty Menu

Select “Class Roster”. Waitlisted 
Students will show up at the 
bottom of the roster with a status 
of “waitlisted.” 

Select “Permission to Add Waitlisted 
Students” to open the Permissions 
Screen  



Permission to add Screen

Enter the Student ID then the 
Section Name.  Student ID 
numbers do NOT need leading 
zeros and the Section name 
must be entered EXACTLY as it 
is in the catalog with dashes 
between the area, area number 
and section number. For 
example: MATH-120-E5835.Note: There will be a delay 

after a student registers and 
pays and when they get access 
to Canvas. (up to 24 hours)

999999 MATH-120-E9999



Notify the Student
Instructors must inform students that they have 
been given permission to add the class, and the 
student must register and pay for the class. Your 
notification should include:
You have been given permission to add [CORSE NAME]. In order to gain 
access to this course in Canvas, you must register and pay for it in 
WebAdvisor. If you do not complete your registration within 5 days, your 
permission to add will expire. To add [CORSE NAME] you must:

1. Log on to WebAdvisor and choose “Manage my waitlist”  
2. Under Action in the dropdown list select “Register” and Submit
3. To remain in the class you must pay the registration fee

Step by step instructions for Managing Your Waitlist

Note: It can take up to 24H from the time you register to gain access to your 
course.

https://www.redwoods.edu/Portals/72/Documents/Distance%20Ed/Student%20Add%20From%20waitlist.pdf


Questions???

Please contact Tiffany-Schmitcke
with any questions

Tiffany-Schmitcke@redwoods.edu
x4151

mailto:Tiffany-Schmitcke@redwoods.edu
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