
How to Place Students on a Waitlist Using Quick Enroll - 

Administrators 

 

Using Quick Enroll, administrators can place students on a waitlist if there are waitlist seats 

available. 

 

Administrators can get to the Quick Enroll page in PAWS by following this menu navigation: 

 

Main Menu > Records and Enrollment > Enroll Students > Quick Enroll a Student 

 

 

Alternatively, administrators can go to the Academics tab of a student’s Student Center, select 

the correct term, and then select Quick Enrollment. 



 

 



In Quick Enroll, the Action dropdown menu has a few waitlist related options. Enroll is used to 

place students on a waitlist. Change Wait List Position is used to move students to a different 

position number within a waitlist. Drop to Wai List is used to unenroll a student from a class and 

put them on a waitlist. Swap Courses should be used when a student wants to get on a waitlist 

in one class without immediately dropping the current class.  

 

Enter the Class Nbr or search for a class by selecting the magnifying glass. If you search for a 

class, be sure to uncheck “Show Open Classes Only.” Waitlisted classes will not display if this 

box is checked and it is always checked by default.  

 

Classes with available waitlists will be identified by a yellow triangle.  

 

Before the transaction is complete, the Wait List Okay override must be checked. The override 

can be found in the Class Overrides tab within Quick Enroll. 

 

Upon completion of the Quick Enroll transaction, administrators will receive a message 

indicating that the class is closed and the student is placed on a waitlist with a position number. 

Students cannot see the position number. 
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