Accessing the Course Waiting List

Introduction This guide provides the procedures for Accessing the Course Waiting List

in Direct Access.

Procedures See below.
Step Action
1 Select the Course Waiting List link from the Training Admin — Enrollment

pagelet.

Training Admin - Enrollment

Course Session Enrcliment Course Waiting List

Training Admin Crders Add POl Extemnal Traines
hodify POl Traines Data Submit an ETR

Course Session Summary Student Training Summary
Cormespondence/Readiness Load Seszsion Motes Update Process
Update & School Wait List

Enter a partial/full Course Code (if known) or use the lookup and click the
Search button.
Course Waiting List

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): (300

Course Code:  [pegins with V| 2]
Description: begins with »

Internal/External:| = v | v|
Course Type:  [= v| | d

[ case Sensitive

Search || Clear |Basic Search @3] Save Search Criteria

Continued on next page



Accessing the Course Waiting List, Continued

Procedures,
continued

Step Action

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

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): |3EID

Course Code: | begins with | /50047 @,

Description: begins with ||

Internal/External: | . W | | “ |

Course Type: |: v| | v|

[ case Sensitive

. Search || Clear | Basic Search @ Save Search Criteria

Search Results

View All First [4] 1-2cf2 [#] Last
Course Code Description Internal/lExternal Course Type Creation Date
ﬁﬁﬂ'fi'f& HWVAC AMNAL YSIS Internal C School |D1/01/1901
500475 STUDENT ENGINEERS PDIM/ENGINE Intermal C School |04/01/1901
IEUD#?? | HH-65 PROFICIENCY TRAINING Intermal C School |01/011901

4 The Course Waiting List will display. Use the Plus button to add additional
students to the waiting list. Use the Minus button to remove students from the
Course Waiting List. Now click the Attendance Info tab.

Trng Session Stats

Course Waiting List

Course: 500477  HH-65 PROFICIENCY TRAINING

Nbr Waiting: 4

Comments | [=2¥

Empl ID Emol - Name oalaty DeptID Dept Name

[4567890 @, [ 0/@, Carie Underwood E4 000289 CGAIRSTAMIAMI  |[¥] [=]
3456789 @, | 0/@ Fantasia Barrino E3 000299 CGCFARALLON  |[F =]
[2345678 @, | 0/@ Ruben Studdard E3 000240 CG STA SABINE (=
234567 @, | 0/@ KellyClarkson E5 000210 CG AIRSTA DETROIT|[#]| =]

5] save | |Gt Retumto Search | 15| Previous in List | [y Mextin List |

Continued on next page



Accessing the Course Waiting List, Continued

Procedures,
continued

Step Action
5 The Attendance field defaults to “Request”, but can be changed to:
e Course Wait
e Course Wait Pipe
e Session Wait (session number is required)
e 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.

e~ Ting Session Stats

Course Waiting List

Course: 500477  HH-65 PROFICIENCY TRAINING

Nbr Waiting: 4

i pet K g q0ra O (oot

Member Info Aftendance Info Comments

Empl ID Empl *Attendance Letter Code *Waitlst Dt SeasioN  StartDate | Status Date Status ETR Submit Facility

[4567890 @ | 0@ [Reguest - [10/06201Z[5) [0743 (@, 10/13/2015 10/06/2015 Active COMVIRACEN 4] (]
[3as6739 @, | 0@, [Request | [101M2/2015[[H 0744 |G 10/19/2015 1011212015 Active |10/12/2015 ﬁ%é“l\{ErR"‘CE” [+ |[=]
[23ss67e @, | 0@ [Request ] [0o23201 0782 |@, 01/11/2016 092312015 Active ﬁg;‘ﬂmcm (=
fz3a567 @ [ 0@ [Reausst ] [12i03201E5 [0754 |@, 0172512015 1210312015 Active | 12/032015 Do TRACEN 5y

_ Save | _@I‘Re‘lnmlnﬁeamh | tZ] Previous in List | |J[] Mextin List |

Click the Comments tab.

6 The Delay Flag and Delay Date fields are only used for “A” School courses.
Click Save to save any changes to the Waitlist.

Course Wait List Trng Session Stats

Course Waiting List

Course: 500477  HH-65 PROFICIENCY TRAINING
Nbr Waiting: 4

2 mre 1 q40ra D Lot

Member Info | Aftendance Info —
Empl 1D 2 Delay Flag Delay Date Comments
l4s67890 @, [ o0& O | 5 |lal Sessions 744, 745,746 (+]I[=]
[34s8789 @, [ 0@ O | 5 |[al Session 746,747 =+ |[=
[23a5672 @, [ 0@ O | [ |[alt Sessn 753, 754 - CA Test [+ |[=]
|

1234567 @, oja@, O
[t Retum to Search | [t=] Previousin List | [J=] Mextin List |
| | | | | .

[ ||prerequisites have been met on (date), alis [#]|[=]

Continued on next page



Accessing the Course Waiting List, Continued

Procedures,

continued

Step

Action

7

Click the Trng Session Stats tab. Select the button to display Saved Student
Enrolled & Wait Statistics.

Course Wait List | RIUVEE k=1

Course Waiting List

Course: 500477  HH-65 PROFICIENCY TRAINING
Session Nbr: 0790 Start Date: 10/05/2015 Start Time: 7:004M
Status: A End Date: 10/09/2015 End Time:  5:00FM
Facility ATCM Facility Name CG AVTRACEN MOBILE

Student Statistics

Minimum Nbr of 1 Push to Display [Saved] Student Enrolisd
Students:

& Wait Statistics
Maximum Nbr of i
Students:
Total Students

Enrolled: E
Total Students
Waiting:
Seats Available:
# Course Pipe/Course Wait Students {(no session selected):

=l save | |ohRetumtoSeach | 4] Previousinlist | | MextinList |

Continued on next page



Accessing the Course Waiting List, Continued

Procedures,
continued

Step Action
8 This will update the Statistics on this page.

Course Waiting List

Course: 500477  HH-65 PROFICIENCY TRAINING
Session Details Find | View Al First - 1 of54 I Last
Session Nbr: 0790 Start Date: 10/05/2015 Start Time: 7:00AM
Status: A End Date: 10/09/2015 End Time: 5:00PM
Facility ATCM Facility Name CG AVTRACEN MOBILE
Student Statistics
Minimum Nbr of 1 Push to Display [Saved] Student Enrolled
Students: & \Wait Statistics
Maximum MNbr of a
Students:
Total Students 3 R
Enrolled: [
Total Students o
Waiting:
Seats Available:
# Course Pipe/Course Wait Students (no session selected):

=] save | |ohRetumtoSearch | [t PreviousinList | | Nextinlist |




