
Automatic Waitlist Option on MyJewell 
 

The Automatic Waitlist Option allows students to place their names on a waitlist for any closed courses 

offering this option (includes all CTI Level II courses as well as several others).  Only courses notated on the 

Schedule of Courses with the comment, ―Automatic Waitlist Option offered when closed‖ will allow 

students to waitlist for a course on MyJewell.  
 

PLEASE NOTE:  Students should NOT obtain a Permission to Enroll for any closed course offering 

the Automatic Waitlist Option.  Doing so will not allow you to enroll ahead of anyone who is waitlisted.  
  

To ADD YOUR NAME to an Automatic Waitlist using MyJewell: 
 

 Attempt to register for the class.  Once selected, it will appear on your Preferred Sections list. 

 Choose RG - Register for the class, then click Submit. 
 

 
 

 If the class is closed and you want to waitlist, go back to your list of Preferred Sections, 

and choose WT – Waitlist in the blue Action column.  (See screen shot below.) 
 

 
 

 Then click Submit at the bottom of the page.  

If a Waitlist Option class is closed, 

you will get this message.  You can 

then proceed to add yourself to the 

Automatic Waitlist. 

 

If a course is closed and does 

NOT offer the Waitlist Option, 

you will get this message.  (A 

Permission to Enroll form is 

required for all closed classes that 

do not offer the Waitlist Option. 

 

Choose this: 

WT—Waitlist 
under Action. 

 

Do NOT choose Action 

for ALL Pref. Sections at 

the top of the page. 



Check your Schedule: 
 

After you have selected a class to be waitlisted, go to My Class Schedule.  Below is an example of how your 

schedule will look when you are waitlisted for a class.  First, it lists your registered classes; then it lists your 

waitlisted classes. 
 

 
 

Check your RANK on the Waitlist: 
 

You may check your rank on the waitlist at any time by clicking on Manage My Waitlist on the Menu 

screen.  The far right column—Rank/Waitlist—shows where you stand and how many are on the waitlist.  

(Examples:  1/5 means you are first on a waitlist of five; 3/8 means you are third on a waitlist of eight, etc.) 

 

EMAIL Notification that your may register for the class:   
 

When an opening occurs in a waitlisted class, the next student on the waitlist will automatically be sent an 

email.  The email will include instructions and the deadline for registering for the class (see example below).  

It is IMPERATIVE that you CHECK YOUR EMAIL DAILY when waitlisted for a class—your name will 

be DROPPED from the waitlist if you do not respond by the deadline!!!   
 

 

 

Registered 

classes 

Waitlisted Class 
(You are NOT registered 

for this class—you are 

only waitlisted.) 

You must register 

by the DEADLINE 

DATE indicated in 

the email!  You will 

have only 3 days to 

register for your 

waitlisted class. 



To REGISTER for your Waitlisted Class: 
 

If you must drop a class in order to register for the waitlisted class, you will need to contact the Registrar’s 

Office before the deadline date.  If you do not need to drop a class, you may register online for the class 

by the deadline date stated in the email notification by following these directions: 
 

 On the Menu screen of MyJewell, click on Manage My Waitlist. 
 

 
 
 Look for Permission to Register for your class under Waitlist Status.  The Expire Date is also 

indicated in the next column. 
 

 Choose RG-Register from the drop-down menu in the Action column for that course. 
 

 
 
 Then click Submit at the bottom of the page.  
 

 If successful, you will see the message Registered for this section in the Status column on the 

Registration Results screen. (See sample screen shot below.) 
 

 If not successful, go back and follow the instructions again to attempt to fix the problem.  If you 

encounter further problems, contact the Registrar’s Office for assistance. 

 

Click 

here. 

 

Check your Status 
A - Active on list 

E - Enrolled 

P - Permission to Register 

X - Expired 

C - Canceled 

L - Closed 

 

Choose RG—Register 

from this drop-down 

menu to register. 

 



 
 

 Click on My Class Schedule to verify that you are now registered for this class.  Your registration 

for this course is not complete until it displays on your class schedule as registered (see below). 

 

 
 

What if your deadline to register has expired? 
 

 The ONLY NOTIFICATION you will receive that a place in the waitlisted class is available for you is 

the system-generated email notification, which will come to your Jewell Email Inbox only. 

 You will have only THREE DAYS to register for the waitlisted class—you must adhere to the 

DEADLINE DATE in the email!  So it is imperative that you check your email when waitlisted! 

 If you do not register for the waitlisted class by the deadline indicated in your email notification, the 

system will automatically notify the next student on the waitlist. 

 Once expired, your name will NO LONGER be on this waitlist! 

 To be added back to this waitlist, you must go back through the process from the beginning, and then 

your rank will be last on the list at that point.  Since this waitlist process is system-controlled, there are 

no exceptions! 
 

 

AGAIN—It is IMPERATIVE that you CHECK YOUR EMAIL DAILY when waitlisted for a class! 

You are now 

registered for 

this class! You 

are no longer 

on the waitlist. 

Check the Status 

column to be sure 

you receive the 

message Registered 

for this section.  

The credit hours for the course 

will be included in this total, if 

registered successfully. 


