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Session Rules of Etiquette
 Please turn off your cell phones

 If you must leave the session, please do so discreetly as 
possible

 Please avoid side conversations during the 
presentation



University of  Mary Washington
at a Glance



 Located in Fredericksburg, VA
 Founded in 1908
 Coeducational, public institution that offers graduate and undergraduate 

degrees
 Three Colleges (Arts & Sciences, Education, Business)
 Three Campuses (Fredericksburg, Stafford, Dahlgren)
 Located within an hour’s drive of both Washington, D.C., and Richmond, VA
 Approximately 4,000 undergraduate students and 500 graduate/non-

traditional students
 Average class size: 22 students
 School colors: Blue & Gray
 School mascot: UMW Eagle
 Came up with the name for Degree Works™!



Introduction
Discover how after years of avoiding the waitlist feature 
in Banner, UMW began utilizing it to great advantage in 
order to streamline and improve the registration process 
as well as improve student satisfaction.





Why Waitlist?
 Improve Registration Process

 Eliminate Permission of Instructor Issues

 Avoid Closed Class Permission Chaos

 Phase Out Departmental Waitlists

 Gauge Demand for Courses

 Increase Student Satisfaction & Retention

 Move into the 21st Century



Background
UMW did not start using the waitlisting feature in 

Banner until Spring 2013!



Learn how to set up waitlisting in
Banner 9 in order to improve the
registration process, assist staff &
faculty determine class demand, and
increase student satisfaction and
retention, and take that big, bold leap
into the 21st century!*

Learning Objective

*even if it is technically 2018
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The waitlisting
feature is 
awesome!

Seriously.  
our Registrar’s Office 

staff is the best for 
implementing

this amazing feature 
that is available in 

Banner!



Initial Banner 9 Set Up
GTVLETR
SOAELTL
SOAELTR
STVRSTS
SFARSTS

SOAWLTC
SSASECT

SOATERM



GTVLETR
Define Letter Code in GTVLETR  



SOAELTL
Add Waitlist Notification Letter Code in SOAELTL  

Module = F/Registration



SOAELTR
Create Email Notification Letter in SOAELTR  



Helpful Tips:
• Clear Directions
• Notes/Stipulations
• Ramifications
• Contact Info



STVRSTS
Set up Waitlist Registration Code  





SFARSTS
Set up Start/End dates for the WL option  

Must be set up for EVERY
Part of Term!



SOAWLTC
Set Up basic Waitlisting rules

Things To Consider:
• How long will deadline be?
• Will waitlist position be viewable on SSB?
• Who gets notified?
• Duplicates?  Corequisites? Time Conflicts?
• Waitlist Priority Rules?



Must work with IT for them to set up the 
automatic processes; some customizations 
may be needed!



Helpful Tips:
• Restrict prerequisites; prevent “false hope” / “extra hurdle”
• Do not restrict duplicates so a student can waitlist for more than 1 section of a course
• Do not restrict time conflict as a waitlisted course is technically not a registered course

(Your set up in SOATERM will prevent the student from registering should they 
be notified that their spot has opened up)

• When setting up your section options, consult with section options in SOATERM for 
consistency 



SSASECT
Setting Waitlist Capacities on Class Sections  

Things To Consider:
• What will you set the Waitlist Maximum at?  Start small?
• Does your institution have an ‘Advanced Registration’ period where

registration windows close?
• Do any departments “hold seats?”  Could not be conducive with the 

WL feature



SOATERM
Flag Faculty Web Wait List



Monitoring Waitlist Activity
SFIWLNT
SFAWLPR
SFAXWLP









Student SSB Perspective

This Waitlisting 
device 

really isn’t all that 
complicated!











Purging the Waitlist
SFPWAIT

SZPWLMF*

*custom script



SFPWAIT
Purging the Waitlists

Helpful Tips:
• Determine the best date for your institution to “turn off” the waitlist option
• Before purging, take note (if needed) of the WL #s for analytics
• Run in Audit mode first, then Update mode
• Email students affected after the purge



Example:

Dear Student:

This email is to notify you that the waitlist 
feature has ended for classes offered in 
XXXXXXXXXXXX.  Therefore, you have been 
removed from the waitlist(s) you signed up for 
this XXXXXX.  If you would like to request closed 
class permission for a particular class, please 
contact the instructor of the class directly.



SZPWLMF
Removing Waitlists from Sections







Other Helpful Tips
• Set up a Waitlist F.A.Q. on your website for students & faculty

See: http://academics.umw.edu/registrar/students/online-registration-in-banner/

• Work with IT to disable Closed Class Permission (if applicable) for sections
using a WL

• Remind staff about not entering Overrides for a waitlisted course!

• Remind students they need to check their school email accounts on a regular basis

• Provide training/information sessions to departments/colleges considering 
utilizing the Waitlist

http://academics.umw.edu/registrar/students/online-registration-in-banner/


Questions?
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