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Welcome to Waitlisting at New York Tech! 
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What is Waitlisting?  
 

Waitlisting is a process of electronically signing up for a closed class. Once a seat in the class is available, the first student on the waitlist 
will be enrolled in the class automatically. The second student on the waitlist will be moved up to the first position and so forth. Be aware 
that enrollment through waitlisting is not guaranteed due to seat availability or registration errors.  

 

How to Waitlist a Class 
 

1. Log in to the Student Service HUB and click on the My Registration tile:   
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2. Search for a class in Class Search and Enroll. If a class is offered for waitlisting, its status will be displayed as “Wait List.” Use 

Schedule Planner to ensure that the class with the waitlist option will fit into your schedule.  
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3. Select a class to waitlist and follow the steps. In step 1 click Next:  
 

 
 
 

4. In step 2 click the Yes button and accept the selection.  
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5. In the next step choose to enroll or add to shopping cart and click Next.  
 

 
 
 

6. In the last step click Submit.  
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7. You are now waitlisted in the class. You will be given a waitlist position number:  

 

 
 
 

8. The waitlisted classes will display in View My Classes and My Schedule:  
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How to Drop a Waitlisted Class 
 

1. Log in to the Student Service HUB and click on the My Registration tile:  
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2. Select Drop Classes:   
 

 
 
 

3. Follow the steps. Step 1 – select a waitlisted class to drop and click Next.   
 

 
 
 



9 
 

 
4. Step 2 – drop the class.  

 

 
 
 

5. You will see confirmation on the next page.  
 

 
 
 

6. If you would like to swap to or from a waitlisted class, choose Swap Classes and follow the steps.  
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What Happens Next?  
 

Once a space becomes available, you will be enrolled automatically and will receive an email confirming your successful registration. 

 

Before You Waitlist: What to Know  
 

 
You can waitlist a class if all of the 
following is true:  

You have no holds on your record. 

You have satisfied a prerequisite or currently enrolled in the prerequisite course.   

You have received department consent, if the course requires it. 

 
You can waitlist a class, but you will 
not be able to enroll from the waitlist if 
any of the following are true: 

The waitlisted class has a time conflict with another class in your schedule.   
 
The best practice is to build your schedule in Schedule Planner to ensure there are no time 
conflicts with your enrolled classes, import the schedule into your shopping cart, and then 
waitlist the class from the shopping cart. 

You are attempting to repeat the waitlisted course more than twice. 
 
Obtain a permission from your academic advisor to register in a course when repeating more 
than twice. Then reach out to the Office of the Registrar registrar@nyit.edu for assistance with 
adjusting your waitlisted class.   

 You are attempting to exceed the term credit limit of 18 credits.   
 
Students on the Dean’s or Presidential Honor List, or those with permission from the 
academic dean, may take up to 21 credits. Students on Academic Notice II can take up to 16 
credits. For assistance with increasing your credit limit, contact the Office of the Registrar 
registrar@nyit.edu.  

mailto:registrar@nyit.edu
mailto:registrar@nyit.edu
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Once a space opens in a class, the 
waitlist process will not be able to 
enroll you if any of the following are 
true. In these cases, the system will 
bypass your record and enroll the next 
student on the waitlist: 

There is a hold on your record.  
 
This may happen if you joined the waitlist and later received a hold. 

You did not satisfy a prerequisite.  
 
This may happen if you waitlisted the class but subsequently failed or dropped the 
prerequisite. 

You do not have a department consent.  
 
This may occur if department consent was removed from your record. 

You are already enrolled in the same course. 

You have a time conflict with another class.  

You are attempting to repeat the course more than twice. 

 
You would exceed the term credit limit of 18 credits (21 credits for students on Dean’s or 
Presidential Honor List or students who have obtained a permission, or 16 credits for students 
on Academic Notice II ). 
  

I am currently enrolled in one section of 
the course and waitlisted for another 
section of the same course. Will the 
system enroll me if a space becomes 
available? 

No. The waitlist engine will generate an error stating that you are already enrolled in the 
course. It will not drop the section you are currently enrolled in; you must drop it yourself if 
you wish to switch sections. 

I am currently enrolled in a class but 
would like to swap to a different class 
that is closed but enabled for 
waitlisting. How will the swap work? 

When you attempt a swap, the system will drop you from the original class and place you on 
the waitlist for the closed class. If a space becomes available, you will be enrolled 
automatically. 



12 
 

I am currently enrolled in a lecture and 
lab but would like to swap to a different 
lecture or a different lab. Either the 
lecture or the lab may be open or 
closed. How will the swap work? 

When you attempt a swap, the system will drop you from your current lecture and lab and 
place you on the waitlist for the new lecture and/or lab you selected. If a space becomes 
available in the requested section(s), you will be enrolled automatically. 

Can students who are not on the 
waitlist enroll in the class?   

Yes. Once all waitlist requests have been processed, any remaining open seats will be 
available for general enrollment. Waitlist requests that result in an error (for example, due to a 
hold, missing prerequisite, or time conflict) will be bypassed, and those seats will also open 
for general enrollment. 

Can I hold my waitlist space forever?  No. All waitlist requests are purged on the first day of a semester.   

 

Questions?  
 

Please reach out to registrar@nyit.edu or advising@nyit.edu with any questions you may have. We are happy to help!  
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