Title: How to Manage the Waitlist
	How to Manage the Waitlist (Class Manager)

	
	

	Purpose
	Use this procedure to manage the Class Waitlist.  
· You will be able to see all the employees on the waitlist for a class.
· Change their user status
· Send an email to these users

	Prerequisites
	· Must be assigned the Agency Administrator, Instructor, Scheduling Supervisor, and Training Manager.


	Website Address
	· http://lms.des.wa.gov/ 

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  Important! Once a class has started, the waitlist's automatic feature becomes disabled. If you drop a learner from a class that is already in session, the seat is not filled from the waitlist.
· If users are dropped from the Roster tab, the Roster tab auto-fills from the Waitlist.
· If users are dropped from the Enroll tab, the Enroll tab does NOT auto-fill from the Waitlist. The administrator is responsible to fill those seats.
· If users are dropped from the Waitlist tab, the remaining users on the Waitlist auto-fill to the available seats.
· If a user is on a waitlist for a class and you wish to enroll them in different class associated with the same course, you need to drop them from the waitlist before enrolling them in the new class.


	Scenarios
	The following scenarios promote users from Waitlist to Enrolled:
1. An administrator drops a user from the class before the start time
2. A user drops from the class before the start time
3. The Maximum Class Capacity under Class Properties is increased and an administrator manually changes a user's status from Waitlist to Enrolled

The following scenarios DO NOT promote users from Waitlist to Enrolled:
1. An administrator drops a user from the class after the start time occurs
2. A user drops from the class after the start time occurs
3. [bookmark: _GoBack]The Maximum Class Capacity under Class Properties is increased after the start time occurs




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/.

	2. 
	Click [image: ] tab

	3. 
	From the Learning Activities menu, select Class Manager.

	4. 
	Enter the class name in the Search for box [image: ]
 and click [image: ].

	5. 
	Once you have found your class, select the radio button and click the [image: ] button. 

	6. 
	Select the Waitlist tab [image: ]

	7. 
	The list of learners currently waiting for a seat in this class is displayed in the data table.   To change the status of a learner on the waitlist, select their name and click Change Status.[image: ]

	8. 
	You have completed this process.
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Select  Status Learner Name Registration date . User Group(s)
[0 | waiting List | Luppino, Betsy Monday, September 21, 2015 DSHS,DSHS - ESA,DSHS - ESA - CSD,DSHS - ESA - C
[J WaitingList Perkow, Thomas Tuesday, September 22, 2015 Ecology, Department of (ECY),ECY-Supv/Mgr,ECY-WR

[0 | WaitingList | SCHOELKOPF, KASANDRA | Wednesday, September 23,2015 | Refirement Systems, Department of (DRS)

]
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