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How to Use Waitlist Functionality  
 

Log-in to MyCCC, MyGWC, or MyOCC (mycoast.cccd.edu) 

 
 

Click on the Student tab - If the CRN of the course to waitlist is not known, 

click on the Look Up Classes link on the Student tab ï If the CRN of the 

course to waitlist is known, go to page 7: 
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Select a Term from the drop-down menu and click Submit: 
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Two options are available ï Course Search or Advanced Search 

 

Course Search: Select a Subject (required) then click Course Search 

(instructions on Advanced Search starts on page 4): 

 
List of Subject options display. Select ñView Sectionsò next to desired 

option: 
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Advanced Search: Click Advanced Search: 

 
Select a Subject (required) and any other options desired, then click on one 

of the Section Search buttons: 
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The Sections Found area of the Look Up Classes page displays. 
 

Note: Waitlists become available when class seat counts meet capacity. The ñSelectò 

checkbox will remain available for registration until both the class seat counts AND 

the waitlist seat counts meet capacity (i.e. ñClosed - Cò). These numbers will fluctuate 

due to drops, so the same CRN that was closed an hour ago may now have a waitlist 

seat open, so you may want to check back. The example below is for demonstration 

purposes only. 

 

Classes with lecture/lab co-requisites will have a waitlist option on the lab section only 

and NOT on the lecture section. Also, certain impacted program classes may not have a 

waitlist option at all (example: classes in nursing, allied health, etc.)  

 

 

Click on the Select checkbox for the specific CRN and then click on the 

Register button: 
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Registration Add Errors displays ï Select Waitlisted from the Action drop-

down menu. Click Finalize Add/Drop: 

 
 

The class will now be listed as waitlisted on your Current Schedule: 

 
 

Placement on a waitlist is also viewable on Self-Service via the Student 

Detail Schedule in the Student Menu ï fees for the waitlisted class(es) are 

not assessed. 
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Select the Add or Drop Classes option in the Registration Tools channel: 

 
 

Select a Term from the drop-down menu and click Submit: 

 
 

On the Add or Drop Classes page ï Your current schedule will display - 

scroll down to the Add Classes Worksheet area of this page to enter the 

CRN for the class(es) to waitlist. Click Finalize Add/Drop: 
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Registration Add Errors displays ï Select Waitlisted from the Action drop-

down menu. Click Finalize Add/Drop: 

 
 

The class will now be listed as waitlisted on your Current Schedule: 

 
 

Placement on a waitlist is also viewable on Self-Service via the Student 

Detail Schedule in the Student Menu ï fees for the waitlisted class(es) are 

not assessed. 

 

Student Detail Schedule  
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Web Schedule Bill 
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Students on the waitlist will be notified when a seat becomes available via 

their Coast District assigned student email account 

(yourID@student.cccd.edu). The e-mail will include the CRN, available 

timeframe and instructions - similar to the sample e-mail below. Students 

will have a limited amount of time from when the e-mail is sent to register 

and pay fees. If you do not see this e-mail in your inbox, check your SPAM 

folder (see page 27 for instructions). You may also want to consider adding 

Coast Community College District e-mail addresses to your ñSafe Senders 

Listò (see page (see page 28 for instructions). 

 

After the e-mail is sent, your Student Detail Schedule will now display your 

waitlist position as 0 and your expiration date/time : 
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You must either Drop the CRN or Enroll in the CRN: 
 

Drop the CRN by changing the Action drop-down menu to Drop before the 

notification expires, then click on Finalize Add/Drop. You will be dropped 

from the waitlist.  

 
 

Enroll in only the CRN in the notification by changing the Action drop-

down menu from Waitlisted to Web Registered before your notification 

expires (if you are waitlisted for a course which requires a co-requisite (i.e. 

lecture/lab), you must choose an action for BOTH courses), then click on 

Finalize Add/Drop. Click on Pay Now and pay any outstanding balance 

(otherwise you may be dropped for non-payment). Drops for unpaid 

registration fees will also result in being dropped from all waitlists. 
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On the Credit Card Payment page, the following will display:  

 
 

Followed by a pop-up redirect window  
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Then single sign-on to our secure credit card processing site 

(secure.touchnet.com) ï click on Make a Payment link: 
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Select Term(s) to pay by on clicking the box(es) next to the Term 

description and then click Continue.  

NOTE:  Payment in full is due immediately upon registration. If you choose 

to only pay for one term, you will be dropped from the other term, provided 

the term has not already begun. For additional information, see the specific 

drop policy for each college at CCC GWC  OCC Coastline Military . 

 
Select Payment Method (Credit Card) and click on Select: 

 
 

http://www.coastline.edu/departments/admissions/page.cfm?LinkID=1058
http://www.goldenwestcollege.edu/admissions/nonpayment.html
http://www.orangecoastcollege.edu/enrollment/registration/Non-Payment+Drop+Policy.htm
http://www.coastline.edu/files/Military/AcademicCalendar.pdf
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Enter appropriate information and click on Continue: 
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Verify information on screen is correct and click Submit Payment: 
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Payment processing page displays 

 
 

Followed by the Payment Receipt page. A confirmation e-mail will be sent 

to your student e-mail account: 

 


