 SEQ CHAPTER \h \r 1Adding and Dropping and Waitlisting Instructions

via MyAccess

· Add/Drop/Waitlist instruction via MyAccess:
1. Log in to MyAccess (http://myacess.georgetown.edu)
2. Click on ‘Student’ 

3. Click on 'Registration' 

4. Click on ‘Add or Drop Courses’

5. Select the term (either ‘Fall 2011’ or ‘Spring 2012’) and click ‘Submit’. Your current schedule will be displayed. 

6. To add a course, type its CRN in the ‘Add Classes Worksheet’ and click ‘Submit Changes’.

7. If the course is closed, you will see a ‘Registration Add Error’ message. To add yourself to the wait list, choose ‘Waitlisted’ from the ‘Action’ menu and click the ‘Submit Changes’ button.

8. To drop a course, choose ‘Drop on Web’ from the ‘Action’ menu next to the CRN of that course, and click the ‘Submit Changes’ button.
9. Review your revised Current Schedule to verify that the changes you made are reflected. 

10. To switch terms, click ‘Select Term’ from the Registration menu.

11. Don't forget to log out when you are finished. 

	Explanation of Add/Drop/Waitlist Messages:

	Closed – [n] Waitlisted
	There is a waitlist for the course. Note: You have not been added to the waitlist. To add yourself to the waitlist, choose ‘Waitlisted’ and click the ‘Submit Changes’ button.

	Time conflict with [Course Number]
	Time conflict with the course listed.

	Repeat count exceeds 0
	You have already taken this course.

	Duplicate Course with Section/Duplicate CRN
	You already have the same or another section of this course.

	Maximum hours exceeded
	Your credit limit has been reached.

	Instructor
	Professor Permission Course

	Student Not Eligible to Register
	A registration or student account block may be in place.

	Prerequisite or Test Score Error
	This course has a pre-requisite that you have not taken.

	Mutual Exclusion with [Course Number]
	This course is Mutually Exclusive with the course listed.

	Department Restriction
	You tried to enroll in the wrong section of a cross listed course; JD students may only enroll in the LAWJ section and LLM students may only enroll in the LAWG section.


· Claiming a waitlist seat
1. In MyAccess, click on ‘My Waitlist’ to see if you are a winner

2. If you have won a seat off a waitlist, you will see ‘Winner’ under ‘Waitlist Status’. To claim a seat, go to ‘Add or Drop Courses’

3. Choose ‘Web Register’ from the ‘Action’ menu and click the ‘Submit Changes’ button.

· Enrollment Priority for Waitlisted Courses:

The course scheduling program admits students from the waitlist up to the maximum enrollment allowed in the course as follows:

1.
LAWJ courses will admit all JD students before any LL.M. students are admitted.
2.
LAWJ courses with §§ 01 through 04 will admit all JD full-time students before any part-time students are admitted.  LAWJ courses with §§ 07, 17 and 97 will admit all JD part-time students before any full-time students are admitted.
3.
LAWJ courses with any other sections will admit JD students without regard to full-time or part-time status.  LAWJ courses which are not cross-listed will admit JD students before admitting LLM students.

4.
LAWG courses will admit all LL.M. students before any JD students are admitted.
5.
Within the categories above, students are prioritized according to: (a) program [JD Full-time, JD Part-time or LLM (in category 4 by JD or LLM)]; (b) class year; and (c) for course requests with the same status (e.g. two L3 or L2 students) by random number (within each course).
· Summer 2011 Waitlist Lottery (Thursday, August 4):  Waitlists submitted by 5 p.m. on Thursday, August 4 will be included in the Summer 2011 waitlist lottery.  The Summer 2011 waitlist results by course will be available through MyAccess on Friday, August 5.
· Fall 2011/Spring 2012 Daily Waitlist Lottery (Monday, August 29 through Tuesday, September 6):

The Fall 2011/Spring 2012 Waitlist Lottery begins on Monday, August 29. To have your waitlist request(s) included in the waitlist lottery results beginning on the first day of classes, you must make your registration requests through MyAccess (https://myaccess.georgetown.edu/) by 5 p.m. on Thursday, August 25.  Beginning on Monday, August 29 until Tuesday, September 6, waitlist results by course will be available through MyAccess by noon each day.  If you win a seat off the waitlist, you must claim your seat by 5 p.m. on the day you win the seat or you forfeit the seat. You may claim your seat online through MyAccess, or you may contact the Office of the Registrar at lawreg@law.georgetown.edu or 202-662-9220.

Please note: If you have already added yourself to the waitlist for a class, do not attempt to add yourself again.  Doing so will replace your original submission date with the current date and you will lose your waitlist priority.  

· Wait-list lottery process for mandatory first class attendance courses:

Attendance at the first class for wait-listed and enrolled students is mandatory.  Only students who add themselves to the wait-list prior to the start of the first class will be included in the wait-list lottery for this course.  

The professor will provide the Office of the Registrar with a list of enrolled and/or wait-listed students who attended the first class.  Only those students will be eligible to be enrolled in the course.  All others will be dropped from the course or the wait-list.

· Fall 2011 Last Chance Lottery (Tuesday, September 6): 


If you do not win a seat for a Fall 2011 class through the Add/Drop/Waitlist process by Tuesday, September 6 and would still like to try for a seat in a course, you must complete a Last Chance Lottery form on Tuesday, September 6 between 9:00 am and 5:00 pm. These forms will be available in the Office of the Registrar on Tuesday morning and on the Registrar website at: http://www.law.georgetown.edu/registrar/prereg/index.html. Students may complete the form in person at the Office of the Registrar, or provide the necessary information via email to lawreg@law.georgetown.edu or by phone to 202-662-9220.  This lottery process cannot be done electronically through MyAccess.
The Last Chance Lottery is separate from the waitlist process. Students who are on a waitlist for a course and who wish to be considered for the Last Chance Lottery must reiterate their interest in the course by completing the Last Chance Lottery form. 

The Last Chance Lottery results will be posted on a board located outside of the Registrar's Office by 8:30 pm on Tuesday, September 6.  Last Chance Lottery winners have until 5:00 pm on Wednesday, September 7 to claim their seats. Students must claim their seat in person, by phone, or by email to lawreg@law.georgetown.edu no later than 5:00 pm on Wednesday, September 7 or their seat is forfeited.


Please note: Requests are separated by the normal priority rules (3rd year JD students have more priority than 2nd year JD students, etc.) and then students are selected randomly among those with the highest priority.

· Spring 2012 Last Chance Lottery (Tuesday, January 24): 

If you do not win a seat for a Spring 2012 class through the Add/Drop/Waitlist process by Tuesday, January 24 and would still like to try for a seat in a course, you must complete a Last Chance Lottery form on Tuesday, January 24 between 9:00 am and 5:00 pm. These forms will be available in the Office of the Registrar on Tuesday morning and on the Registrar website at: http://www.law.georgetown.edu/registrar/prereg/index.html.  Students may complete the form in person at the Office of the Registrar, or provide the necessary information via email to lawreg@law.georgetown.edu or by phone to 202-662-9220. This lottery process cannot be done electronically through MyAccess.

The Last Chance Lottery is separate from the waitlist process.  Students who are on a waitlist for a course and who wish to be considered for the Last Chance Lottery must reiterate their interest in the course by completing the Last Chance Lottery form.  

The Last Chance Lottery results will be posted on a board located outside of the Registrar's Office by 8:30 pm on Tuesday, January 24. Last Chance Lottery winners have until 5:00 pm on Wednesday, January 25 to claim their seats. Students must claim their seat in person, by phone, or by email to lawreg@law.georgetown.edu no later than 5:00 pm on Wednesday, January 25 or their seat is forfeited.

Please note: Requests are separated by the normal priority rules (3rd year JD students have more priority than 2nd year JD students, etc.) and then students are selected randomly among those with the highest priority.
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