
 
   

How do I manage my waitlist? 

Step 1:  

Go to https://pg.4cd.edu (or use the 
Insite app) and log in with your Insite 
username and password. 

 

 

 

 

 

 

 

 

 

Step 2:  

Once on Insite, click on the green 
“Registration” tile. 

 

 

 

 

 

 

 

 

 

https://pg.4cd.edu/


 
 

Step 3:  

Once you are on 
the registration 
page, click on 
“Manage My 
Waitlist” on the 
right-side panel. 

 

 

 

 

 

 

 

Step 4:  

You will now be able to view your waitlist. Below is a breakdown of this screen: 

 

Notes about the headers above: 
 
ACTION  

• Check your InSite email as this is where you will be notified. You also 
can see the notification on the InSite once you click the “Alerts” tile. 
When permission is granted, select this option and click “Submit” to 
register for this course. If you would like to remove your name from the 
waitlist, you can just click “Remove”. 

 
 



 
 

WAITLIST STATUS 
• If you see “Active” under the “Waitlist Status” header, this means you are waitlisted for 

this course.  
• When it says “Permission Granted” it means you are able to register for this course. You 

will also receive an email to your Insite email account. 
 
EXPIRATION DATE 

• When permission is granted, you will only have 3 calendar days to register for this 
course. If permission is granted less than 3 days before the course starts, you must 
register by midnight of the day before the course starts. 

 
RANK/ WAITLIST 

• Rank: This is the number you are placed on the waitlist for this course. 
  

• Waitlist: Total number of students on the waitlist for this course.  
 

If the class is closed or waitlisted, you should still attend the first session and ask the instructor 
for permission to add. If you are approved, the instructor will provide authorization for you to 
register into the class through the Student Planning tool. You will receive a notification on 
InSite and an email to your InSite email account, notifying you that you have been authorized 
to add the class. 
 


