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Notes Action Action 
Detail 

Screenshot 

Option                         
1 

Using this option 
allows you to 

view waitlisted 
employees but 

not remove them 
from the roster. 

To view and 
remove scroll 

down to Option 2. 

1 Log in to 
TraCorp 

Enter your 
UGA 
username 
and 
password. 

 

 2 Locate the 
Classroom 
button on 
the Admin 
Navigation 
columns. 
 
 
 
 

Click on the 
Classroom 
button. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 



 3 Locate the 
content 
category 

Click on the 
expand 
icon to 
display the 
sessions. 

 
 

 4 Open the 
session 

Double 
click on the 
session to 
open the 
Edit 
Classroom 
Session 
dialog box. 

 



 5 Export the 
Roster 

Click on 
Export 
Roster 
button 
located at 
the bottom 
of the 
window. 

 
 

 6. Export 
dialog box 
will appear. 

Click OK to 
continue 
with the 
export. 

 

 
 
 



 7. Decide if 
you want to 
open/save 
the roster. 

Click on 
Open to 
continue 

 

 8. Locate the 
waitlist on 
the 
spreadsheet. 

Go to 
column AF. 
Users with 
a YES are 
on the 
waitlist. 
Waitlisted 
employees 
are located 
at the 
bottom of 
the list. 
Scroll 
down, 
if needed. 
 
 
 
 
 
 
 
 
 
 
 

   



     

Option 2 
Use this option 

to remove 
waitlisted 
employees 

from the roster. 

1 - 
4  

Follow steps 
1 thru 4 
from above 

Log in to 
TraCorp, 
locate, the 
Classroom 
Session 
button, 
locate the 
session. 

 
 
 
        

 5 View waitlist Click on the 
Update 
Attendance 
button. 

 
 



 6 Locate the 
Remove 
students 
from the 
roster 
option 

Select 
Remove 
students 
from the 
roster. 

 
 

 7 Locate the 
Waitlist 
column. 

Click on 
Waitlist to 
move 
waitlisted 
users to the 
top of the 
list.  

 



 8 Locate the 
student’s 
name you 
want to 
remove 
from the 
roster. 

Double 
click on the 
user’s 
name and 
click on Yes 
when 
prompted. 

 

 9 Locate the 
close icon x. 

Click on the 
close icon 
to close the 
window. 

 

 



  

 10. Locate the 
save button. 

Click on 
Save to 
save the 
changes. 

 


