Enrollment Swap

The swap class function is used to switch one course number for another course
number. For example, a PSY 201 course can be swapped for an American History
107 course. This is accomplished by:

Selecting the “Enrollment Swap” option on the drop down box located in Enroliment: Svap ¥ ()

the Academics Area. Then click on the blue go button ® Academic Planner
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You may then be prompted for
a term to select. Select the
appropriate term and hit
“Continue”.

Next, select the course from your
current schedule in the drop
down box. In this example, we’ll
select “PSY 101 LEC:
Introductory Psychology.”
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Swap a Class
/

Select Term
Select the term

MNaotice you are on Step 1

O
Ter Career Institution
Winter 2015 Undergraduate University at Buffals
2 Spring 2015 Undergraduate University at Buffals

ConTinue |

Swap a Class
D mEl

1. Select a class to swap

Select the class you wish to swap then select the class you wish to replace it
with.

Summer 2014 | Undergraduate | University at Buffalo change term I

Swap This Class

Select from your schedule PSY 101LEC: Introductory Psycholagy
MGA 2Z02LR: Intro to Accounting I
PSY 101LEC: Introductory Psychology

Search for Class | Class Search v | search |

Enter Class Nbr entar |

L My Summer 2014 Class Schedule




Next, either search for another
course via the search button, or
enter the Class Number. In this
example, the student is going to do
a class search for a Tuesday -
Thursday American Studies 107
class section. In the area that
starts with “With This Class” click
the search button.

Spring 2014 | Undergraduate | University at Buffalo change term |

Swap This Class

Select from your schedule | PSY 101LEC: Introductery Psychology v

With This Class

Search for Class | Class Search hd | @

Enter Class Nbr enter I

L My Spring 2014 Class Schedule

If the student knows the class number, they can enter it in the appropriate field and click “enter”.

In the Course Subject field select the
button “select subject”.

Search for Classes

University at Buffalo | Spring 2014

Select at least 2 zearch criteria. Click Search to view your search results.

=7 Class Search

Course Subject | select subjact I|

||

Course Number | centains

From the alphabet at the top, select the first letter of subject. For our example we need to ensure

we are looking at the “A”
subjects.

EPCDEFGHIJKLMHDPQRSTU"U’W}("HZ

012345678059

Next select AMS from the list of subject list.

AFS African Studies - Intl Studies
AHI Art History
AHO Ad Hoc Cradit

ALP Elective Credit, Advance Level Program

AMFR. Management of IT & IT Enabled Services

AMS American Studies

ANA Anatomical Sciences

AMNE Anesthesiclogy

select I
select I
select I
select I
salect I ALY Elective credit for GCE A-Level exams
select I
select I
select I
select I
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You are then returned to the
Class search screen. For the
course number, type “107” in
the search field and then
click the “Search” button.

Search for Classes
University at Buffale | Summer 2014

Select at least 2 search criteria. Click Search to view your search results.

= Class Search

select subject I

| contains

Course Subject

Course Number

Course Career |

¥ show Open Classes Only
()] Open Entry /Exit Classes Only
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The results of the search
will appear. You can then
select from the results
which class section you
want to swap by clicking
the on the “Select Class”
button.

Beturn to Swap a Class CLEAR SEARCH
~ AMS 107LEC - Introduction to American Studies Select this oplion
View All Sections  First Bl © ~f 1 Bl 1 ast
Section M-LEC(10686 Status . select class
Session Univ 6 Wk3
Days & Times Room Instructor Meeting Dates |
TBA Cnline Christopher Atkinson |07/07/2014 - 08/15/2014

In our example, we were trying to find a Tuesday - Thursday American Studies 107 course. Click

on the “select class” button.

You have now entered the
“Swap a Class” stage. Notice
you are now on Step 1 of a
three step process. Click the
Next button.

Last Updated: July 13,2015

Swap a Class

1. Select a class to swap - Enrollment Preference

A

Notice you are on Step 1 of three steps

Summer 2014 | Undergraduate | University at

AMS 107LEC - Intro American Studies

Class Preferences

Permission Nbr

AMS 107LEC-M Lecture

. Open

Grading Letter Grading
Session University 6 Week - Third

Unit: 3.00
Career Undergraduate s

CANCEL NexT
Section |{Component| Days & Times Room Instructor Start/End Date
. Christopher 07/07/2014 -
M |Lecture Online Atkinson 08/15/2014




Step 2 will show the class you are
enrolled in, as well as the new
class you want to swap. If this
looks correct, click “Finish
Swapping”.

Swap a Class

2. Confirm vour selection

Click Finish Swapping to process your swap request. To exit without swapping
these classes, click Cancel.

Summer 2014 | Undergraduate | University at Buffalo

T You are replacing this class

v Enrolled ® Dropped
Class Description Days/Times Room Instructor | Units Status|
BSY 101LEC-JR Introductory TuTh 6:30FPM "
(1059471 Psychology (Lecture) |- 9:40PM BloiEn 12| Pl 3.00| o

~ With this class

@Open with Reserves . Cpen ] Closed
Class Description Days/Times Room Instructor |Units Status|
AMS 107LEC-M Intro American = c.
(10686) Studies (Lectura) Ouline Atkinsan | 3+00 ®
CANCEL Finiss Swarping |

Step 3 is your confirmation
that the swap was
successful. If you see a
green check, you have
successfully completed the

Swap a Class

I ETFl

3. View results

View the results of yvour swap request. Click Fix Errors to try and correct the problems
listed below or change your swap choices.

swapping of classes. . .
Summer 2014 | Undergraduate | University at Buffalo Success!
« Success: Classes were swapped x Error: Unable to zv.ap&sz
Class Message Status |
Swap PSY 101LEC . .
with AMS 10TLEC Suwccess: This class has been replaced. w

MY CLASS SCHEDULE |

You have successfully swapped one class section for another class section.

This concludes this tutorial.
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