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Procedure 
 
 
  

 

 
Step Action 

1.   Click the Self Service link. 
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Step Action 

2.   Click the Student Center link. 
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Step Action 

3.   Click the other academic... list to view additional options. 
 

4.   Select Swap Classes from the list.  
 

5.   Click the Go button. 
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Step Action 

6.   Select a semester from the Select Term list.  
7.    If you are selecting a different semester from the list, you must click change after 

making your selection.  
8.   If you have more than one course on your schedule, select the course you want to 

swap from the Select from your schedule list.  
9.   Click the Search button to find a replacement course. 
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Step Action 

10.   Select Chemistry from the Course Subject list.  
 

11.   Select Undergraduate from the Course Career list. 
 

12.   To only display open classes, click the Show Open Classes Only checkbox. 
13.   Click the Search button. 
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Step Action 

14.   Click the Select Class button for the course you want to add to your schedule. 
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Step Action 

15.   Click the Next button. 
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Step Action 

16.   Click the Finish Swapping button. 
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Step Action 

17.   A successful class swap is indicated by a green checkmark in the Status column.  
 
A red X will display if the course could not be exchanged. Use the Fix Errors button 
for information on how to resolve the issue. 
 
To verify the changes, click the My Class Schedule button. 

 
18.   You have successfully swapped classes. 

End of Procedure.
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