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Step Action

1. Click the Self Service link.
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Action

Click the Student Center link.
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Step | Action

3. Click the other academic... list to view additional options.
I other acadernic... [il

4, Select Swap Classes from the list.
ISwap Classes I

5. Click the Go button.
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Swap a Class

1. Select a class to swap

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

Select Term | 2007 Summer Semester [w] _change |
Swap This Class

select from your schedule | GHEM 211L: Exper General Chem I [~]

‘With This Class
search for Class Search for Classes [v] _search |

Enter Class Nbr
b My 2007 Summer Semester Class Schedule

Class Search Add Drop Swsp Edit

My Class Schedule

goto... +®
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Step

Action

Select a semester from the Select Term list.

If you are selecting a different semester from the list, you must click change after
making your selection.

If you have more than one course on your schedule, select the course you want to
swap from the Select from your schedule list.

Click the Search button to find a replacement course.
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Step

Action

10.

IChemistrg I

Select Chemistry from the Course Subject list.

11.

IUndergraduate I

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.

SEARCH
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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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1. Select a class to swap - Enrollment Preferences

2007 Surnmer Semester | Undergraduate | Univ of Missouri - Kansas Gity

Class Preferences

CHEM 3200-001L  Laboratory @ open Viait List [ wait list if class iz full
Grading Graded
Session Regular Academic Session
Units 1.00
Career Undergraduste
CANCEL MEXT
Section | Component | Days & Times Location Instructor Start/End Date
Spencer
MY 61 00AM - o i 6/4/2007 -
O0O1L |Laboratary |13 0 Chemistry-Rm |Jarry Dias N
0c217
NOTES
Class Notes Prerequisite: Chem 212 and 212LR or equivalent Coreguisite:
Chern 320

Hote: Pre-lab meets Mon/Wed 8-9 in SCB 213
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S & Trusted sites

Step | Action

15. Click the Next button.
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Search:

Swap a Class

®
[ My Favorites 2. Confirm your selection
[ UM Processes and Reparts
[~ Gelf Service
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— Student ¢ g
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Catalog
— UM E-Consent

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

2007 Surnmer Sermester | Undergraduate | Univ of Missouri - Kansas Gity

Dascription Days/Times

Exper General
chern
(Laboratory)

MuF 8:004M -
11:004M

S

@open Mciosed A it List

Class Description Days/Times

Exper
CHEM 320L-001L Organic
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CANCEL FINISH SWAPFING
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Step | Action

16. | Click the Finish Swapping button.

| FIMISH SWAPFING
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Search:

casey Roo ] ®
( my class schedule W(class search} add drop swap edit
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3. View results

®

[ My Favorites
[ UM Processes and Reparts
[~ Gelf Service
> Enrallment
I» Campus Finances
I> Campus Personal

Infarmation
[ Academnic Records

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

2007 Surnrner Semester | Undergradusts | Univ of Missour - Kanzas City

Catalog
— UM E-Consent W Success: Classes were swal pped M Error: Unable to swap dass

[class [Message [status |

Swap CHEM 211L
with CHEM 320L

Success: This class has been replacad. | o

MY CLASS SCHEDULE

My Clsss Scheduls Class Sesvch Add  Drep Swap  Edit
Frr—C)
&] Done S & Trusted sites

Step | Action

17. | Asuccessful 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.

| My CLASS SCHEDULE I

18. | You have successfully swapped classes.
End of Procedure.
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