
Enrolling on a Wait List using Swap
Use this process if you are enrolling in a 
class that you intend to drop if you are 
granted enrollment from a waitlist for a 

different class/section. Adding the 
waitlist in this manner will automatically 
drop you from the class you don’t want 
to keep if you are granted enrollment 

from the waitlisted section.

Begin by enrolling in the course you intend 
to drop in the normal manner – either 
through Schedule Builder or directly in 
accesSPoint using the My Classes tile.



Next, you will initiate the swap request. 
From your accesSPoint homepage, click on 
the My Classes tile. Then click the drop 
down for Add/Drop Classes and select 
Swap Classes.

Then, select the term and click Continue.



From the drop down, 
select the class from your 
current schedule that you 
want to drop if you are 
granted enrollment in the 
waitlisted class.

Next, you will find the closed class that you 
will be put on the wait list for. You can search 
the Schedule of Classes or enter the 5-digit 
Class Number if you have it. Be sure to 
uncheck “Show Open Classes Only” if using 
the Schedule of Classes so the closed class 
will appear in your search results.



Select the class and click Next.



Check the “Wait list if class is 
full” box and then click 
Next.



Click Finish Swapping



When a seat becomes available for 
you and the automated process is 
run, you will be dropped from the 
swapped class and enrolled in the 

class you were wait listed for. You will 
receive an email notification that 
you are now enrolled in the new 

class.
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