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The following explains how the Quick Enroll function enables staff to switch one class for another class on 
behalf of the student. This is referred to as "swapping" classes.

 
1. Click the Records and Enrollment link. 

 

2. Click the Enroll Students link. 

 

3. Click the Quick Enroll a Student link. 

 

4. Enter the student's ID number. For FOIP reasons some information will not be displayed. Click 
the Look up Academic Career button. 

5. Click the Undergrad link. 

 

6. Click the Look up Term button. 

 

7. Any previous, current and future terms will be listed. Select the applicable term 2187 F18 (e.g. 
Fall 2018). 
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8. Note: Once a successful action has been processed, use Find an Existing Value to look up and 
existing Enrolment Request ID. Make sure to click View All link, if displayed, to ensure you see 
all the actions for this Enrolment Request ID. You may also add a new row to perform another 
action. Click the Add button. 

 

 

9. On Quick Enrolment the student information will display; name, ID, career and term. 
Click the Action list. 

 

10. A list of actions display, click the Swap Courses list item. 
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11. Click the Look up tool for the class number the student is already enrolled in. Click the Search 
button. 

 

12. For this example the student is enrolled in class 72707 (ENTI 317 Lecture 04) as well as 76152 
(Tutorial 04). Uncheck the Enrollment List checkbox the student wishes to swap from. 
Click the Enrollment Select button. 

 

13. The class number selected (swapping from) displays. Click the Change To Look up for the class 
the student wishes to change to (swap for). Click the Enter Search Criteria button. 

 

14. Search for Classes displays. To search for a specific class click on the subject list for a complete 
list. Click the Subject list. 
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15. An alphabetical list of subjects display. To narrow searching, type the first letter of the subject 
(e.g. "e" for Entrepreneurship & Innov). You can also scroll down the list. 

 
16. After selecting the applicable subject, click the Search button. 
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17. Search Results display based on the search criteria entered (e.g. Entrepreneurship & 
Innovation). 

 
18. Scroll to the desired course (e.g. 75419 (Lecture 06). Click on the class ID for additional details. 

Click the 75419 link. 
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19. Review the information in the class details, specifically the Enrollment Information; otherwise 
errors may be generated if swapping for a course they may not have the prerequisites for. 
Additional information regarding class availability, description including additional 
prerequisites, etc. can be reviewed. Scroll to the bottom and click the Select Class button. 

 

 

20. The Quick Enrolment allows you to select any related components (e.g. lab or tutorial) required 
for enrolment. Click the Look up Related 1 button. 
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21. For this example the related tutorial can also be selected. Click anywhere on the link. 

 

22. Once the class numbers have been selected for the swap, including any related components 
you can submit the quick enrolment request. Click the Submit button. 
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23. When the save is successful a Request ID number displays and Success is visible. If Error 
displays, click on it to investigate the error. Click the Save button. 

 

 

24. To confirm the swap in the Student Centre navigate to Campus Community > Student 
Services Centre, enter the Student ID number if necessary and press Enter or Search. Click the 
Search button. 

 

25. Navigate to the applicable class schedule (e.g. Fall 2018). Click the My Class Schedule link. 
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26. Select the applicable term to display the schedule to confirm the classes have been swapped. 
For example, click the Fall 2018 option. 

 

27. Click the Continue button. 

 

28. Note the two additional classes will be displayed; 75419 Lecture 06 and 76154 Tutorial T06 
display correctly for ENTI 317. 

 
 For the corresponding online learning, consult www.ucalgary.ca/ittraining. 

End of Procedure. 

 


