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Processing Steps Screenshots

Step 1: Favorites - ‘ Main Menu +
Search Menu:
Access the main page of SOLUS via the Qliee] ®

. . . UNIVH
following navigation: :
. . i D Student Center
Main Menu > Self Service > Student = (1 _Self Service | b s
Center Search:
Self Service
Favorites + | Main Menu - > Self Service » > Student Center

Step 2: Queens

Click on the other academic... drop-
down list box to access the list. Welcome to SOLUS Ipeelra's Student Center

[ Deadiines [ URL =
Search 2017 Fall Schedule
Enm” Class Schedule
My Academics Mo 4-30PM -
5230PM
WALTER LIGHT
[other academic... D) RM205
We 3:30PM -
by (BO- 320 £30PM
Favorites + Main Menu - > Self Service» > Student Center
Step 3:
Academic Planner
Academic Requirements
. Apply for Graduation
Select Enrollment: Swap. el
Course History
Enrollment Verification t Center
Enroliment: Add
Enrollment: Drop
Enroliment: Edit
Enrollment: Swap L\\,
G)I:ZETES Cchedule 3 Deadiines &I URL =
Program/Plan Selection
Transcript: Request Official 2017 Fall Schedule
Transcript View Official Regs Clazs Schedule
Transcript: View Unofficial Mo 4:30PM -
Tlansf_er Credit. Report 5-30PM
‘What-if Report WALTER LIGHT
otveracademe________[O RM205
[, |BIOL 321001 e 3 30PM -
9 | LEC (4836) 4.30PM
WALTER LIGHT
RM205
Fr 2:30PM - 3:30PM
WALTER LIGHT
RM205
B BIOL 321-003 Tu 4:00PM - 5:30PM
9 qur (4838) BIOSCI RM1341
Tu 11°30AM -
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Step 4:

Click the Go button.

Favorites ~ | Main Menu -
Queens
UNIVERSITY

Welcome to SOLUS lpeelra's Student Center

Academics

Search

Flan

Enroll

My Academics

Enrollment: Swap

»  Self Service »

3 Deadiines

v@
E3

2017 Fall Schedule

Class

BIOL 321-001
9 | LEC (4836)

(3 BIOL321-003
% qUT (4839)

[ |BIOL335-001
9 |LEC (4811)

[ BIOL335-004
9 | AB (4814)

D BIOL 350-001
Ei‘i LEC (4816)

[z BIOL 421-001
@ | EC (4886)

2 |BIOL 421-003
E““ TUT (48588)

Student Center

I URL

o

Schedule

Mo 4:30PM -
5:30PM
WALTER LIGHT
RM205

We 3:30PM -
4:30PM
WALTER LIGHT
RM205

Fr 2:30PM - 3:30PM
WALTER LIGHT
RM205

Tu 4:00PM - 5:30PM
BIOSCI RM1341

Tu 11:30AM -
12:30PM
JEFFERY RM234
We 1:30PM -
2:30PM
JEFFERY RM234
Fr12:30PM -
1:30PM
JEFFERY RM234

We 8:30AM -
11:30AM
BIOSCI RM3320

Tu 5:30PM - 7:30PM
BIOSCI AUD
Fr 1:30PM - 2:30PM
BIOSCI AUD

Mo 3:30PM -
4:30PM

BIOSCI RM1120
We 2:30PM -
3:30PM

BIOSCI RM1120

Th 4:30PM - 5:30PM
BIOSCI RM1120

Th 8:30AM -
11:30AM
BIOSCI RM1120

Step 5:

1. Select the Term that you will be
swapping the class in.

2. Click the Continue button.

Favorites ~ |

Alrtpo,lpeelra

Search Plan

Main Menu ~

[

3

Self Service ~ >

Student Center

My Academics

[goto .

My Class Schedule | Add | Drop | Swap | Edit | Term Information

Swap a Class

Select Term

Select a term then select Continue.

Term

() |2017 Summer

2017 Fall
() | 2018 Winter

Career
Undergraduate
Undergraduate

Undergraduate

Institution
Queen's University
Queen's University

Queen's University
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Favorites ~ ‘ Main Menu ~ > Self Service » > Student Center
Steg 6: CL’ .
UCECTYS
1. Select the class that you would like
. Alrtpo, Ipeelra [goto .. Vi
to remove from your schedule in
Search Plan Enroll My Academics

the Swap This Class section.

2. Toreplace the class with another,
in the With This Class section,
either:

i)  Search for a new course, then
click the Search button.

ii) Select a course from your
shopping cart, then click the
Search button, or

iii) Enter the class number, then
click the Enter button.

My Class Schedule | Add | Drop | Swap | Edift | Term Information

Swap a Class

m-=H

1. Select a class to swap

WARNING: If you are enrolled in a class and you choose to SWAP to different section within the
same class, be sure that the desired section is open. If the waitlist has been acfivated on the
section you want and you choose to SWAF, you will be DROPPED from the class and added o
the wait list.

NOTE: You cannot use the swap or edit function for a full-year, multi-term 'A’ or 'B' course. If you
want to change sections of a full-year course, contact the department offering the class or your
faculty office. If you want to drop a full-year course, use the Drop function.

2017 Fall | Undergraduate | Queen's University Change Term

Swap This Class

Select from your schedule JEIlS8ErS BEUTNEN=IZIENWTS u

[With This Class

Search for Class | Class Search V| Search

Select from Shopping Cart| v| Select

Enter Class Nbr Enter

My 2017 Fall Class Schedule

Step 7:

1. Inthis example, a class from the
shopping cart is selected.

2. Click the Select button.

Er— | Main Menu -

Alrtpo, Ipeelra

» SelfSenvice v > StuddyCenter

[goto ..

v|®

Search EBlan Enroll My Academics

My Class Schedule | Add | Drop | Swap | Edit | Term Information

Swap a Class

EH-=H
1. Select a class to swap

WARNING: If you are enrolled in a class and you choose to SWAP to different section within the
same class, be sure that the desired section is open. If the waitlist has been activated on the
section you want and you choose to SWAP, you will be DROPPED from the class and added to
the wait list.

MOTE: You cannof use the swap or edit funclion for a full-year, multi-term 'A’ or 'B' course. If you
want to change sections of a full-year course, contact the department offering the class or your
faculty office. If you want to drop a full-year course, use the Drop function.

2017 Fall | Undergraduate | Queen's University Change Term

Swap This Class

Select from your schedule | BIOL 321: Animal Behaviour vl

With This Class

Search for Class | Class Search v| Search

Select from Shopping Cartjle 1= FARECERR=eRE R )] u

Enter Class Nbr Enter

My 2017 Fall Class Schedule

Elcototop
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Favorites ~ | Main Menu » Self Service v » Student Center
Step 8: Q y
UCELLS
1. Once you have selected a class,
ill need to review the prrolpeere
you will nee Search Plan Enroll My Academics

information and confirm your
choice.

2. Click the Finish Swapping button.

My Class Schedule | Add | Drop | Swap | Edit | Term Information
Swap a Class M=

2. Confirm your selection

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

2017 Fall | Undergraduate | Queen's University

You are replacing this class

vEnmIIed @Dropped Ay Wait Listed
Class Description Days/Times Room Instructor Unitz  Status
WALTER LIGHT
RM205
. . Mo 4:30PM - 5:30PM
BIOL 321-001 Animal Behaviour ) . WALTER LIGHT
(4236) (Lecture) :“;‘“’23332:1” é%ggﬂ" RM205 0. Juiopyr 00 &
: : WALTER LIGHT
RM205
BIOL 321-003 Animal Behaviour - .
(4838) (Tulorial) Tu 4:00PM - 5:30PM BIOSCI RM1341 Staff o
With this class
@0Open [0 Closed A Wait List
Class Description DaysiTimes Room Instructor Units  Status
Main Group Mo 1:30FM - 2:30FM DUNNING AUD
aﬁg’; 211-001 Chemistry We 12:30PM - 1:30PM DUNNING AUD D. Xysswg 300 @
(Lecture) Fr 11:30AM - 12:30PM DUNNING AUD
Main Group
CHENZILOTS Chemistry Tu 2:30PM - 5:30PM CHERNOFF RM118 Staff .
(4442)
(Laboratory)
Cancel | Finish Swapping N
E‘Go to top
Favorites ~ | Main Menu - » Self Service » > Student Center
SR Queens
UNIVERSITY
If successful, the first course will be
removed from your Schedule and the Alnpo,lpeelra —
second one added and your schedule Search | Plan || Enroll | My Academics

will be updated accordingly.

My Clazs Schedule | Add | Drop | Swap | Edit | Term Information
Swap a Class O-E-3

3. View results

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

2017 Fall | Undergraduate | Queen's University

o Success: Classes were swapped X Error: Unable to swap class
Class Message Status
Swap BIOL 321 —
with CHEM 211 Success: This class has been replaced. o
My Class Schedule
@Go o top




