Adding, Dropping, and Swapping Classes

The courses required for your major can be found under Curriculum Roadmaps.
Note: Office of the Registrar will block-enroll new incoming students into their first term classes. No action is required for a
student’s first term enrollment.

Changing Your Schedule (Add/Drop/Swap Classes)

During open enrollment periods (refer to your email and the Academic Calendar for registration dates), you can add a
course, drop a course, or swap sections in your PeopleSoft Student Systems > Student Center.

1. From your PeopleSoft Student Center, click on the Enroll link.
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2. Once there, choose the appropriate semester (term). At the top, be sure to select the appropriate tab.
e Add: Add a new course to your schedule
e Drop: Drop an existing course from your schedule
e Swap: Switch sections of the same course


https://www.csum.edu/registrar/curriculum-sheets.html
https://www.csum.edu/registrar/calendar/
https://cmsweb.csum.edu/psp/CMAPRD/EMPLOYEE/SA/?cmd=login&languageCd=ENG&
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Note: To add or swap a class once the semester has started, PeopleSoft will require that you get a "Permission Number"

directly from the instructor.

Adding Courses:

To add courses, after completing Steps 1 & 2 above, follow the instructions below.
A. Find the class you want to enroll in. There are two ways to do this:

e Enter the unique 4-digit number for the specific course and section (1320 in the example below), or
e Do aclass search by hitting the Search button.
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Then finding the correct Subject from the drop-down menu, entering the course number, and hitting Search
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Select at least 2 search criteria. Select Search to view your search results.
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From the search result, select the section that you want to enroll in. If the section you are looking for is not listed, it might
be Wait List or Closed. To find those sections, uncheck the box for "Show Open Classes and Only" and review the search
results.

B. Once you select the course, you should see the screen below. If you are doing this after the classes have started, you
will need to get a Permission Number from the instructor and enter it here. Click next to add the course to your shopping
cart.
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C. The course should now be in your shopping cart. You can continue to add courses. Once you are done, click on
the Proceed to Step 2 button to do a final review of your cart. Finally, click on Finish Enrolling.

2, Confirm classes

Select Finish Enrolling to process your request for the classes listed. To exit
without adding these classes, select Cancel.
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D. A confirmation screen will appear showing your results. A green check indicates that you have successfully enrolled. A
red x means that there was an error with registration, and an issue needs to be addressed.
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Some common errors are:

e For classes where there is a lecture and lab, you may get an error about a co-requisite. For a co-requisite, seats
need to be available in both courses for you to register. For example, if a lab section is closed, you can enroll by
finding an open lab section.

e If you get an error about a pre-requisite, ensure that you have completed the requirements to take the course.

e Ifyou get an error about a permission number after the 1st day of classes, please ensure that you have entered
the correct permission number given to you by the instructor.

e If you get multiple errors, try limiting the cart to one to two classes at a time.

If you continue to experience an error, please reach out to University Advising (advising@csum.edu) or your faculty
advisor.
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