
Swapping and Dropping Classes Swapping and Dropping Classes 
through LOCUSthrough LOCUS

1.) Click the 
LOCUS link to 

log into LOCUS
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If you need to reset your 
password, click the Personal 
Account Manager (PAM) link.

2.) Enter your Universal ID 
and Password and Click 

“Sign In”
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3.) Click 
Student 
Center



Swapping and Dropping Classes

Your enrollment 
appointment will show 
up here.

If you have a 
hold on your 
record, it will 
display here.

4.) Click “Enroll”



Swapping and Dropping Classes

5.) Select the term in 
which you wish to 

drop or swap

6.) Click 
“Continue”
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Current 
Class 

Schedule

7.) Click “drop” or “swap”

NOTE: It is preferable to 
swap classes instead of 
drop them as swapping will 
retain an enrolled seat if you 
are not able to enroll in the 
new class.
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Swapping a Class



Swapping and Dropping Classes 
(Swapping Classes)

1.) Select the 
class you 

wish to swap

2.) Select the class you 
wish to swap in to by 
either a) a new class 

search; b) a class from 
your shopping cart; or c) 
entering a class number

Current class schedule
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(Swapping Classes)

3.) Select 
“Finish 

Swapping”
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(Swapping Classes)

4.) A    icon 
means that 

the class was 
successfully 

swapped
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Dropping a Class
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(Dropping Classes)

1.) Select the 
class you wish 

to drop

NOTE:  Dropping a class 
will not retain your seat in a 
class.  It is preferable to 
swap if possible.

2.) Click 
“Drop 

Selected 
Classes”
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(Dropping Classes)

3.) After 
verifying that 

you do 
indeed wish 
to drop this 
class, select 

“Finish 
Dropping”
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(Dropping Classes)

4.) A    icon means that the 
class was successfully 

dropped
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Tips and Tricks



Swapping and Dropping Classes 
(Tips and Tricks)

You can use the “other 
academic” pulldown menu and 
go directly to adding, swapping, 
or dropping classes by clicking 

the       icon.
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