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Swapping and Dropping Classes
through LOCUS

1.) Click the
LOCUS link to

log into LOCUS
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e 2.) Enter your Universal ID
r— and Password and Click

Password: I

o “Sign In”

FPlease use your Loyola Universal ID and
passwaord tD login t-:l LOCUS. This is the
same ID and password you use to log in
to Loyola’s campus computers. ITyou do
not have a Loyola Universal 1D you can

sign in as a Wisitor

= Maintain your password using the
Personal Account Manaager. (PAM)

If you need to reset your
Eitine i cises ns o password, click the Personal

Special Instructions for Blackboard

Cais Account Manager (PAM) link.

LOYOLA's OMLIMNE COMMECTION to UNIWVERSITY SERVICES
LOYOLA UNIVERSITY CHICAGSO Information Services 6525 M. Sheridan Road, Chicago, IL
G0626 locus@luc. edu

Rights Resernved

T or c.‘ec.'re-e o change
n..c.' to change the fees listed in ou

.. | Error on page. |@ Internst +, 100%%:
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Focus: News for Students =

o Al Articles and Sections

[> Personal Portiolio
[» Academics

[ Campus Finances
I Search for Classes Office of the Bursar news =]

Office of the Bursar Hews

Course Catalog and Schedule = = Waive Out of Fall 2008 Insurance Mow!
= Sign Up for Monthly Payment Plans

Configure

= View Course Cataloqg
E Pavments and Accounts Will Mot Update Until the

Wiew Loyola’s Catalog of Courses Online . k of 711
eelof 714
3-) CIICk More...

E Perform Class Search Wisww &l Articles and Sections

Search the Schedule for a Clas= and Section St d t
u en Configure
Loyola Campus News

Ce nte r Wiewr All Articles and Sections

Configure

LOYOLAs ORLIMNE COMMECTION to UNIVERSITY SERVICES
LOYOLA UMIVERSITY CHICAGD - Information Services - 5525 M. Sheridan Road, Chicago,

IL BOG26 - locus@luc.edu
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Online Forms

Nick's Stude

o e 4.,) Click “Enroll”

Email Addresses
Emergency Contacts e
User Preferences : ] Fall 2008 Schedule
Holds e Class Schedule
i : P - v Sk
EERPA Information = 54 |HIST 200-001 2103091.13;} 1 To Do List
; [other sc=demic... [=10® = LEC (5860} : -
Parent'Guest Access = Room: TBA Alternative Loan Pre-Approval
; P t 2007 Tax Ret
[» Academics weekly scheg i | S ket ;
- Special Circumstance Appesa
[» Campus Finance
e phf . enroliment sho Student 2007 Tax Return
earch for Classes

details B

~ Finances
Account Sumn ~ Enrollment Dates

My Account

count E:rn:!1_=.r'- By Term = halance is 0.00. | Enrollment Appointment
Eayment Profile You may begin enrclling
for the Fzall 2008 Regular
Academic Session session
on April 15, 2008.

Financial Aid
View Financial Aid

Accept/Decline Awards Currency used is US Dollar.

details B

|~ Aavisor
If you have a o

hold on your Tintormation Your enrollment

record, it will appointment will show Titfany Lavrence

display here./m@

ayment B

up here. setaits >

wmozart@luc.=du

4/

|
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Online Forms

= Personal Portfolio

- .
| 5.) Select the term in

— Addresses |
— Phone Mumbers

B =20y |y ctass senedule || which you wish to

— Emeraency Contacts Add Classes
— User Preferences

T Select Term drop Or Swap

— EERPA Information
— Parent/Guest Access

Search

[» Academics
> Campus Finance Career Institution
[ Search for Classes s/nézooe Undergradusts Loyeola University Chicago

Fall zo08 Undergraduate Loyola University Chicago

Search Plan Emnroll My Academics

Add Dirop

=

6.) Click
“Continue”

[ ] o o -
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= Personal Portfolio
— Student Center

MNick Jones

O S e | Search “ Enroll
— Phone Mumbers

 Efrinil Addreso no | my class schedule || add 2] ||

— Emergency Contacts Add Classes \ f

— User Preferences

— Holds 1. Select classes to add

— EERPA Information .
o =elec

— Parent/Guest Access

S “"17.) Click “drop” or “swap”

[ Search for Classes Fall 2008 |

& o=

Add to Cart: Fall 2008 Shopping Cart

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

[ tnstructor [ufies[status|
|Sta |300| [ 4
[ [ [ [ [ [ mternet
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Online Forms

— Personal Portfolio g
Nick Jones 1

) Selectthe |, =
— Chun i — ) =7 2 Select the class you

— Email Addresses o .
— Emergency Contacts Swap a Class CIaSS you WISh tO Swap In to by

— User Preferences I — IIl—

:ﬁ%lnfarmation Bl WISh to Swap elther a) a neW ClaSS
— Parent'Guest Access Select the class v gplace it with. SearCh; b) a ClaSS frOm

[» Academics

= it 2008 | underare_ S your shopping cart; or c)
Swilp, This Ciea s entering a class number

Select from your schedule

With This Class == :
Search for Class Class r vI search I

Select from Shopping Cart

Enter Class Nbr

Current class schedule <%

Description Days/Times Room Instructor

* - Th Z:30PM - =
Tp [ Lecture) S.005mM TEA

Mundelsin
Center -
Room s032

Intro to Theatre |TuTh 8:30AM -
Exp ([Lecture] SHgSAM

[ [ [ [ [ [ [&intmet
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tudent Center
ddresses

FPhone Mumbers
Email Addresses
Emergency Contacts
User Preferences
Helds

FERFPA Information
Farent/Guest Access

[» Academics
> Campus Finance
[» Search for Classes

Swap a Class

(Swapping Classes)

2. Confirm yvour selection

Click Finish Swapping to process your swap request. To exit without swapping

these classes, click Cancel.

~ You are replacing this class

w:':

® =

I Description

Days,/ Times

Room

Instructor 5tatu5|

Intro to Theatre

THTR
4 Exp [Lecture)

(11831

TuTh 8:30AM -
Sr45AM

rMundelein
Cantar -
Room 603

Staff 7 o

T With this class

H closed

Description

Days/Times

Instructor | Units

BhilcssnhyoF
Religion
(Lecture)

MoWweFr 8:15AM -
S:05AM

.00

K.
Thompson

3.) Select\
“Finish
Swapping”

Enroll Mwv Academics

Add

=&

Search Plan

My Cla Schedule Crop Swap

lge te ...

Edit

Term Information

[ ] o o -
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(Swapping Classes)

4.) A+ icon
means that
F\HCK Jor:asrch ' [ Enroll My Academics the CIaSS WaS
—— successfully
— User Preferences S e II'_E'_EI
— Holds 3. View results Swapped

— EERPA Information
— Parent/Guest Access

Online Forms

FPhone Mumbers

Email Addresses | my class schedule || swap || term informati

Wiew the results of vour swap request. Click Fix Errors to try and correct the problems
listed below or change wvour swap choices.

[» Academics
> Campus Finance
[» Search for Classes

b 4=

Class Message

Swap THTR 100
with PHIL 171

Suwccess: This class has been replaced.

A PAY K

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

T =®

[ ] o o -
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(Dropping Classes)

NOTE: Dropping a class
will not retain your seat in a

1.) Selectthe fes v —a <l class. Itis preferable to

schedule || ) ]
class you wish  |u--.. swap if possible.

et classes to drop

tor | Units | Status|

3.00

“Drop
Selected
Classes”

Search Plan Enroll My Academics

|go to

[T [ [ [ [ | internet +100% -




LOYOLA

Q- VSIS Swapping and Dropping Classes

O -
1'?.‘:‘1’? L] E’M?‘

‘LORIAM

(Dropping Classes)

aaring peaple to lead extraordinary lives

3.) After
e | verifying that

— Student Center

s | Search ( My Academics
FPhone Mumbers y u

— Email Addresses | my class schedule || || term informa

— Emeraency Contacts

— User Preferences Rop R lang o E_E'_ indeed WiSh

— Holds 2. Confirm vour selection
— EERPA Information

.
— Parent/Guest Access Click Finish Dropping to process your drop request. To exit without dropping to d rop th IS

> Academics these classes, click Cancel.

> Campus Finance

[ Search for Classes i e ==ty C : CIaSS, SeIeCt
¥ cncoiies @ Dropy I
]. Description ] Days,“"‘l’lmes i Room i Instructor I-Units Fln ISh

Philosophy of MoWeaFr: O:1SaM - Dumbach

.
Religion S:0SAM Hzll - Room : b
5 ropping

Search Plan Enroll My Academics

My Class Schedule Add Crop Swap Edit Term Informaticon

=®

1 o o o o Internet ¥, 100%
[ [ [ [ [ & 3
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(Dropping Classes)

Online Forms

N .
4.) A+ icon means that the

Addresses | search ( 1

e class was successfull

Email Addresses | my class schedule ||

Emergency Contacts
— User Preferences
— Holds 3. View results
— EERPA Information
— Parent/Guest Access

Drop Classes

Wiew the results of vour enrollment request. Click Fix Errors to make chan
request.

[» Academics
> Campus Finance
[» Search for Classes

b 4=

Maessage

Swccass: Thiz cla== h==z been removed from your
schedule,

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

T =®

[T T [ | [ | mternet ¥, 100%
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Tips and Tricks



LOYOLA

UNIVERSITY - -
W CHICAGO Swapping ar(ld Ddr?pkr))mg Classes
Ips a ric

Preparing people to lead extraordinary lives

LORIAM

L5

Online Forms YOU Ca.n USG the “Othel’
academic” pulldown menu and
Stisdeat Ce _ _ go dlrectl_y to adding, swapping,
Phong Humbers EE— or dropping classes by clicking

Email Addresses ' i T
Emergency Contacts Elar the I\_}>/I ICOﬂ
User Preferences ; -

Haolds -
¥ To Do List

FERFPA Information R (HEESE SRR LT
- = — [ S X 5:00PM
other scademic.. =12} © |Lec (sss0) i e e

Farent/Guest Access
= N : 3 t 2007 T ek
[» Academics Academic Planner winalily schedale B aren =3 Return
I i Ac=demic Reguirement
b L s enrcliment shopping cart b Student 2007 Tax Return

[» Search for Classes

Nick's Student Center

Special Circumstance Appesl

Course History

Enrcllment: Add details B
| Enrollment:
Enrcllment:

Enrallment Yerification. | Account Summary T Enrollment Dates
Eeraa?:i;g T e s Your account balance is 0.00. Ersrraline et Aot
other academic... You may begin enrclling
: Reguest Of for the Fzall 2008 Regular
¢ View Unoffi Academic Session session
o on April 15, 2008.

Currency used is US Dollar.

detail
make a payment B coulow

Program Advisor

T Personal Information Joyce Knight

= P — Albert Herlinger
Contact Information
iffany Lawrence

Demographic Data
3 Office of Acad Advis

Permanent
S767 Morth Avenue
Chicago, IL 60648 details =

| other personal... LI@

Campus Email
wmozart@luc.edu

4/
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