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Enrollment Request-Swap-122707 
 
Concept 
 
You’ll use the Enrollment Request component most often to enter enrollment transactions on a 
student-by-student basis. You generate enrollment requests, which you can post in the page or in 
a background process. The enrollment engine posting process validates the requests against the 
enrollment rules that your institution has set up, such as class prerequisites, service indicators, 
and section limits. 
 
The Enrollment Request component has the same functionality as the Quick Enroll component. 
You can process transactions through the Enrollment Request component or the Quick Enroll 
component. The transactions can be to enroll in a class, to drop a class, to swap one class for 
another, to enter a grade, etc. 
 
This topic covers the swap enrollment transaction. 
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Procedure 
 
To view the online process manual and quick guide, click the links below. 
 

 Please refer to: http://www.maine.edu/pdf/EnrollmentRequest-Swap-
121707_BP.pdf 

 

 Please refer to: http://www.maine.edu/pdf/EnrollmentRequest-Swap-
122707_QG.pdf 

 
  
In this process, a class that the student is enrolled in is swapped for a new class. Dropping the old 
class and adding the new one would accomplish the same purpose, but this swap process avoids 
possible problems entailed by a "normal" drop and add such as dropping below the minimum 
number of classes or credits for a term, exceeding the number of credits for the term, and the 
chance that between the drop and the add, the desired class may fill up. 
 
All the usual enrollment checks are performed on the added class. 
  
 

Step Action 
1.   Navigate: 

Records and Enrollment > Enroll Students > Enrollment Request. 
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Step Action 

2.   You can either add the swap courses enrollment transaction to an existing enrollment 
request for the student, or you can create a new enrollment request. 
 
If you choose to add the swap to an existing request, use the Find an Existing Value 
tab to search for an enrollment request for the student. Otherwise, use the Add a New 
Value tab and create a new enrollment request. 
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Step Action 

3.   The Academic Career, Academic Institution and Term fields can be automatically 
populated from your User Defaults. If not, fill in those fields. 
Enter the student's ID in the ID field. 
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Step Action 

4.   Click the Add button. 
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Step Action 

5.   This is a new enrollment request. At this point it does not have an Enrollment Request 
ID set (the ID is set when you save or submit the request).  
 
Click the Action list to select the swap action. 
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Step Action 

6.   Click the Swap Courses list item. 
 
If desired, select an Action Reason. 
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Step Action 

7.   To swap courses, you must select the class the student is already enrolled in - the class 
to be dropped - and then the class the student wants to add. 
 
Use the Class Nbr field to select the class to drop and the Change To field to select 
the new class. 
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Step Action 

8.   The search button on the Class Nbr field will display a list of the classes the student is 
currently enrolled in.  
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Step Action 

9.   This page displays all the classes the student is taking, plus classes the student has 
dropped. To select the class to swap, click the Enrollment Select button next to the 
class.  
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Step Action 

10.   The search button for the Change To field brings up the standard class search page. If 
you already know the class number, simply type it in. 
 

11.  When this swap request is processed, the enrollment engine will perform all the 
normal edit checks for the class requested in the Change To field. This means you 
must check for related classes, enter or override permissions, etc., just as for an 
ordinary enroll request. 
 
If any of the edit checks fail (for example, student does not meet prerequisites), the 
swap will not be performed and the student remains enrolled in the class listed in the 
Class Nbr field. 
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Step Action 

12.   If the class to be added has related class sections, select them by using the Look up 
Related Class 1  and 2 buttons. 
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Step Action 
13.   To process the enrollment request, click the Submit button. 

 
This invokes the enrollment engine to perform the edit checks. It also saves the 
enrollment request and assigns an Enrollment Request ID to it. The Status changes 
from Pending to Success, Messages or Errors.  
 
If the resulting status is Errors, no swap is performed. All messages (errors and other) 
appear at the bottom of the page. 

 
14.   End of Procedure. 

 
  


