Be]:l(ele}}' Student Information Systems

How to View Student Swaps

Students can initiate swaps through Cal Central. You can utilize enrollment audit reports through CalCentral or
Campus Solutions to view which students are trying to swap into your class and which class they intend to have
dropped if they are able to get in.

Sign into CalCentral with

your CalNet ID. CENTRAL
Your campus info...anywhere!
calcentral.berkeley.edu
Learn More

On the rlgh_t side of your CALCENTRAL | Advising Resources I
dashboard in CalCentral,
i . . # My Dashboard &8 My Campus  /# My Toolbox Tools
you will find the Advising ————————
. Reporting Cente
Resources card. Click the [- Fepoing Cone]
. . . ® gForms Action Center
| m cForms Work Center
link for Administrative
Transcripts = My Appointments
) m Class Search
Student Specific Links
®m Advising Assignments
= Senice Indicators
u Administrative Transcripts
® Academic Progress Reports
® What-If Reports
® Transfer Credit Reports
® Milestones
® Multi-Year Planner
Or, from the Main Menu, in '
Campus Solutions, navigate
to: I {1 CAL Components I [d  Academic Advisement »
CAL components > 3 MEIFIEIQE GT eForms™ 3 4 Student Records 4
. : [ | P
Reporting > " Self Senice | Forme | [ oy ]
. 0 R d d Enroll 3 Reporting eporting Center
Reporting Center. ecords and Enrollmen
1 Curriculum Management L
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Search by Student

1. Scroll down to the SR Favori
Enrollment section and click
on the Enrollment Audit by
ID report.

Main Menu CAL Components Reporting

Berkeley

Reporting Center 0 « SR Enrollment

Enrollment by Acad Units

= Enroliments by DeptiPlan

= Enroll Summary by Coll/School
= Enroliment Summary by Division
= Enrallment Summary by Dept
= Enrollment Summary by Subject
= Enroliment Summary by Course
=l Enrollment Summary by Class
=l Enroll Summary Hist by Course

Menu S o
My Favorites

CAL Components

Manage GT eForms™ 3.0

Self Semvice

Records and Enrollment
Curriculum Management

Set Up SACR

Worklist

Reporting Tools

Enrollment Lists by Class

E Enroliments by Class

= Enroliments & Stats by Class
=l Enroliment Audit by Class

My Personalizations Enrollments by Student

= student Enrollment Summary
=l Student Enrl & GPA Summary
=l student Enrollment Appointment
= current Service Indicators

= Senvice Indicator Audit by ID

= Enrollments by ID

=l Enroliments & Stats by ID

My Dictionary

[S] TarmiCyme State by [
I = Enroliment Audit by 1D I
Z e

Reporting Center

All | Search

2. Enter the student’s ID number or click the spyglass icon to look up a student by name.
Also enter the Term. Entering a Class Nbr is optional. Click the View Results button.
Main Menu

CAL Components Reporting

Beﬂ<eley

UCCS_R_ENRL_AUDIT_BY_ID - Enroliment Audit

D * | Q
Term * Q
Class Mbr 0

View Results

Download results in - Excel SpreadSheet CSV Text File XML File (1104 kb)
View All

Seq Request

Catalog ] ]
# DateTime Section Action Reason Set Msg Message

Class ;
Request ID Request User D Name Career Term — =  Subject .-

Message Descr
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3. Notice that Oski Bear has a “Swap” in place for ECON 1, Class Nbr 14421. On row 3 of the
results, under “Drop if Enrolled,” you can find the class number for the class that Oski
wishes to be dropped from, should he get into class number 14421. You can also see
which secondary sections are being swapped in the “Related 1” and “Related 2” columns.

Change| Change
Request ID Seq Requgst Request User i} Hame Career Term class Subject ST Section Action Rd to Drop if loWaltRelatetl
# DateTime Nbr Hbr .
Class JEnrolled| List 1 2
el =
3 0000008096 1 24111153:1'3 Bear,Oski 11667051 Bear,Oski UGRD 2168 14421 ECON 1 001 Enrall 0 14749 0 14422 0
041712016 } ) ]
4 0000008097 1 5-13:02PM Bear,Oski 11667051 BearOski UGRD 2168 14421 ECON 1 001 Swap 14421 0 0 14423 0
- 041712016 " R " . -
5 0000008098 1 .5 4qpy BearOsk 11667051 BearOski UGRD 2168 14421 ECON 1 001 Drop
Search by Class
1. Scroll down to the SR
SR Enrollment

Enrollment section and click
on the Enrollment Audit by
Class report.

m

nrollment by Acad Units
Enrocliments by Dept/Plan

Enroll Summary by CollSchool
Enroliment Summary by Divizion
Enroliment Summary by Dept
Enrollment Summary by Subject
Enrollment Summary by Courze
Enrollment Summary by Class
Enroll Summary Hist by Courze

Enrollment Lists by Class
= Enroliments by Clazs

Enrcliment Audit by Class

Enrollments by Student

=l Student Enrollment Summary
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2. Enter the Term, Subject and
Catalog Nbr. Entering a
Section or Class Nbr is Term *: Q
optional but very helpful in
narrowing your results.

UCCS_R_ENRL_AUDIT_BY_CLASS - Enroliment Audit by Class

Subject &}
Catalog Mbr:
NOTE: If the class or class section

Section:
LS Iglfgel, it may take l:: few minutes Class Nbr- 0
o display your results.
playy . aQ

Institution *; |LUCBO1

3. Click the View Results _
View Results
button.

4. The same columns show the “Swap” action and the involved class numbers as in the search by ID. A
benefit of this report is that you can find all of the students trying to swap into your class by using the

“Download results in: Excel Spreadsheet,” located below the View Results button, and filter the
spreadsheet to find swaps.

5eq Request Change

Class ) Catalog ) ) Change
Request ID N Request User i} Hame Career Term Subject Section Action Rd to Drop if | to \Wait |Related|Related
# DateTime Nbr Hbr .
Class JEnrolled| List 1 2

el =
04/17/2018 Bear,Oski 11667051 Bear,Oski UGRD 2168 14421 ECON 1 001 Enroll 7 22
5115apy  BearOski 667051 Bear,Oski 216 2 \ nro 0 14749 0 14422

3 0000008096 1 0

4 0000008097 1 . ] IE Bear,Oski 1667051 Bear,Oski UGRD 2168 14421 ECON 1 001 Swap 14421 0 0 14423 0

5 0000008088 1 ...

L}

. BearOski 1667051 Bear,Oski UGRD 2168 14421 ECON 1 001 Drop

Support:

For questions or assistance, please contact SIS Production Support:

e Email: sishelp@berkeley.edu
e (Call 510-664-9000 (press option 6)

For additional SIS resources, please visit:
e  http://sis.berkeley.edu/training
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