
How to Swap Classes in ctcLink 
This guide will show you how to swap classes in ctcLink.



What is Swap?

Swap lets you sign up for a backup class while you wait for a seat in the class you really want. 

If a seat opens in the class you want, ctcLink will: 

• Drop your backup class 

• Add you to your preferred class 

You do not have to log in or make changes. It all happens automatically and you'll get an email 

when you're moved from the waitlist into your preferred class.



Swap Example

Let's say you want:

ENGL& 101 – Section 1 (online)
But the class is full, so you enroll using Swap.

You choose:

ENGL& 101 – Section 3 (in person) as your backup class.

When you use Swap, ctcLink will:

• Keep you enrolled in Section 3 while you wait

• Automatically enroll you in Section 1 if a seat opens

• Drop you from Section 3 at the same time



Proceed to ctcLink:
1. Open web browser and go to the ctcLink Mobile Site OR open the ctcLink app on your mobile device.

https://csprd.ctclink.us/psc/csprd/EMPLOYEE/SA/s/WEBLIB_HCX_GN.H_SPRINGBOARD.FieldFormula.IScript_Main?institution=WA010


Navigate to ctcLink Login Portal:
2. Select/Tap on the ctcLink Login Tile.



Log in to ctcLink:
3. Log in to ctcLink.



Open Class Information:
4. On the left, expand the Class Information menu.



Class Search:
5. Select Class Search.



Find Your Classes:
6. Use the search to find your preferred class and your backup class.



Review the Search Results:
7. Find your preferred class and backup class.



Enroll in Your Backup Class:
8. Select the three dots next to your backup class. Choose Enroll.



Save:
9. Select Save to finish enrolling in your backup class.



Confirm Enrollment:
10. Select Ok to confirm enrollment in your backup class.



Open Enrollment:
11. On the left, expand the Enrollment menu.



Swap Classes:
12. Select Swap Classes.



Choose the Class to Swap:
13. Select Swap This Class for your backup class (this is the class you will drop if a seat opens). Choose to 
enroll from the Search, Shopping Cart or with a Class Number.



Swap:
14. Enter the class number then select Swap.



Add Your Preferred Class:
15. Check the box for Wait list if class is full. Select Save.



Confirm:
16. Review your Swap. Select Confirm.



Review:
17. Select Drop Classes to check your schedule. 
You will see that you are enrolled in your back-up class and on the waitlist for your preferred class. 

If you get into your preferred class, you will be automatically dropped from your back-up class.



Success:
18. You're all set! If a seat opens in your preferred class, you will be notified by email and ctcLink will 
automatically swap the classes for you.



Enrollment Issues?

If you are experiencing issues with enrolling for classes, first try 

clearing your Internet browser history and try again.

If you are still experiencing issues, please contact Student Services at 

(360) 417-6340 or email us at studentservices@pencol.edu

mailto:studentservices@pencol.edu


If you have any questions or need further assistance, contact the IT 

Help Desk at (360) 417-6565 or helpdesk@pencol.edu 

mailto:helpdesk@pencol.edu
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