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.
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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
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Proceed to ctclLink:

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

©cteLink

Washington State Community and
Technical Colleges

ctcLink ID

Password

Unlock Account

How to Enable Screen Reader Mode

Activate Your Account
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Open Class Information:

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

5. Select Class Search %’."EN‘NSULA COLLEGE Dashboard
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Find Your Classes:

6. Use the search to find your preferred class and your backup class.
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Review the Search Results:

7. Find your preferred class and backup class.

English CompositionI | ENGL& 101
SECTION ~ INSTRUCTION MODE DAYS START END ROOM INSTRUCTOR DATES UNITS STATUS
f d | _ M 30/30 .
1-LEC (26358)  Online Asynchron... ONL preterred Class Online Janet Lucas 04/01 - 06/16 5 B 0/23 .
TuTh 10:20 am 11:20 am Maier Hall E242-M...Matthew Teorey 04/01 - 06/16
2-LEC(25986)  Flexible 5 B 5/23 o
TuTh 10:20 am 11:20 am Zoom Class Matthew Teorey 04/01 - 06/16
3-LEC(25994)  Hybrid werr  DACKU P class 1230 pm Maier Hall E241-M...Janet Lucas 04/01 - 06/16 5 B 20/23 ‘
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Enroll in Your Backup Class:

8. Select the three dots next to your backup class. Choose Enroll.

3 - LEC (25994) Hybrid WeFr 11:30 am 12:30 pm Maier Hall E241-M...Janet Lucas 04/01 - 06/16 5 [ 20/23

Enroll
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Save:

9. Select Save to finish enrolling in your backup class.
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Wait list if class is full

Cancel




Confirm Enrollment:

10. Select Ok to confirm enrollment in your backup class.

Browse Classes

Enrollment Results

esults of 1 class(es) for the term SPRING 2026

Course Catalog
¥ Encoliment
S LASS RESULTS

r‘ Academics
ENGL& 101 (25994) @ Added to your schedule.

= Finandials
This class has been added to your schedule.
BB Admissions

© My information
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Open Enroliment:

11. On the left, expand the Enrollment menu.

Browse Classes
Enrollment Results

Enroliment results of 1 class(es) for the term SPRING 2026

Course Catalog,

Enrollment
RESULTS

Academics
ENGLE 101 (25994) @ Added to your schedule.

Financials
This class has been added to your schedule.

Admissions

0 My Information “
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Swap Classes:

12. Select Swap Classes. A Dashboard
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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.
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Swap:

14. Enter the class number then select Swap.

Schedule
Class Information

Enroliment
Enrollment Dates

Planner

Swap by Class Number

Shopping Cart
Drop Classes Swap by Class Number

Swap Classes Lt

26358
View Wait List

Academics

Financials
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Add Your Preferred Class:

15. Check the box for Wait list if class is full. Select Save.
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Confirm:
16. Review your Swap. Select Confirm.

PENINSULA COLLEGE Swap Classes » - » Swap confirmation

Dashboard You are replacing this class
SECTION DESCRIPTION
Schedule
ENGL& 101-3 (25994) English Comp I (Lecture)

Class Information

Enrollment

With this class

Enrollment Dates SECTION DESCRIPTION

Planner
ENGL& 101-1 (26358) English Comp I (Lecture)
Shopping Cart

Drop Classes

View Wait List

Academics

Financials

Admissions

My Information

My Profile
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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.
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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.
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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
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If you have any questions or need further assistance, contact the IT
Help Desk at (360) 417-6565 or helpdesk@pencol.edu
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