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Adding, Dropping, Swapping Classes in AccesSPoint 
 

Make sure you have talked with your adviser about the changes you are making so you know how it will 
impact your academic plan! 

 

Open up AccesSPoint and click on the “My Classes” tile: 
 

 
 
There are two ways you can drop and add classes.  First, select “Add/Drop” classes on the left-hand 
navigation.  You then have the choice to: 
 

• Swap Classes: This is the safest route to switch out classes.  When swapping classes, you are not 
dropped from your current class until you are enrolled into the class you are switching it out with. This 
is a great choice is minimal seats are left in the course you are seeking to take. 
 

• Drop and then Add Classes: Sometimes you may need to instead drop a class first and then add a 
class. This will be true if you are invited in to a class after being on a wait list for a course. 

 
Swapping Classes:   Select on the left-hand navigation, “Swap Classes”.  Select term. 
 

 
 
To search for the new section of a class, click on “Search” and enter in the search criteria for the class you 
are looking for, or enter the class number directly. 

https://accesspoint.uwsp.edu/my.policy
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➔ Using the “Search” feature: Enter in criteria information to find the class you are looking for. 
 

 
 

➔ Using the “Class Nbr” feature: Enter in the class number.   
 

The class number can be found when you look up the class in the timetable in AccesSPoint.  Be aware for lab 
courses that you will need to register for a lecture session and a corresponding lab section. 
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Follow the prompts by confirming it is the course you want to add and clicking “next” and “enroll” to officially 
add the course.   
 
Dropping and then Adding Classes: Select on the left-hand navigation either “Drop Classes” or “Add 
Classes”.  Select term. 
 

➔ To drop a class: 
 

 
 

➔ To add a class:  
 
Search for the class you want using either the “Search” or “Class Nbr” feature. 
 

 
 
For more instructions on how to use these two options, see “Swapping Classes” section above. 
 
Follow the prompts by confirming it is the course you want to add and clicking “next” and “enroll” to officially 
add the course.   


