
 
 

How to See If Other Classes/Sections Fit into Current Schedule 
 

Did a course or section close on you and you need to see if another course or section of the same 
course fits into your schedule?  Or do you just want to know if a different course or section fits in 
with your already scheduled classes?  This document is here to guide you through how to use 
Schedule Builder to check! 
 
First, you will need to open Schedule Builder.  To do so, log in to AccesSPoint and select the “My 
Classes” tile.  In the navigation menu, select “Schedule Builder” and click on “Open Schedule 
Builder”.   
 

 
 
In the new tab that opens, select the semester you are registering for, save and continue, and the 
campus you are matriculated into, save and continue. 
 
You should end up on a page that lists any courses added to Schedule Builder during registration 
(“Courses”), followed by courses you are currently registered for- (“Current Schedule”): 
 

 



 
 
 
To see if a NEW COURSE you are interested in taking fits into your current schedule, you must add 
the class to your “Courses” list.  In this example, the student would like to enroll into SOC 320. 
 

 
 
Once the class is added, you will need to first make sure the only class selected in your “Courses” 
list is the new class. 
 
Scroll down to your “Current Schedule” and only select the courses you plan to remain enrolled in.  
Uncheck any you are interested in dropping.  In this example, the student would like to replace SOC 
270 with SOC 320. 
 

 
 
Note: unchecking the class from your “Current Schedule” does not drop the course. 
 
Next, click on “Generate Schedules” and see if any schedules are listed.  If no schedules are listed, 
this means the course you are interested in taking has a conflict with one or more of your currently 
enrolled courses.  If there are available schedules, click “View” on the first schedule to start viewing 
your options. 
 

 
 



 
 
When viewing schedules, you can see if you are “Enrolled” or “Not Enrolled” in a class in the 
schedule you are viewing. 
 

 
 
If you would like to add the class, you can send the schedule to your “Shopping Cart”. 
 

 
 
Only the classes “Not Enrolled” will be listed in your Shopping Cart. 
 

 
 

Click “Register” in the upper right-hand corner to finalize your enrollment into the new course. 
 

  



 
 
To see if a DIFFERENT SECTION of the same course fits in with your currently enrolled courses, 
make sure the course is listed in your “Courses” list.  It may already be listed in the “Courses” 
section from registration advising previously.  If not, you will need to add the course first.  Once in 
the list, click on the “Options” button to the right of the course name to view the different sections 
of the course.   

 

If your filters are set to “Open Classes Only”, only sections with available seats can be viewed. 

 

 

  



 
 
If any sections have an “H” listed in the section number, only students in the Honors Program can 
register for these sections.  If you are not in the Honors Program, make sure these sections are not 
checked. 

 

After you have selected the other sections of the course, return to the “Build Schedule” screen by 
clicking “Save and Close” at the bottom of the webpage.  

 

Once back on the “Build Schedule” page, scroll down and make sure the course in the “Courses” 
list is the only one checked, and the same course in your “Current Schedule” list is unchecked.  If 
there are multiple components to a class (lecture, lab, discussion), as in this example of CHEM 
105, make sure all the components are unchecked from your current schedule: 

 



 
 
Next, click on “Generate Schedules”, and “View” to start viewing possible schedule options with the 
new section of the course. 

 

Like adding a new course, when viewing schedules, you can see if you are “Enrolled” or “Not 
Enrolled” in a class in the schedule you are viewing. 
 

 
 
If wanting to swap the sections, using the SWAP feature in AccesSPoint is highly recommended. 
 
Likewise, if you first need to drop one of your currently enrolled classes to add a new class, using 
the SWAP feature in AccesSPoint is the safest way to not be dropped from your current class until 
officially enrolled into your new class. 
 
  



 
 

Swapping Classes 

In the “My Classes” tile in AccesSPoint, select “Add/Drop Classes”.   

 

Select on the left-hand navigation, “Swap Classes”.  Select term.  Then from the drop-down menu, 
select the course you are currently enrolled in that you would like to replace. 

 

You can add the new class or section you are seeking to enroll into by entering the class number.  
This number can be found in Schedule Builder.   

 

 



 
 
If adding a course with a lab, use the lab class number.  In the section number, the letter “L” will be 
listed. 

 

If the course only has a lecture and discussion, use the discussion class number.  In the section 
number, the letter “D” will be listed. 

 

Click on “Enter” and follow the prompts to swap the courses or sections.   

Dropping, not Swapping a Class 

In the “My Classes” tile in AccesSPoint, select “Add/Drop Classes”.   

 

Select on the left-hand navigation, “Drop Classes”.  Select term.  Then select the course you would 
like to drop.   

 

Finalize the drop by clicking on “Drop Selected Classes”. 


