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How to Swap Courses

1. Begin by going to your MyDC homepage.

2. Select TIMETABLE OPTIONS on the right-side under Helpful Links.

TIMETABLE OPTIONS

3. Log-in to the Portal using your 9-digit student ID (beginning with 100) and password.

Please visit IT Services for password information.
If you have issues, please contact IT Services at 905-721-3333 option #1

4. Once on your Student Profile, select Registration (found under Additional Links)

ferm: | DC Winter 2023 Current term

Mouse, Mickey.
Curriculum and Courses
Additional Links
View Grades
My Personal Information

Registration

My Action ltems

Account Summary

5. Select the term.

WELCOME
ase select your lerm to choose a schedule

Select a term

DC Winter 2023


https://durhamcollege.ca/mydc/
https://durhamcollege.ca/student-life/campus-services/it-service-desk/quick-start-for-dc-students
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6. Select your Block Options to Proceed (if applicable).

SELECT YOUR BLOCK OPTIONS TO PROCEED:

DC Winter 2023
Block X1JAWOFFC

This is the screen you will be directed to and you will notice pinned

Select Courses

advanced
Select Course... oen

Import from:

MY PLANNER(0)

BLOCK MAX (NON-COURSE)
JROD <12y enrolled in Oth )

MAKING MONSTERS ({2 lICT)

Stay enrolled in Lec 13538 v &

GRP OFFICE ADMIN STREAM {11 E0)

0018 Stay enrolled in Lec 13639 v &
CHAMBER OF COMMERCE INFORMATION
STREAM
Stay enrolled in Online P 13647 v &
TECHNOLOGY AND OFFICE PROCEDURES

ey

Stay enrolled in Lec 15124 v &

COMMUNICATION FOUNDATIONS

Stay enrolled in Lec 14924 v &

n OFFICE PROFESSIONALISM 1

Stay enrolled in Lecture/ 15299 v &

- DOCUMENT PRODUCTION 1 Sl

«

Schedule Results

Course Legend @) © TIPS Sortby: Select...
RESULT
10F1

BLCK 1000 DC Winter 2023: Jan 9-Apr21
BLOCK MAX (NON-COURSE) Session: Full Term o
Other 9am
11994 Oshawa
Seats Taken: Available ONUINE 49,
(unscheduled)

Course Attributes: Course not eligible for T22024

Oshawa
"’°“E" Mon : 12:10 PM to 2:00 PM A319
Seats Taken: Avallable —
Course Attributes: DC General Education Course 3
Restricted Level: Undergraduate Degree (DC) (Exclude) L
GRP 0018 DC Winter 2023: Jan9-Apr21  4pm
OFFICE ADMIN STREAM Session: Full Term o
Lec Oshawa  9°™
13639 ONLINE
Seats Taken: Available 4 5 6pm
(unscheduled) r
Course Attributes: Course not eligible for T22024 Tpm

_ S

Online P [EIEED Oshawa
13647 B ONLINE
Seats Taken: Available
) DC Winter 2023: Jan 9- Apr 21
Sesslon: Whitby - PS
1 o PP Whithv

classes:

Online classes & @ .

INFT 1106
Lec

On-campus classes .

© BRBIBOZE is an online class with no scheduled times

Jan'23

© [BECK1000' GRP 0018 have no scheduled times
Fob ar
'BLOCK MAX (NON-COURSE)
MAKING MONSTERS
OFFICE ADMIN STREAM

e



7. Unpin the class(es) you wish to swap, by clicking the red pin, under Select Courses.

© 1ps

Course Legend (i) Sort by: Select..
Select Course... Ndispona O RESULT
10F1
Import from: MY PLANNER(0) BLCK 1000 ucalmas-u oms Lo o o
Bam
BLOCK MAX Term
BLEK.| BLOCK MAX (NON-COURSE) other P
1000 ¥ Vv 12266 Oshawa
Stay enrolled in Other 12266 v & Seats Taken: Available ONLINE o
(unscheduled) &
NEW MAMC?\;MM(H:?&IN T22024
Vv
Ulec15391 v &
Oshawa
comm  COMMUNICATION FOUNDATIONS ke BONLNE  1pm
1100 § A Seats Taken: Availabl "
Lec 12884 or Lec 12901 orLec 12919 v o, R S— e o
Description: This course invites students to practice and p the COMM 1100 DC Fall 2023 Sep 6 - Dec 15
foundational skills and competencies necessary to comm eina Communication Foundations Session: Full Term 3 COMM 1100
variety of contexts. Students will be challenged to reflect uponWgestions Thu - 2-10 PM 10 400 PM - S Lec
that include, but are not limited to: What is the purpose nl s
How does ly and tao Oshawa  4pm
professionally? How can | improve communication to meet the needs of oS ©320; ONLINE
my audience? Students wil lean to analyze different audiences and their e 5
needs and adapt their messages to ensure written, verbal, and visual O seats Taken avaiable e
communication is effective. The course will introduce communication Reswicted Levek: Undergracuate Degree (D) (Exclude)
theories, and models for group = 6pm
dynamics, public and A
course invites students o practice and develop the foundational skills and Lec ":‘ Tom
in a variety of contexts. DAOH ONIE

1y to
Students will be challenged to reflect upon questions that include, but are
not limited to: What is the purpose of communication? How does one
communicate effectively and professionally? How can | improve

12901
O seats Taken: Available
Restricted Level: Undergraduste Degree (DC) (Exclude)

8. Onthe Schedule Results panel, use the Results arrow to look at different options
(days/times) the class is offered.

in a variety of contexts.

Lec
A 12901 .. =

Select Courses <4 Schedule Results
Course Legend . © b toes Tt he: Select..,
Select Course... Mo Q I< < :EOSFU:; > >I
Import from: MY PLANNER(0) BLCK 1000 DCFa, ~*2Sep6-Decls Mon The
BLOCK MAX (NON-COURSE) Session. .7
BLCK | BLOCK MAX (NON-COURSE) Other O
1000 v 12266 Oshawa
Stay enrolled in Other 12266 v & Seats Taken: Available ONLINE o
(unscheduled)
Course Attributes: Cout eligible for T22024
| NEW STUDENT PREP (BT A (4 SO fox
[ ] v
A0 ec 15301 v &
comm  COMMUNICATION FOUNDATIONS '1-°°
[ Envolled | I IR R.
1100 Try all classes (72) v Seats Taken: Available ~ver )
Description: Tﬂ cou;se invites students to pvacbce and develop the COMM 1100 DC Fall 2023: Sep 6 - Dec 15
skills ane ina ! Fi Session: Full Term COMM 1100
variety of contexts. Students will be challenged !o reﬂecl upon questions mglﬂoc::‘lo; :;" P:“w Ll Lec
that include, but are not limited to: What is the purpose of - .
How does ly and Oshawa 4pm
professionally? How can | improve communication to meet the needs of 12919 C320; ONLINE
my audience? Students will learn to analyze different audiences and their o Seats Taken: Availabl g Spm
needs and adapt their messages 10 ensure written, verbal, and visual . I AL -
communication is effective. The course will introduce communication Restricted Level: Undergraduate Degree (DC) (Exclude)
theories, techniques, and models 1or -ntevpersona! relationships, group or Gpm
public is
Oshawa
course invites students to practice and develop the foundational skills and D204; ONLINE Tpm
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9. Once you have found your preferred dates and times for that course; select
Get this Schedule at the bottom of Scheduled Results.

GET THIS SCHEDULE

PRINT SHARE

10. When the list of your courses and actions have loaded, scroll to the bottom, verify the
information, and click Do Actions

Getting Schedule

Class Action Options Result
BLCK 1000 DC Fall 2023 Sep 6-Dec 15
BLOCK MAX (NON-COURSE) ~ Session: Full Term F

other [EIRITD None

12266 0shawa  (Akeady enolled in this class)

Seats Taken: Available ONLINE

(unscheduled)

Course Atiributes: Course not eligible for T22024
PREP 1000 DC Fall 2023: Sep 6-Dec 15
NEW STUDENT PREP Session: Partial Term Fl

Oshawa None

Lec BONLINE  (Akrwady envolled in this class)

15391 =

Seats Taken: Available
COMM 1100 OC Fall 2023: Sep 6 - Dec 15 Lec 12884: **Web Drop** v
Communication Foundations ~ Session: Full Term .
Mon : 2:10 PM to 4:00 PM then register for

s Oshawe owep Lec 12927: Register v

D204; ONLINE

12927
® Seats Taken: Available

Restricted Levek: Undergraduate Degree (1 cxclude)

4 CANCEL DO ACTIONS

The results column will show the status of the registration attempt: If you receive an
error, please view error codes/troubleshooting here.
[ schedueResus

Getting Schedule

Class Action Options Result
BLCK 1000 DC Fall 2023: Sep 6 - Dec 15
BLOCK MAX (NON-COURSE) ~ Session: Full Term

Other None

12266 Oshawa (Aresdy enroled n tha class)

Seats Taken: Available ONLINE

(unscheduled)

Course Attributes: Course not eligible for T22024
PREP 1000 C Fall 2023: Sep 6 - Dec 15
NEW STUDENT PREP Session: Partial Term o

Oshawa None

Lec BONLINE  (Aresdy envolied in this class)

15391

Seats Taken: Avallable
COMM 1100 DC Fall 2023 Sep 6 - Dec 15 Lec 12684 **Web Drop? v N Swapped
Communication Foundations ~ Session: Full Term 5
Mon : 2:10 PM 10 4:00 PM then register for From soctm:\;)‘;)B‘SA to section

s Oshawa Swap Lec 12927: Register v 2

12927 D204; ONLINE

@ Seats Taken: Available 5
Restricted Level: Undergraduate Degree (DC) (Excluoe)

RETURN TO 'SELECT COURSES'

Click this button to view the latest state
of your courses.

On the bottom right click on Return to Select Courses button, to return to the main
window.


https://durhamcollege.ca/mydc/wp-content/uploads/sites/8/Registration-Troubleshooting.pdf
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11. Verify that the swapped course has an “enrolled” flag.

Select Courses <<

Ad ed
Select Course... pits Q

Import from: MY PLANNER(D)

INTING
AGGT " ACCOUNTING 1 EEE

[ ]
1100 Stay enrolled inLec 11563 v o



