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3. Search for the course number by All periods or a specific period . 

 
 

4. Click Find, you will see a list of available course names with the term ( S1 or S2) and 
enrollment seat count 

 
 

5. The Course Name is a hyperlink , when clicked the student is enrolled .  

PART 2: Drop student from original course enrollment 
 
If the student was enrolled in a different course, t o d rop a student from  that  class, do the 
following:  

 

6. Go to the Scheduling section and  click on Modify Schedule.  
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7. From the Enrollments tab you will scroll down to the students enrollments.  

 

 

8. Locate the course. To the right , you will click the checkbox to drop the class.  

 
 

9. Select Drop Selected. 
 

10. Enter the Exit Date and click Drop Classes. The page will go back to the Enrollments 
screen.  
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