Online Permission to Add (or Drop) After the Deadline


Instructions for Students Using the Special Permission for adding or dropping a course after the deadline

Log into your SOAR account
Self Service > Student Center > My Classes > Add/Drop (Select the appropriate action)
Select the term of the class you want to add or drop (should be the current term).
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If you know the Class #, then you can type it in the box. If not, please use the Class Search feature to find the course you wish to add.
If you are dropping, you can select the course you wish to drop from your schedule.
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Once you have clicked “Finish Enrolling”, you will receive an error. If a special permission is allowed according to the published deadlines, the Special Permission button will appear as shown below.
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To make a special request to add after the deadline, click the special permission button.  BEWARE: Turn off your Pop-Up Blockers.
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If the class is a variable hour course, you must indicate the appropriate hours.
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Students enter the appropriate reason for the late change in schedule, as well as providing a daytime phone in case further discussion is needed, and comments to provide additional reasoning.

All blanks MUST be filled in and the ‘understanding statements’ checked, in order for the request to be submitted. The request is NOT official until the student has clicked SUBMIT.

Students receive the following panel next for further instructions.  An email is sent immediately ONLY to the instructor (and Teacher Assistants/Proxy if applicable).
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No further action is needed by the student.  Students should not assume that making a ‘Special Request’ is automatically granted. Any questions regarding the request should be directed to the instructor of the course.
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To select classes for another term, select the term and select Change. When you are
satisfied with your class selections, proceed to step 2 of 3.
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View the results of your enrollment request. Click Fix Errors to make changes to your

request.
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Special Permissions

This special permission request is ONLY for the class number indicated below and is being requested after the normal
processing deadline. If you are lacking any overrides for course requisites, overload, closed section, department consent, you
will need to provide any necessary explanation in the request process to the instructor and/or chair of the course.

Empl ID: 860384 Name: Friend,Cassie Nicole
Term: 4141 Fall 2013-2014 Current Hours:  13.00

Major: Pre-Nursing BSN Academic Level: Sophomore

Class Nbr: 2020 Subject: BSC Catalog 251 Section: HOO1 Session: Regular Campus: HBG
Nbr:
Hours:  3.00 Instructor: Regan Jennifer
Late Drop Reason M Daytime Phone:

If you are adding or dropping additional classes, please list the detail in the
comment box to expedite your request.
‘Comments:

[Z1 By submitting this request, | understand that | will be responsible for all tuition and academic penalties as published in
the Academic Calendar

[C] By submitting this request, if approved, | understand the instructor has the discretion to assign a WP or WF grade for

this course.
su Gancel For a hard copy, screen print this page before submitting
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Your request was successfully submitted to be reviewed by
the appropriate personnel.

Upon completion of the process, you will receive an email
notification to your USM email with the final decision.
Although the complete process may take 1-2 business days,
all action taken will be as of the date of your request.

Retum to Student Center:




