VERY IMPORTANT NOTE:  When completing a drop/add of classes with the same number of hours, please remember to do both (drop/add) in the same session to prevent the student from incurring a 25% charge for the drop.

To drop classes for students:  

Go to RGN

Student Lookup box will appear

Enter Student SS#,or Colleague ID#, or last name and first name

Click on the Stat field, for the class or classes to be dropped 
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A box will populate and choose “X” for Delete during Pre-registration and on Registration Day.  Press enter .  During the Drop-Add period,  you will need to choose “D” in the stat box.  

Click SAVE

Click Update

This will generate another printout for the student at your local printer.

To add classes for students:

Go to RGN

Student Lookup box will appear

Enter Student SS#, or Colleague ID#, or last name and first name

Click on the line below the last class listed and enter the class to be added and return
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Click SAVE

Click Update

This will generate another printout for the student at your local printer
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