
Department Coordinators: Processing the ‘Drop Form’ 
Student who request to drop a course that is Major Required must have approval from the Department. 
These requests will route to Department Coordinators for processing in Colleague. 

The workflow for major required courses is: Student → Department Coordinator  

The workflow for all other drop requests is: Student → Registrar’s Office 

 NOTE: Freshmen are not allowed to use this form. 

You will receive an email notification when a package is available for you to act on: 

 
You can either click the ‘click here’ on the bottom of the notification, which will bring you directly to the 
form upon logging in: 

 
 

 

 

 



 or you can go to etcentral.risd.edu: 

 
And go to your ‘Inbox’: 

 
And then click on the form. 

Review the information in the form: 

 



Much of the information is auto-populated and read-only. The ‘MAJRQ’ field indicates that the course is 
coded as major required. 

If the request is approved: 

Step 1: Process the drop in the ‘RGN’ screen in Colleague 

Step 2: Then click ‘Approve’ on the form 

 
The student will receive a notification that their request has been processed. They are no longer 
registered for the course. They can see their updated schedule in Student Planning. 

 
If the request is denied: 

1. Add comment 
a. Click on ‘History’ 

 



b. Add message to ‘Comment’ area: 

 
 

c. Click ‘Save’ 

  
d. Close 

 
 



2. Click the ‘Decline’ button. This ends the workflow. 

 
The student will be notified that their request is declined. They remain registered for the course. The 
comment you entered will be included in the notification. 

 
If no comment is entered, the student receives the first sentence in the notification. 

 

Reminder Notifications: 

The system will send a reminder email every 24 hours that a form has been inactive in your Inbox: 

Note: all notifications are sent to your risd.edu email (not the departmental email) 

 
 

 


