
Course Add Request: Step-by-Step for Faculty 
Students are instructed to be in contact with faculty prior to submitting a ‘Course Add Request’ form. 

The workflow for this form is: Student → Instructor → Registrar’s Office 

*Note: Freshmen are unable to use the ‘Course Add Request’ in Fall and Spring; any changes to a freshman’s 
schedule during these semesters must be processed by the EFS staff. 

You will receive an email communication from ‘Etrieve’ when a form is in your Inbox (note: for team-taught 
courses, only instructors in the ‘first’ position will receive the notification to review student add requests): 

 
You may click the ‘click here’ link in the bottom of the notification, or you can log into etrieve directly at 
etcentral.risd.edu. 

Clicking the ‘click here’ link will open the form once you log in:  

 
Otherwise, you can go directly to etcentral.risd.edu and log in: 

 



And go to your Inbox and click on the form: 

 
Review the information provided.  

 
Note that there is a field ‘Approved for Remote Semester’? If the student has been approved, this field will say 
‘YES’. If it is blank or says ‘NO’, the student has not been approved for a remote semester. 

Students are instructed to provide an explanation as to why they wish to take your course. All other information on 
the form is auto-populated. 



There is no space for a student to select ‘Audit’ on the form. Faculty who wish to allow a student to audit should 
email registrar@risd.edu (and cc student) indicating permission to audit (include course number) and approve as 
outlined below.  

If you wish to admit the student into your course: 

Click the ‘Approve’ button (please be mindful of capacity limitations if you are teaching on campus): 

 

The student will receive an email indicating that you have approved their ‘Course Add Request’: 

 

Once the Registrar’s Office has processed the add, the student is officially registered, and will receive another 
communication: 

 

If you choose to deny the ‘Course Add Request’,  

1. Enter a comment 
a. Click the ‘History’ button 

 

mailto:registrar@risd.edu


 
b. Type your message in the ‘Comment’ area: 

 
 

c. Click the ‘Save’ button 

 
 

d. Click ‘Close’ in upper right-hand corner of History to close the window. 

 



 

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

 

The student will receive an email that you have declined their request, and it will include the comment you entered 
into ‘History’.  

 

If you do not enter any comments, the student will simply receive the ‘Declined’ notification (first sentence of 
email). 

No further action will be taken; the transaction has now ended.  

 

Reminder Emails: 

The system is set to remind you that there is a “package” (form to review) in your Inbox every 24 hours: 

 

Use the link to go directly to the form, or log in directly to etcentral.risd.edu and go to your Inbox.  

Expect a high volume of add/drop requests throughout the add/drop period. Any forms that are pending after the 
add/drop deadline will not be processed, and students will be directed to the Exception to Policy request (to 
request a late add) if it’s after the add/drop deadline. 

 


