
Course Add Request 

 

Students should be in contact with instructors prior to filling out the ‘Course Add Request’ form. 

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

NOTE: Freshmen are not permitted to add courses using this form during Fall or Spring. Freshmen 
will receive an error if they access the form or if they attempt to submit a form: 

 
 

To fill out the Course Add Request form, log into etrieve at etcentral.risd.edu  

 
Select ‘Forms’ from the left-hand side of the Inbox: 

 

 

 



Then select ‘Course Add Request’: 

 
Fill in required fields as indicated. Select desired course by selecting ‘Subject’ first, then ‘Course’, 
then ‘Section’. Provide an explanation to the instructor for why you wish to take this course. Provide 
direction to the Registrar’s Office regarding whether you wish to swap this course with another in 
your schedule. 

 



If you select ‘Yes’ to dropping a course in order to process the add, you must indicate which course 
the Registrar’s Office should drop for you. 

 

This might be the case if: 

1. Your term credit enrollment is over 16 credits (without an approved petition) 
• Students are limited to 16 credits in Fall and Spring semesters. The Registrar’s Office 

will not process registration for students if it puts them into overload and the student 
does not have an approved petition already on file. Students who wish to register for up 
to 18 credits must submit a Credit Overload: Exception to Academic Policy form 
(available here). The form must be approved by the advisor and department head. 

2. The course conflicts with another course 
• The Registrar’s Office will not process the course add if it creates a schedule conflict. 

3. You want to drop a course for any reason ONLY if the add request is approved 
• Indicate the course in your schedule the Registrar’s Office should drop for you. 

NOTE: If the instructor declines the ‘Course Add Request’ the drop indicated will not be processed. 
It will only be processed in conjunction with an approved ‘Add’. 

Once your form is ready, click ‘Submit’ to send the request to the instructor of the course. 

 
If the instructor approves, you will receive an email indicating approval: 

 
The form will now route to the Registrar’s Office for processing. 

 

 

 

https://etcentral.risd.edu/#/form/34


 

Once the Registrar’s Office registers you for the course, you will receive a confirmation email. You 
can now also view the course on your schedule in Student Planning. 

 
 

If the instructor denies your request, you will receive a decline notification. There may be comments 
included as to why your request was denied: 

 
 

 


