
Course Drop 
Any course that you registered yourself for through Student Planning can also be dropped in Student 
Planning. Any drops completed in Student Planning will be reflected in your schedule immediately.  

Courses dropped through the ‘Course Drop’ form still require processing by the Registrar’s Office. 

The workflow for this form is:  
Student → Department (if course is Major Required) or 
Student → Registrar’s Office (if course is not Major Required) 

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

 
Freshmen should speak with the Dean of Foundation Studies, Joanne Stryker, if they need to drop a 
course. 

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

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

 
Then select ‘Course Drop’: 



 
The form will auto-populate with information for convenience.  

 
Select the course you wish to drop from the dropdown. Once selected the form will calculate your 
credits after the drop is processed.  



 
Click ‘Submit’ to proceed. 

 
Students are not permitted to drop their major required courses without consultation first with their 
departments, as this could result in a student being off-track and unable to take courses that are offered 
in a particular sequence.  
You can check the curriculum table for your major in the Course Announcement for details regarding 
major required courses. If you have any questions regarding which courses are major required, please 
speak with your Department Coordinator or Department Head. 
If you selected a major required course, the workflow will go to your Department automatically for 
processing. You will also see a warning indicating that your selected course is Major Required. 

 
If you did not select a major required course, the workflow will go to the Registrar’s Office for 
processing. 

Once your drop has been processed you will receive an email confirmation. You will no longer be 
registered for the course, and it will no longer appear on your schedule in Student Planning. 

 

https://risdregistrar.wordpress.com/course-announcement/


You can check in Student Planning (ss.risd.edu/student) to see your updated schedule. As a reminder, 
students must be registered in at least 12 credits by the end of add/drop in order to maintain full-time 
status. Failure to maintain full-time status could result in academic probation, financial implications (for 
students who receive financial aid), and/or visa implications (for international students). 

 

If your request is denied, you will receive an email notification stating that. You remain registered in the 
course. There may be comments provided by the Department or Registrar’s Office included in the 
communication: 

 


