
MUW Electronic Forms  
Students can add and drop classes automatically up to the 5th day after classes start. See 
Academic Calendar for dates. 

 

 

Once the last day to add/or register for classes automatically passes, the students will need to fill 
out forms to add/drop/withdraw from classes through a form process that requires the student to 
get permission to change their schedule or withdraw from the university. Students will still need 
to check the Academic Calendar. Please make sure students have an assigned advisor and are 
in the correct major.  If they are not assigned an advisor, the system will prompt an error 
and will ask them to call their Major’s department. If they are changing majors, they will 
need to complete a Change of Major form first. 

Students can access the forms by signing into the portal and clicking on Banner Web. From there 
they will need to select Student Services. 

 



Under the Student Records, students will see a list of links. The change of major, drop request, 
and withdrawal forms are listed. 

  

 

Student will fill out the forms and sign the request. The form will be sent to the advisor and chair 
for approval. The Late Add and Withdrawal requires the Dean’s signature before going to the 
Registrar’s Office. The Registrar’s Office will process the forms. Students should check their 
Banner Web to make sure their account is up-to-date. The incomplete form and the late add form 
are on the faculty services tab. Faculty will initiate these forms along with the student’s 
permission. 

 



 

Student will fill out the 
top part of form. Enter 
the CRN SYM NUM 
SECT of the courses 
they wish to drop. Sign 
and submit the request.  

The request will come to 
the advisor in an email –
MUW Form Email. The 
Advisor MUST check 
the form and then 
approve or disapprove 
the form.  

Next the form will be 
sent to Dept. Chair for 
approval or disapproval. 

Form will be sent to 
Registrar’s Office for 
processing and sending 
notifications. 



 

 

This form can only be used 
when the student can 
longer register for classes 
per the Academic 
Calendar. Students MUST 
work with their advisors to 
get permission to add 
courses in various 
departments BEFORE 
completing this form.  

Advisors will fill out form 
with student information at 
the top and add the classes. 
The advisor will get a 
confirmation email to 
approve or disapprove 
pending the permission of 
the various departments. 
Advisors please indicate 
that you have corresponded 
to the departments before 
approving form. 

Department Chairs will 
approve or disapprove. 

Registrar will process 
request.  

It is the responsibility of 
the student to check their 
schedule and to contact 
each of their instructors to 
see what work they have 
missed. 

Advisor 
should fill in 
their name as 
the one who is 
initiating the 
form.  



 

 

After the student submits the form, it goes through an approval process by email. Each person in 
the chain will be notified. 

 

Student will fill out form 
and answer the questions. 
Click submit. 

The approval process 
starts with the advisor 
and ends with the Dean 
before going to the 
Registrar’s Office. The 
student will be notified 
when they have been 
fully withdrawn from the 
University. 


