University at Buffalo The State University of New York Undergraduate Advising: Step-By-Step Guides

Dropping or Resigning Courses via Web Registration:

Before you drop or resign a course, here are some things that you should take into account:
Knowing Drop and Course Resign Dates

The dates for the drop/add/resign period can be found in the SRC student calendars:
http://src.buffalo.edu/calendars/index.shtml

Financial Liability Dates:
The Financial Penalty Period begins at the end of the first week of the semester:
http://src.buffalo.edu/studentaccount/liability.shtml

The Drop Period for Fall and Spring semesters concludes at the end of the second week of classes for the
respective semester. The Resign Period for Fall and Spring semesters, where a grade of “R” will appear on
your transcript is from the third to the eleventh week of classes.

Full Time Status. A student needs to have 12 credit hours to be considered a full time student. If you are
going to fall below 12 credit hours you should discuss possible ramifications with your advisor.

Financial Aid Implications:
If you receive financial aid, you should discuss the impact of falling below 12.0 credit hours upon your
continued eligibility to receive financial aid.

Summer Drop/Add, Financial Penalty, and Resign Dates
Refer to the Summer Class Schedule
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Dropping, Or Resigning From A Course

When connecting to a computing resource at UB, you are required to authenticate
(prove that you are a valid user with rights to resources) to the server that you are
trying to connect to. The website for MyUB is: | http://myub.buffalo.edu

To begin enter your UBit username and password. If you are having trouble with your
UBIit Username and Password, contact the| CIT Help Desk at 716-645-3542.

@
1. Enter your ) =

UBit Username _
Connecting to MyUB
Iser name: 7 | ol |
2. Enter your Bassword: |
UBit Password [ |remember my password
[ (] 4 l [ Cancel
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MyUB Home Page

3.

Click on the
Academic/
Courses link
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o Computing Workshop — Intermediate
PowerPoint. 10:00 a.m. - noan.
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MyUB Academic/Courses Page
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My Courses

You are not registered

o fAcadernic & student calendars k\ 4. '
o Add/drop or resign courses

Web Registration

Click on this link to:

» Add/Drop, or Resign a course

* View Real-time schedule

 See if you have any checkstops. =
Some checkstops prevent you
from dropping/resigning courses
as well as adding them. If you
have questions about the
checkstops that are on your
academic record, speak to an
academic advisor.
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Logging Into Web Registration

The Web Registration System resides on a different server than MyUB. Therefore you
will need to authenticate again to access Web Reg.

5. Enter your

UBit Username _ -
Connecting to Web Registration
Iser name: 7 | wl ..
6. Enter your Eacamord; |
UBit Password [ |remember my password
[ (] 4 l [ Cancel

10/26/2006



Slide 6

Dropping A Course: Finding the Registration Number

MyUB Web Registration

Main Menu

Logged in as: VictorEBull

A 4

Not VictorEBull? Press exit below

If you do not see your Username, Click exit,
close the browser. And login again.

Refer to|Manage Your UBit Name

Finding Drop/Add and Course Resig
dates listed in|SRC Student Calendars,
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|SRC Homepaqe.| You also need to be aware of

Add/Drop/Resign View Schedule Update Intended Majorl Check Registration
Courses Window
\ 7. 1
»  Exit |

If you want to drop or resign a course, you will
need to find the six-digit registration number for
that course. You will find this number on the
View Schedule.

For this example, we will drop the course

MTH 121: Survey Calc & Appl 1

n Dates: You can find|Drop/Add, Resign Course
the Need To Know Section of MyUB, and on the
Financial Liability Dates.
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Select Semester & Year

Semester Selection

Choose Semester & Year

Based on the
transaction that you

want to carry out, Semester: select a Semester
you will be asked

| 8a

Select semester

i Lh

to select the
semester and year. Year: Year | Y| ————1 |8

Select year
If you have a
Checkstop |the next Continue | < 8c. ‘ Click on Continue
screen you see will T When you click
display that Continue, the next

your selection.

Return to Registration Menu | Exit |
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Checkstops

MyUB Web Course Registration

gl ' Checkstop Notification

If you have a
checkstop, it will be You have the following checkstop. You may only drop courses.
listed here:
To see a list of the Checkstop: B
types of checkstops,
and where to go to
resolve them, refer to Checkstop Information
Checkstops . . .
D A checkstop is used by the University to prevent student enroliment

or release of student records, including diplomas, certifications, or

Some checkstops : ) o
P transcripts until obligation has been addressed.

prevent you from
drop/add/resign,

P o your
advisor.

Continue | Exit |

9a. Click on Continue I
10/26/2006


http://src.buffalo.edu/register/checkstops.shtml

Slide 9

View Schedule

View Schedule

Your Fall 2006 Schedule
Last Day To Add Fall

234567 MTH 121

<<<>5>> 0 MTH 121
654321 ENG 101
<<<>>>> | UGC 111
765432 UGC 111
345678 BUF 181

MyUB Web Registration

10.

Title
Intro to Psychology

Survey of Calc&Appl 1
Survey of Calc&Appl 1

Writing 1

World Civilization |
World Civilization |

Pierce Arrow: Buffalo’s
Luxury Car Maker

This is the course that you want to drop. Copy or write
down this number, and return to the Drop/Course button

006 Courses is Friday, September 8, 2006

Sec | Type
Z LEC
A2 LAB
A LEC
WA LEC
X REC
X3 LEC
LEC

Navigation

View Schedule

View Open Courses

Hours
3.0

0.0

4.0

3.0

3.0

0.0

4.0

Days
MWF

TR

MWF

MW

TR

Time

9 -9:50

1-1:50

11-12:20

1-1:50

10 - 10:50

3-3:50

3—-4:50

Location
Park 110

Park 330
Capen 4

Clemens
20

Knox 12
Park 530

MFAC 10

Instructor

S. Feeling
C. Wing
V. E. Bull

M. Twain

O. World
A. Tiquity

D. Car

Return to Registration Menu

Exit
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Dropping A Course

Course Selection Menu

Enter the Registration Number
12b. 12a.

Select the Course Registration Number: 234567 | “—— Enter the
Drop/Resign six-digit
Course button Add or Drop Above Course registration
number of

‘ QO Add Course the course

that you
want to
drop

> Q Drop/ Resign Course

Results

I > Submit |

Reg. Number Course Hours

Results of your 234567 MTH 121 4.0
transaction: Course & 1 Chained Course Dropped

12e. View Schedule | View Open Courses | Return to Registration Menu | Exit |
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Viewing Your Schedule: After Dropping A Course

MyUB Web Registration

View Schedule

Your Fall 2006 Schedule
Last Day To Add Fall 2006 Courses is Friday, September 8, 2006

Reg # Course Title Sec | Type | Hours @ Days Time Location Instructor

123456 PSY 101 Intro to Psychology Z LEC 3.0 MWF @ 9-9:50 Park 110 S. Feeling

654321 ENG 101 Writing 1 WA LEC 3.0 MWF @ 1-1:50 Clemens M. Twain
20

<<>>>> | UGC 111 World Civilization | X REC 3.0 MW 10 - 10:50 @ Knox 12 O. World

765432 UGC 111 World Civilization | X3 LEC 0.0 W 3-3:50 Park 530 A. Tiquity

345678 BUF 181 Pierce Arrow: Buffalo’s LEC 4.0 TR 3 —4:50 MFAC 10 D. Car

Luxury Car Maker

12§ You will notice that MTH 121 does not appear on your Schedule. If you decide to leave a
course after the Drop Period, you need to know the dates for the Course Resign Period.

See next slide, to see how a Resigned Course is displayed on your schedule. Always print

out a copy of your schedule, after you have made changes.
e e e e e e e e
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Viewing Your Schedule: After Resigning From A Course

MyUB Web Registration

View Schedule

Your Fall 2006 Schedule

Last Day To Add Fall 2006 Courses is Friday, September 8, 2006
Reg # Course Title Sec | Type | Hours @ Days Time Location Instructor

123456 chology Z LEC 3.0 MWF @ 9-9:50 Park 110 S. Feeling

234567

MTH 121 **RESIGNED***

<<>>>> 0 MTH 121 ***RESIGNED***

654321 ENG 101 Writing 1 WA LEC 3.0 MWF 1-1:50 Clemens M. Twain
20
<<<>>>> | UGC 111 World Civilization | X REC 3.0 MW 10 -10:50 | Knox 12 O. World

765432 UGC111 | Worll 12g. A resigned course will remain on your academic transcript. friquity

245678 | BUF 181 | Pierce Arrow: I I WI|| also appear on Your Grad_e Report, but the course
Luxury Car Ma Will not be used in the computation of your grade point

average. (View|sample Grade Report)

Navigation

View Schedule View Open Courses | Return to Registration Menu Exit
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