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STEP 1: STEP 2:

* Log into MyAccess * Click on ‘Academics’ first, then
‘Records e-forms’
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STEP 3: STEP 4:

* Click on ‘Add/Drop’ * Enter your ID number & choose
the term
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This is what the form will look like:
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Add/Drop Form | Admin

Personal Details

First Name Middle Name Last Name Person ID *
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Term Code

W20

Use this form to add courses (up to 10), drop a course, or drop all courses.
If you have any questions, contact the Records Office at records@southern.edu or 423-236-2899.

Add Course:

To add a course, click on the drop down menu and choose the course & section you wish to add. Then click “add”.
*For co-op, music lessons, and internships, please use this form.
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Drop Course(s):

Listed below are your currently enrolled courses.

To drop individual courses, click on the "Drop” button on the course line. You can undo this action by clicking "Undo Drop”.

To drop all of your courses, click on the “Drop” button of each course. A warning message will appear to let you know that you are dropping all courses.

Status Course Name Course Title
Enrolled

Enrolled

Enrolled

Enrolled

Enrolled

Audit
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STEP 5:

* You will notice that your
personal information (name and
ID#) is pre-populated for you.

STEP 6:

I SOUTHERN

* To add a class, click on the drop
down menu and choose the
course.

Add Course:
To add a course, click on the drop down menu and choose the course & section you wish to add. Then click "add”.

*For co-op, music lessons, and internships, please use this form.
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STEP 7:

* To drop a course, click on ‘drop’
button on the course line

Drop Course(s):

Listed below are your currently enrolled cou

To drop individual courses, click on the “Drop” button on the course line. You can undo this action by clicking "Undo Drop”.

To drop all of your courses, click on the "Drop” button of each course. A warning message will appear to let you know that you are dropping all courses.

Status Course Nam Course Title Audit Hours
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STEP 8:

* If you wish to leave notes about
your request, enter them in the
‘Student Notes’ box.

Student Signature *

Click to Sign Document




STEP 9: STEP 10:

* Add your signature * Click ‘Submit’

Student Signature * Student Signature *
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