
How to use the 
Add/Drop e-form



STEP 1:

• Log into MyAccess

STEP 2:

• Click on ‘Academics’ first, then 
‘Records e-forms’ 



STEP 3:

• Click on ‘Add/Drop’

STEP 4:

• Enter your ID number & choose 
the term 



This is what the form will look like:



STEP 5:

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

STEP 6:

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



STEP 7:

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

STEP 8:

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



STEP 9:

• Add your signature

STEP 10:

• Click ‘Submit’


