
Instructions 
 
Adding a Class 
- Once registration is opened, each continuing student has an appointment time assigned to begin 

enrolling. Students may add classes through Canelink before the posted deadlines. (Click here for 
the most recent Academic Calendar) 

- If a class is full or requires instructor consent, the student must get permission from the professor 
and the appropriate department to add the class.  

- If there is a time conflict, the signatures of the instructors affected by the conflict is required. This is to 
ensure they have been informed of the conflict and approve of enrollment. (The student MUST provide 
email confirmation from the instructor of the course in which the student will be leaving early from or 
arriving late to) 

- The approval signatures should be placed in the COMMENTS AND/OR OVERRIDE SIGNATURES 
section along with the reason for the override. 

 
Dropping a Class 
Students can drop a class in Canelink until the last day to drop a course without a grade. 

Dropping all classes is considered withdrawal from the university and needs to be done through Cane Success. 
 

*Before students drop a course, they should consider any possible impact on status, eligibility, and services. We strongly 
advise that they contact their advisor, applicable offices such as Student Accounts, Financial Aid, Veterans Services, 
Residential Life, Athletics, and International Student and Scholar Services before dropping below 12 credits. 
 

Completing the Drop/Add Form 
- Students must complete the student portion of the form 
- Students must obtain approval and signature of their academic advisor to: 

o obtain approval for enrolling in over 18 credits 
o determine whether additional forms are required 

- Students must obtain approval and signature of the academic dean to: 
o enroll in over 19 credits 
o backdate add/drop due to extenuating circumstances (reason must be explained in comments section 

above the Dean’s signature) 
- The following will expand on the sections in the Drop/Add form that are numbered 1-6: 

1. TERM (2231) 223 – is the year 2023, 1 – month of January (term began) 
a. Fall 2023 will be 2238 (223- is the year and 8- month of August (term began)) 

2. School/Level/Class – UGMS  
3. Instructor signature required for the following:  

a. Time Conflicts 
b. Class Permission (Instructor’s Consent) 
c. Requisites  

4. Justification required for the following requests: 
a. All retroactive requests 
b. Students must fill in the following statement when taking over 18 credits: “I understand it is not 

recommended to take more than 18 credits and will drop a course as needed or necessary” 
5. Dean’s signature is required for all requests submitted after the drop deadline 
6. Student’s signature is required in order to process any request  

 

The form must include all signatures and completion of each area indicated to be accepted by the Office of 
the University Registrar. The registration changes are not considered complete until the Office of the 
University Registrar has processed the form.

https://registrar.miami.edu/dates-and-deadlines/academic-calendars/index.html
https://success.miami.edu/student-withdrawal/index.html
https://success.miami.edu/student-withdrawal/index.html


 




