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Request Cancelling a Section 

 

1. Log in to Coursedog Log In. If prompted, select Scheduling.  

 

2. Select Requests from the Scheduling Management menu on the left. 

 

3. Click Create Request. 

 

4. Select Section Change. Then, click Create Request. 

 

A. Select Section Change from the Request Type drop-down menu. 

B. Click Create Request. 

https://app.coursedog.com/#/login?continue=%2Fdashboard%2Fhome
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5. Create the Request 

• Select a term from the drop-down menu.  
• Set the type of change to Edit Section.  
• Select the course you want to cancel and select the section to cancel.  
• Enter a reason for canceling the class, and if the course has students 

enrolled. 
• Then scroll down the page to proceed to the next steps. 

Do not click Submit Request at this time.

 

 

6. Scroll down to the Class Status card and change the Class Status to Cancelled.  
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7. When the Class Status is changed to Cancelled, a red message may appear at the 
top of the screen detailing the next steps to properly cancel the class. 

 

8. Scroll down to the Meeting Patterns & Rooms card and delete the current meeting 
pattern(s). Hover over the meeting pattern(s), then click the minus sign that appears. 

 

9. Scroll down to the Instructors card. Delete the current instructor(s) by clicking the 
minus sign next to their name(s). 
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12. Scroll back up to the top of the page and click Submit Request. 

 

 


