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CANCELING A SECTION AFTER
REGISTRATION HAS OPENED

1. Loginto Coursedog. Select Scheduling as your product.
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From the Requests dashboard, click “+CREATE REQUEST”
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4. This will open a dialog box prompting you to select either “Rule Exception” or “Section Change

or Preference Form” from the drop-down menu/ To cancel a section, select “Section Change”
then click “CREATE REQUEST.”
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5. Here, select the term in which the canceled section is listed, then select “Edit Section” as the

Type of Change. Then you will be able to search for the course:
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6. After you've selected a course, you will be prompted to select the section that you want to

cancel. Once you've select
populate below.

ed a section from the drop-down menu, the section information will

New Request » Section Change

bection Change requests allow you to request edits for
B particular section. First, select a section, then make a
edits in the input fields below.

Term
Spring Semester 2025

Type of change

Edit Section

N

Select a course

BIOL1010 Introduction to Biology
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Why are you making this request?
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The changes you request below will show up here.
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Enter a short explanation for your request to cancel this section - this does not need to be highly

mation to make it clear to the approvers office why you are canceling
”, “adjunct no longer available”, etc.).
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8. Next, scroll down to update the necessary fields in the “Current Section Information” portion of

the page.
a. Change the Section Status from “Active” to “Cancelled”
Section Status 0
Set Status =

\ )
Cancelled

b. Remove the meeting days/times from the Meeting Patterns & Time blocks field by
clicking the button that appears to the left when you mouse over the meeting row.

(@© Meeting Patterns & Timeblocks
\ DAYS START END ROOM START DATE END DATE
© TuandTh 10:25 AM 11:40 AM Not set 08/28/23 12/15/23

+ MEETINGPATTERN WX [™) SETDETAILS

c. Remove the instructor from the section by clicking the button to the left of the

instructor’s name.

2 Instructors
James Carter (Primary - 100%)
Q e CONFLICTS PREFERENCE FIT
100%

o

+ INSTRUCTOR == SETINSTRUCTORROLES &DETAILS *

d. Under Enrollment Settings, update the “Enrollment Capacity” to zero.

@ Enroliment Settings
Actual Enroliment

Enrollment t Capacity EEEEE]

"0 :} 30

9. Scroll back to the top of the page and click “SUBMIT REQUEST.”

a. Note: if the class has students enrolled at the time you are submitting the request to

cancel it, you will see the below alert:

This section is violating Alert: Cancelled Status when Enrollment is Greater than O: Please note that there are students enrolled in this class section. It is the responsibility of the department to notify registered
students of the class cancellation. Departments should save a copy of the roster before submitting this request to have the list of students to notify. The Registrar's Office does not send notification to students

“This section is violating Alert: Cancelled Status when Enrollment is Greater than O: Please note that there
are students enrolled in this class section. It is the responsibility of the department to notify registered
students of the class cancellation. Departments should save a copy of the roster before submitting this
request to have the list of students to notify. The Registrar's Office does not send notifications to students.”
This message will not prevent you from submitting your request but is intended to
remind you that the department should notify students of the cancellation, and that we
recommend saving a copy of the roster for this purpose prior to submitting the cancellation

request.

OTR 12/2/2025



