
How to Drop a Class 



The process is different depending on when you 

want to drop a class. 

If you want to drop a class before it starts, or up until the second day of 

the term, you can drop it yourself following the directions in this 

document. 

 

If it is the third day or later in the term, you can NOT drop a class 

yourself.  Instead for online classes, you must fax your signed request 

to the Online department at 541-885-1139 or send an email to 

online@oit.edu from your Oregon Tech email account.   

 

In the fax or email message, you must give your full name, your student 

identification number (918 number), and what class you want dropped.  

Be sure that you mention that you are requesting to be dropped and 

sign the request if you’re faxing it to the office. 

 
(If you are taking an on-campus class, you need to ask the Registrar’s office how you can 

drop a class.  Contact them at 541-885-1300 for instructions.) 

Never assume that you will be automatically dropped from a course for any reason. 

 

mailto:online@oit.edu


With your preferred Internet browser, visit the 

Oregon Tech homepage and click “Login” 



Enter username and password, then click Login 



Click the link labeled: Web for Student 



After logging into Web for Student, the Main Menu 

displays.  Click the “Student Menu” link. 



The Web for Student Menu displays next.  Click 

the “Student Registration” link to continue. 



Click the “Register, Add or Drop Classes” link. 



Type your advisor pin.  Note that for most online 

students, it is either degree or nadmit. 



If the “View Contact Information” page displays, 

choose the “Update” button or “Information 

Correct” button (bottom of page), as appropriate 



If the “View Emergency Contact Information” page 

displays, edit your contact information or click the 

“Information Correct” button to continue. 



The “Add or Drop Classes” page displays.   



To drop a class, click the down arrow in the column 

labeled Action, select “Web Drop/Delete.” 



Click the “Submit Changes” button. 



The updated “Add or Drop Classes” page displays 

with your current registration.  (This student 

dropped both classes, so no classes are listed 

now.)  Click “EXIT” in the upper right corner. 



Clicking “EXIT” displays this page.  To close your 

browser, click the “” in the upper right. Or, click 

the link labeled “Return to OIT Homepage.” 



Note that you won’t get any confirmation notice 

when you drop a class.  If you don’t see the class 

listed on the “Add or Drop Classes” webpage, it 

has been dropped.  You can also click the Back 

link in the top right corner.  Then click “Student 

Schedule by Class Detail.”  Only the classes that 

you are currently registered for will show here. 

 

Also be aware that if you drop your class after the 

Thursday before the term starts, your class will still 

be listed in Blackboard for the entire term.  If you 

click on the class name though, it will say “denied 

access.” 


