
Drop Course Procedures

2008



Faculty will receive an email that student has submitted a drop request

Faculty will need to login through MyLeo and click on “Drop Class 

Management”



The Faculty’s Role
A list of pending drops for students in courses you teach will appear.

Click “Select” for the student whose Drop you wish to approve or deny.



The Faculty’s Role

A list of completed Drops will appear at the bottom of the page



The Faculty’s Role
If you wish to approve the Drop request, click on the “Approve” button. 

The request will be submitted to the Registrar’s Office for processing.

If you wish to deny the Drop request, click on the “Reject” button. 

A comment screen will appear for you to enter comments for the 

student.

An email will be sent to the student with your denial and comments.



The Faculty Roster
Log in through MyLeo then access Faculty Services.

Enter CWID and click “Go”



Contacts

Office of the Registrar:

Paige Bussell – Registrar – Paige_Bussell@tamu-commerce.edu

Tamara Lane – Associate Registrar – Tamara_Lane@tamu-commerce.edu

Stacy Gould – Enrollment Auditor – Stacy_Gould@tamu-commerce.edu
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