Dropping a Class

1. Go to HWS Peoplesoft Portal Landing Page and click
on Campus Solutions

NEW PEOPLESOFT PORTAL LANDING PAGE

with the latest refresh of our PeopleSoft environment, completed on June 1, 2018, in an effort to simplify your
experience, you will no longer have to log into the PeopleSoft Portal.

simply select from the list of PeopleSoft environments below and log in using your HWS credentials

NOTE: generally after maintenance, users should clear their web browser cache before logging in. For
instructions on clearing cache, please click here
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2.

Enter your username and password

HOBART AND WILLIAM SMITH
COLLEGES

HWS PeopleSoft Login

I CAMPUS SOLUTIONS

HUMAN RESOURCES

FINANCIALS

Use the link above to access the
following information:

STUDENTS

= View Class Schedule

= View Student Record

- View Grades

= View/Pay Your Bill via Nelnet

Use the link above to access the
following information:

EMPLOYEES/STUDENT
EMPLOYEES

« Rewview Employee Data

- View Paycheck Information
« View W2 Information

+ Enter/Approve Timesheet

Use the link above to access the
following information:

EMPLOYEES

« View Your Budget Information
« Enter/Approve Purchase
Requests

FACULTY
= View Class Rosters

Information

* View Advisee Information
= Submit Grades

3. A new window should appear. Click on Main Menu
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HOBART AND WILLIAM SMITH
COLLEGES

Main Menu =

Favorites
v

Enrollment:
MainvMenu

Search Menu:

{3 Share My Info
[ Self Service

Droo Classes
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4. Click on Self Service, then Enrollment, then

3 Class Search [ Browse Catalog 3

03 Academic PlanniV 3

(1 Enrollment

B3 Campus Finances [ Enroliment Dates

3 Campus Personal Informa E] My Class Schedule

3 Academic Records E] My Weekly Schedule

{3 Degree Progress/Graduati, Enrollment: Add Classes

£ Transfer Credit Enrollment; Drop Classes |

5. A page displays your classes for the term. Check the
box in the Select column next to the class you wish to
drop. Click Drop Selected Classes

| Search | Plan ” Enroll ” My Academics
| my class schedule H add H drop H swap || edit ‘ term information ‘
Drop Classes E
1. Select classes to drop
Select the classes to drop and click Drop Selected Classes.
Spring 2016 | Undergraduate Degree | Hobart and William Smith
4 ® A
|Se|ect Class ] Description [ Days/Times Room ] Instructor IUn'rtsIStitus|
Film Histories 11
ENG 282-01 We 12:20PM - |Albright
o |(1930-1950) S E. Lyon 1.00 o
6063 ( =) 4:25PM Auditorium

| DROP SELECTED CLASSES |I

Drop Classes

6. On the confirm your selection page, click
Finish Dropping

2. Confirm vour selection

Click Finish Dropping to process your drop request. To exit without dropping
these classes, click Cancel.

Wemolied  @Propped
=
Class Description Days/Times Room Instructor | Units |Status
ENG 282-01 (F;_';"ag_ii:s';s ' lwe 12:20eM - |Albright el 1.00| o
(6063) ol 4:25PM Auditorium [~ 7O :
CANCEL PREVIOUS | FINISH DROPFPING I

7. Another confirmation page displays, confirming that you were successful in dropping the course

Drop Classes

3. View results

CH=-E

View the results of your enrollment request. Click Fix Errors to make changes to your request.

¥ Succes X
[ctass i status |
[ Success: This class has been removed from your
| i schedule. v

MY CLASS SCHEDULE




