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★ MUST-READ Before Dropping Courses ★

Q1.  What is a course drop application?

- It is the official procedure to drop a course you have already registered 

for when you no longer wish to take it.

During the course adjustment period, you can drop courses directly 

through the registration system.

However, between the adjustment period and the drop period,

please use the ZEUS [Course Drop Application] function.

Q2.  Does obtaining the instructor’s approval automatically drop my 

course registration?

- No. After receiving the approval of the instructor and your academic 

advisor, you must complete the course drop process in ZEUS. If you 

do not confirm within the course drop period, the application will be 

automatically invalidated and cannot be recovered later, so please take 

note.



ZEUS → Courses → Course Drop Request: How to Apply

You must consult with the course instructor and your academic advisor before making a course drop request.

Click ① [Search]> when the course registration list appears, click ② [Drop] for the desired course



After clicking the [Drop] button, the course will be registered to “History.” The handling status will be 

displayed as ① [Draft]. In “Details,” check the ② instructor (multiple instructors: select in from the dropdown). 

Then, ③ enter the reason for your request.

①

②

③

ZEUS → Courses → Course Drop Request: How to Apply



① Click [Save] to save your entry.

Then, click ② [Apply] to automatically send an approval request email to the course instructor and 

academic advisor, completing the application process.

① ②

ZEUS → Courses → Course Drop Request: How to Apply



★ For course drop requests, you must receive the approval of the instructor and your academic advisor and 

personally get to the [Confirm] stage for the course drop to be reflected in your record. The approval of the 

instructor and your academic advisor alone does not complete the registration, and the confirmation process 

is not available after the adjustment period. Therefore, please make sure to complete it within the deadline. ★

① ②

ZEUS → Courses → Course Drop Request: How to Apply



When the approval status changes to [Pending], it indicates your application is waiting for instructor approval. 

Once the instructor approves, the status changes to [Approved], and you can check the approval status by clicking 

[Process].

ZEUS → Courses → Course Drop Request: How to Apply



When your academic advisor approves, the status changes to [Approved].

After the academic advisor’s approval, you must complete the confirmation for the drop to be finalized.

Click [Confirm], and the status will change to [Confirmed].

ZEUS → Courses → Course Drop Request: How to Apply



To cancel a drop request, click [Cancel].

If the instructor has already approved, cancellation may be restricted.

After clicking [Cancel], the status follows suit and changes to [Cancel].

If you want to reapply, click [Apply].

ZEUS → Courses → Course Drop Request: How to Apply



If the instructor or your academic advisor rejects the request, the status will show [Rejected].

Click [Approval Details] to see the rejection date and time.

If you need to request a course drop again, click [Apply] to reapply.

(NOTE: Prior consultation with the instructor and your academic advisor is required!)

ZEUS → Courses → Course Drop Request:       Rejection



Thank You




