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The ensuing English translation has been facilitated by Al assistance. There may be instances of semantic

deviation or grammatical inaccuracies. Please prioritize the original text and exercise caution in reference.

Application Period: Within one week of the add/drop deadline, on workday 9:00 AM — 12:00 PM and 1:00
PM - 5:00 PM
Procedure: Complete the form — Obtain the instructor’s signature — Obtain the signatures of the department
staff member and department chair — Submit the original form to the
(located on the 1st floor of the Administration Building, to the right of the
Academic Affairs Office) — Students may leave after confirming the information is correct on the
spot. Please allow sufficient time for signatures; applications will not be accepted if all

signatures are not obtained. Students in part-time programs and the Continuing Education

Division (or specialized programs) may contact their department office for assistance.

This form is processed on-site in real time. To expedite the process, please (1) log in to the Single Entry
Service Portal and (2) select “Semester Selected Courses” before approaching the counter. After the
counter staff completes the on-site processing, they will ask you to confirm that your semester course

registration information matches the paper application.

Starting from the 114th academic year, within one week of the add/drop deadline, only students in the
following situations may complete a “Student Report Form” and, with the approval of the course instructor and
the head of the student’s department, apply to the Academic Affairs Office for remedial course registration
(courses that have reached their enrollment capacity cannot be added):

1- Graduating students who cannot graduate due to missing credits from required courses.

2-  Students who have not met the minimum credit requirement for the current semester.

3- Students whose course was canceled due to insufficient enroliment after the add/drop deadline and
who are applying to switch to another course.



