
 

Faculty Administrative Drop Request 
1. Log in to your myCI Account 

a) Open your browser and go to https://myci.csuci.edu and click on the myCI icon. 

b) On the sign-in page: 

i) Enter your Dolphin Name* (ex. first.last) 

ii) Enter your Dolphin Password* 

iii) Click on "Sign in" to log in. 

*Both are case sensitive. 

2. Once logged in, navigate to the Class Roster for the course you would like to request an 

Administrative Drop for. 

a) Verify the Term, Course, and Section are correct 

  
3. Once on the Class Roster, navigate to the Administrative Drop link for the student that you 

would like to request a drop for and click it. 



 

 
4. On the Administrative Drop page, verify the ID and Name of the student for which you want to 

request an Administrative Drop.  

a) Once you have verified, select the reason you are requesting an Administrative Drop. 

i) Attended Req Not Met: Student attended at least one class, but did not meet additional 

attendance requirements 

ii) Enrollment Req Not Met: Student attended at least one class, but did not meet enrollment 

requirements* (e.g., course pre-requisites, preparation) 

iii) Never attended: Student never attended the class 

 



 
5. If a Last Date of Attendance is required, please enter the date the student last attended the class. 

a) Click Submit to send out the Administrative Drop Request 

 
6. After submitting the request, you will see the Administrative Drop requested for the student, 

along with who submitted it and when.  

 



 
7. Once the Drop request has been processed by the Registrar’s Office, you will receive 

notification from them.  

 

 

 

 

 


