
Your initial indication that you have a student requesting a Reduced Course Load will be an email like this. 

You will see the student’s name and last four digits of their university ID number. Click on the link provided 

and you will be routed to iStart (you will need to CAS Authenticate). 
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Once CAS Authenticated, you will see a list of students who have routed eForms to your attention. Simply click 

on the link for the record you wish to evaluate.  
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You can review 

what the student 

has submitted in 

his/her eForm by 

click on the link. 

(Contents dis-

played on page 4) 

Please let us know 

how you feel about 

this request. It is OK 

to answer ‘No’ to 

these questions if 

you do not support 

the statement. We 

do ask that you  

include additional 

information in the 

Comments section 

if needed. Don’t be 

alarmed if you get 

an email from an 

OIA advisor with 

additional         

questions. Just click 

‘Submit’ when you 

are finished. 

 

We do appreciate 

your time and 

attention to these 

requests! 
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If you click on the “Reduced Course Load Academic Reason” link from the previous screen, you will see a table 

set up like this one. If the student selected this statement as a reason for their need to be enrolled less than 

full-time, you will see a “1” in the second column. This particular student selected all the options.  

Should be your name 

Should be your department 

Should be your email 

Should be your email 
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Once you have submitted the eForm request, you should see the screen above. In addition, you should get an email such as the 

one below. In addition, you will get an email (example on page 6) once the request has been approved by OIA. 
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Student’s name 

Student’s name 

Reason identified 

OIA staff 

OIA staff contact information 


