
Office of the Registrar 

How to Drop/Withdraw a class via Schedule Builder 

Please follow the steps in the table to drop/withdraw a class. 

Step Action 

1 • Log into CUNYfirst: https://home.cunyfirst.cuny.edu
• Go to "Student Center"

2 • Access Schedule Builder via Student Center:

A - Select Student Center B - Select Schedule Builder 

3 Select Semester for Course(s) to be Dropped/Withdrawn 

4 Click on the trashcan for the course to be dropped. To undo the action click the 
trashcan again.



Step 

5 Click "Continue" to finalize dropping/withdrawing the class: 

6 Click "Do Actions" to finish dropping/withdrawing the class: 

7 Tuition and Fee Agreement 

Before completing any enrollment actions (add, drop, or swap), the following user agreement will 
show. There will be the option to acknowledge  ‘I,agree. to the terms via the provided link ( 
https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-
student-liability/#general-policies) in order to proceed with enrollment or can select ‘Cancel’ to 
return to the schedule results page without enrolling.

https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-student-liability/#general-policies
https://www.cuny.edu/about/administration/offices/legal-affairs/university-tuition-fee-manual/v-student-liability/#general-policies


8  You should get a result of “Dropped”, and in case of withdrawal you will see this 
message: "You have given a grade of W for this class". 

Please note: 
Refer to the Academic Calendar for Drop/Withdraw Deadlines

Withdrawing from a course may impact your financial aid and academic progress. It is 
strongly recommended that you consult with an academic advisor and financial aid 
before making any changes.




