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“DAWGS” is Western’s on-line student information and registration system.  UM-W students use DAWGS to register 

for classes, change their class schedules (add or drop classes - before a term begins), look at final grades and transcript 

information, change their program of study, update local address and phone information, access self-serve enrollment 

verification services, look at their class schedules for a term, etc.  More information about DAWGS is available at the 

UM-W website.  You’ll need the following security codes to access DAWGS (dawgs.umwestern.edu): 

     --User ID (SSN or Student ID), 

     --PIN (initially your birthdate in MMDDYY, you are prompted to change your PIN periodically for security         

purposes), 

     --Alternate/Advising PIN (this number which changes each term, is necessary only if you are registering or 

changing your class  schedule on line). 

You can access DAWGS from any internet-connected PC.  Students should become familiar with how DAWGS works 

and use this valuable service often.  CAUTION:  identity theft can have serious consequences, students are urged to use 

caution when providing personal information via the internet and should always log-off and close the browser after 

they are finished working on-line. 

 

Changing Classes – Adding-Dropping-Withdrawing 

Students are responsible for making informed enrollment decisions and for timely notification of enrollment changes 

they wish to make!  Note calendar and procedural differences between traditional schedule classes and X-1 

“block” classes!  Walking away from a class or from the university does not constitute an official DROP or 

WITHDRAWAL!  Conversely, simply showing up for or attending a class does not constitute an official ADD or 

REGISTRATION!  Official action must be taken by a student to register for, add, drop, or withdraw from a class or 

classes offered by UM-W.  Class schedule changes must be completed in a timely fashion and according to procedures 

outlined below.  Students changing to/from Audit status should contact the Registrar’s Office (406 683-7371). 

 

Student class schedule changes are grouped into three different categories depending upon when the change takes 

place.  Student class schedule changes can occur:  (1.) BEFORE classes start;  (2.) AFTER classes start but before the 

published deadline; and,  (3.) AFTER THE DEADLINE for such action; review AY calendars for appropriate dates 

and deadlines. 

 

ADD - DROP - CANCEL --- BEFORE the Semester/Term Begins 

Access DAWGS (www.dawgs.umwestern.edu) and make the needed changes, OR, complete and submit a Student 

Class Schedule Change Form (available at the Registrar’s Office or on-line at:  www.umwestern.edu), OR, submit 

written notification (sign and date the letter, include your student ID number/SSN and all other pertinent information) 

to the Registrar’s Office (UM-Western, 710 South Atlantic, Dillon, MT  59725).  Students attempting to ADD a closed 



or restricted class must complete a Student Class Schedule Change Form and secure written approval of the course 

instructor when submitting the change form. 

 

ADD - DROP - WITHDRAW --- AFTER the Semester/Term Begins AND BEFORE the Appropriate Deadline 

(see academic calendar) 

Once a term begins, all student class schedule changes including withdrawal from college, begin and end at the 

Registrar’s Office. 

1.  Complete an ADD-DROP-WITHDRAWAL FORM (available at the Registrar’s Office; incomplete forms will be 

rejected). 

2.  Secure the necessary signatures/ approvals (instructions on back of Add/Drop Form). 

3.  Return the completed card to the Registrar's Office BEFORE THE DEADLINE FOR SUCH ACTION (see 

semester calendars for applicable deadlines), save ALL enrollment related paperwork for future reference! 

4.  Pay all costs/expenses related to the action taken. 

 

LATE  ADD - DROP - WITHDRAW --- AFTER the Deadline for such Action (review term calendar for 

applicable deadlines) 

These changes do not occur automatically upon request, students must petition for late action; the UM-Western 

Admissions & Academic Standards Committee will decide these issues. 

1.  Complete a POLICY WAIVER REQUEST FORM and an ADD-DROP-WITHDRAWAL FORM (available at the 

Registrar’s  Office; incomplete forms will be rejected). 

2.  Secure the necessary signatures and approvals (instructions on back of Add/Drop Form). 

3.  Secure documentation to support/verify the existence of extenuating circumstances, which might have prevented 

timely action  (examples:  illness, family emergency, non-attendance, registration errors); only in verifiable and 

pertinent cases of emergency or extenuating circumstances are post-deadline schedule changes permitted, reasons for 

late submission must be fully explained and justification well-documented. 

4.  Return completed forms and documentation to the Registrar's Office WITHIN ONE YEAR of the end of the term in 

which  affected course enrollment occurred (make & save copies of ALL enrollment related paperwork for future 

reference); the Academic Standards Committee will review and decide on requests for late action. 

5.  Pay all costs/expenses related to the action taken. 

 

REFUNDS – ALL refunds are handled through the UM-Western Business Office.  The amount of refund an individual 

receives is based upon when an official drop/withdrawal is processed and the class load remaining after processing 

student class schedule changes.  Students are advised to review the academic calendar carefully, to take timely action, 

to follow through to completion of action to change their class schedule, and, to contact the Business Office (406 683-

7101) with questions about refunds. 

 



UNIVERSITY REGISTRAR’s OFFICE SERVICES 

The UM-Western Registrar’s Office provides assistance and answers to questions about: 

-academic and enrollment related policies and procedures 

-applying for graduation 

-athletic eligibility 

-changing your class schedule (add/drop/withdraw, or change to/from audit status) 

-changes to student information (address or phone number changes, change program of study, record name changes, change academic 

advisors) 

-commencement and commencement-related activities 

-contents of a student enrollment file 

-earning college credit for CLEP, Advanced Placement, military training programs and other non-traditional learning experiences 

-enrolling in independent study of directed study courses 

-grades and grading 

-grade point averages 

-grade changes 

-graduation requirements 

-how to use DAWGS (the university’s on-line student information system) 

-Montana residency 

-policy waivers, variances from published policies and procedures 

-registration 

-requests for enrollment verifications 

-summary enrollment information for UM-Western 

-transfer of credit issues 

-transcript service 
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