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HOW TO SUBMIT A COURSE WITHDRAWAL 

 

1. Login into the SWAN and go to the DUCK. 
2. From the MAIN MENU, click on STUDENT SERVICES 

 

3. Under STUDENT SERVICES, click on Registration (includes drop/add and withdrawal) 

 

4. Under REGISTRATION, click on Drop/Withdraw from Courses 

 

 



2 DUCK Withdrawal Instructions| Registrar’s Office | Clayton State University 

 

5. On the Course Withdrawal Form, click on the action button to initiate the withdrawal. You will also be 
required to indicate a reason for withdrawing. You MUST click on the SUBMIT button to go to the next 
step. 

 

 

 
 

6. Please Confirm Course Withdrawal – you must select NO or YES to complete the process. 
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7. Withdrawal Confirmation - DUCK and CSU email.  

 

Please retain a COPY of your email confirmation. You will be required to produce the email in the event of an 
unlikely grade discrepancy. 

 


