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THE ADVISOR INITIATES THE PROCESS 

Log in with your Winthrop username and password 

 

INTRODUCTION 
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THE ADVISOR completes the following student information. 
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The ADVISOR will enter Substitution information.   
Depending on what the exception is the ADVISOR will choose and complete one of the following three application 
types:   
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COURSE TO BE SUBSTITUTED FOR ANOTHER COURSE---OR-----  
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OR----an APPLY HERE  

 

OR- if it is a WAIVER—select and complete the WAIVE SECTION 
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THE ADIVSOR may add any comments and reason for the substitution.  

A “file upload field” towards the final section of the form can be used for any of the exception choices -- substitution, 
apply here or a waiver-- when documents need to be added to go along with the exception. 

Next, select the appropriate APPROVER (CHAIR). 
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The ADVISOR will receive an email to keep a record of the entered information. 

 

The APPROVER (CHAIR) will receive an email with a link to accept or reject the substitution. 
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APPROVER (CHAIR) 
When following the link, the APPROVER (CHAIR) will have to log in with their Winthrop username and password. 

 

Then the CHAIR will need to enter the request ID, supplied in the email, and their email address 
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The CHAIR will click whether or not they approve the request. Next, select the correct STUDENT SERVICES OFFICE for 
final approval. And click submit. 

 

The STUDENT SERVICES OFFICE will receive an email noting the Chair’s approval or rejection. If the Chair and Student 
Services Office both approve, the STUDENT SERVICES OFFICE should forward the email to the appropriate RECORD’S 
TEAM MEMBER (per alphabet assignment) to process the substitution. 

 

 


