
Submitting your 
Reduced Course Load Request

in Terra Dotta



Step one: Log into your student Portal
Log into your student portal here:

GLOBAL.SAIC.EDU 

and navigate to “Request Center”



Step Two: Select Request
Select the “Reduced Course Load 
Request” and complete the 
questionnaire



Step Three: upload medical documentation
Upload medical letter 
here.

Letter must be on 
letterhead and signed by 
a Licensed Medical 
Doctor/Psychiatrist or a 
Licensed Clinical 
Psychologist



Step four: upload your unofficial transcript
Log into PeopleSoft and 
download your unofficial 
transcript.

Unofficial transcripts can 
be downloaded by logging 
into Self Service here, 
clicking on "Academic 
Records" and then clicking 
on "View Unofficial 
Transcript" and then 
clicking "Submit" to 
obtain an unofficial 
transcript PDF.



Step five: complete student acknowledgement
Complete acknowledgment, 
contact International 
Affairs if you have any 
questions.



Step six: complete acknowledgement of understanding
Complete acknowledgment of 
understanding, contact 
International Affairs if 
you have any questions.



Step seven: enter required information
Complete the questionnaire 
and enter the name and 
email address of your 
academic advisor 
(undergraduate) or 
graduate advisor or 
department chair 
(graduate), then click 
“submit”



Step eight: wait for approval
International Affairs Approval

Once your academic advisor or graduate advisor completes the 
online form, International Affairs will review the 
information and approve your Reduced Course Load Request and 
will send an email to your SAIC email address confirming your 
approval. We will also provide you a new I-20 with the 
authorization listed on the second page.

Once you receive approval from our office, you may withdraw 
from your course(s). Do not withdraw from any courses before 
you receive approval


