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Description: This quick guide demonstrates how to withdraw from a course section.
Applies to: Students

WITHDRAW FROM A COURSE SECTION

Students can request withdraw from registered courses in the current academic period based on
specific dates.
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1. Navigate to your Student Profile. Click the profile icon in the top e
right corner of your Workday home page and click View Profile. ﬂ
2. Click your name under “Student” to get to your Student Profile if On befal of ara Syudent
you are a student worker
{} Home
A My Account >
@ ;:JC::\Otnor\Cam\:us :':r:g:;\ey' Worker
Student on Campus | Inactive Student Workers (Hilary Haley (Inherited)) | 2022
Maria Student Athletics Assistant- SSEMP
2022 Athletics Assistant- SSEMP Student
(E) Maria Student |
Student | Sut

Important: If you are a student worker, Workday
defaults to your worker profile. To change the
default see Set Default to Student Profile quick
guide. Click the name with “student” underneath.

3. Click the Academics tab from the menu to see the
Overview tab.
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https://sumail.sharepoint.com/:b:/r/sites/GeneralWorkdayTraining/Shared%20Documents/WS%20Guides%20and%20Resources/G225%20Set%20Default%20to%20Student%20Profile.pdf?csf=1&web=1&e=w8A3I8
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Select Current Classes sub tab.

Select Withdraw.

4
5. Under the My Enrolled Courses, locate the Course Listing you want to withdraw from.
6
4

AcademicHistory  AcademicProgress  ExiemalRecords  RPT2608 STU Regiswation Appointments

English Major BA (BA)

Fall 2023

aE=w. 8E

Crefts  GoadingBasz | Sestan Instructiansl Format Defvery Made Mesting Patters Regisaon Stz astructor Start Date End Dotz
4 e £ 21 Srglsh Lzsrure | Leure inSarszn TTHIE30PM- S45EM |SauyerReen | Aegisiered BI0E/2025 1215020 Withdraw
a7

7. The Withdraw Student Course Registration task will open.
8. Select the Withdraw date.

9. Select the Confirm Withdraw from Course checkbox.

Withdraw Student Course Registration

8 Withdrawal Date 12/15/2023 B ‘ ‘ 88:47:31 AM
Student Maria Studen nglish/Undergraduate (BA) - 08/29/2022 - Active
Course ENG 214 - English Literature Il

Section Registrations for Withdraw 1 item

Section(s)
Course Grading Basis Credits  Withdrawal Grade  Section Instructional Format Meeting Time Location Instructor Start Daf
ENG 214 - English Literature || Graded 4w ENG 214-A - English Literature Il Lecture T_THI3:30 PM-4:45PM Sawyer Room 427 09/05/21

o Confirm Withdraw from Course *|
Alert: You will receive a grade of "W* on your academic record and this might also impact your financial aid, satisfactory academic progress, and expected graduation date. Ensure that this is intentional

10. An Alert will display to notify you that you will receive a grade of “W”.

Alert

1. Confirm Withdraw from Course
You will receive a grade of "W" on your academic record and this might also impact your financial aid, satisfactory academic progress, and expected graduation date. Ensure that this is intentional

11. Click OK.
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The request will be routed for review.

1. To view the status of your request, go 8 s - i

to My Tasks > Archive. Alltems R N

8l4  Advanced Search

2. Select the Registration Withdraw From Last 90 Days

(D Saved Searches v
event for the course you are Redaistration Withdraw Event: Maria Student  12/15/2023
withdrawing from. o rms (T
English Literature Il
Due: 12/29/2023
3. Review the Overall Status of the task. q Arehive 12/15/2023 - In Progress: Maria Student
View Event & T
Registration Withdraw Event: Maria Student - English/Undergraduate (BA) - 08/29/2022 - Active - ENG 214 - English
Literature ||
12/15/2023 - In Progress: Maria Student
For Maria Student - English/Undergraduate (BA) - 08/29/2022 - Active
overall Process Registration Withdraw Event: Maria Student - English/Undergraduate (BA) - 08/29/2022 - Active - ENG 214 - English Literature Il
w Overall Status In Progress
Due Date 12/29/2023
Calendars InUse  Consecutive Days (No Calendars Selected)

4. Click the Process tab.

a. The Process History grid tells you the detailed status of your request and the individual(s)
approving the event.

Process

e Process History 8 items X5 = oo H”

Al
Process Step Status Completed On Due Date Person (Up to 5) Persons
Request Request Step Completed 11/29/2023 12/13/2023

11:24:52 AM
Regquest Approval by Advisor Not Reguired 12/13/2023
Intemational

Reguest Approval by Assistant Dean Not Required 12/13/2023
Request Approval by Dean of Students Awaiting Action 12/01/2023 8




