University of
Northernlowa

Canceling a Graduate Application Job Aid

CS — Canceling a Graduate Application

Complete the below action when a student requests cancelation of their application. Follow the

appropriate process based on the application status:
Canceling Graduate Application PRE-Matriculation

Canceling a Graduate Application PRE-Matriculation

Canceling Graduate Application POST-Matriculation (before Registration)

Step Action
1. Access the student’s application. Navigate to: Main Menu > Student Admissions
> Application Maintenance > Maintain Applications. Select the Application
Program Data tab.
Fa\.rnvr'rtes : Mainlﬂenu > Student &dmissions » Application yaintenance > Maintain Applications
( Biographical Details b Addresses Regional . Application Data Application School/Recruiting [
Pam Panther HHHH
Academic Institution: University of Northern lowa Application Number:
Academic Career: Graduate Career Number: 0
Program Data Find | 4 10of1 [»]
Program Number: ] *Effective Date: 07M1/2012 )
=
=Admit Term: 2122 | Q. 20M12FALL Effective Sequence: 1 %3
*pcademic Program: |[NONGRQ, MONGR Expected Graduation Term: Q
*Academic Load; Full-Time - *Campus: AN Q AN
[T Joint Program
Program Status
Status: Applicant Action Date: 071112012
*Program Action:  |APPL (@, Application Action Reason: Q
Last Updated On:  07/11/2012 1:13:04PM By xxxxxx Evaluation
Plan Data Find | ﬂ1 of 1 ]
*Academic Plan: 15VGPRE Q, Hong Kong Pre-MBA Major =
Sub-Plan Data Find | [ 4 o1
*Sub-Plan: Q =]
2, In the Program Data section, click the Add a New Row button
Program Data Find | 4 1of1 ]
Program Number: ] *Effective Date: 071112012 &
@:
*Admit Term: 2122 | Q. 2012 FALL Effective Sequence: 1 9
*Academic Program: [MONGRQ, MONGR Expected Graduation Term: Q
*Academic Load: Ful-Time - *Campus: MAIN Q. MAIN
DJointProgram
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Step Action
3. In the Program Status section, select the following:
e Program Action: WAPP (Applicant Withdrawl)
e Action Reason: BDEC (Before decision) or ADEC (After decision)
Program Data Find | View All 1] 10f2 [ Last
Program Number: 0 *Effective Date: 07M7/2012 |5 =
=Admit Term: 2122 Q. 2012 FALL Effective Sequence: ’_1 %3
*Academic Program: [NONGRZ, MNONGR Expected Graduation Term: Q
*Academic Load: Full-Time - *Campus: WAIN Q MAIN
[T soint Program
Program Status
Status: Cancelled Action Date: 0772012
*Program Action:  [WAPP Q  Applicant Withdrawal | |Acti0n Reason: BDEC @ Before decisionl
Last Updated On:  07/11/2012 1:13:04PN By: s Evaluation
4. Click the Show following tabs icon ¥ to view the Application Student Response
tab.
Biographical Details Addresses Reqgional Application Data Application School/Recruiting @
Pam Panther S
Academic Institution: University of Northern lowa Application Number: e
Academic Career: Graduate Career Number: 0
Select the Application Student Response tab.
Select the reason for the cancelation in the Reason field.
(Il Application Data Application School/Recruiting
Dora Explorer TROOO3
Academic Institution:  University of Morthern lowa e
Academic Career: Undergraduate Application Number: 003008580
Student Response Find | [« 10f1 [
+
{Reason: ool attending another college *Date: 08/20/2010 [ =]
External Org I[}:—l Q Description:
Transfer To: Education v | e
Note: If ACOL (Attending another college) is selected, enter the college in the External
Org ID field. Use the Description box to enter additional details.
7.

Click the Save button = Save

Important: If you received notification directly from the student, communication must be
stopped in CRM.
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Canceling a Graduate Application POST-Matriculation (Before Registration)
NOTE: Step 2 can only be done using Correct History and at this time Joy Thorson is the only person in
Admissions who is able to do this. If she is not available Jennifer Suchan or Patti Rust from the
Registrar's Office would be able to help.

Step Action
1. Remove the term activation for the current term. Navigate to: Main Menu >
Records & Enrollment > Student Term Information > Term Activate a
Student.
Delete the current term activation row by using the Delete Row button. [=]
Fachrites MainTMenu 5 Records zncTIEnruIIment 5 Student TerrTr Inforrmation 3 Term Activate a Studert
Znrallment Limit Sludent Session Terms In Residence Term Contral Dates Externzl Study
Parm Panlhie [LRERIEIEERTY ﬁ?'_'l ;I
Hnd | View All (414 or2 [ Last
Acadomic Carcern Graduate
Find | View All [l 4 ofa D Last
*Academic Institution: UNIGS O Jnivers ty o Morthern lowa = & E'@'
*Term: 2122/ Q012 FALL  Semester  Activation Date: 08/2002012
'emdcntCﬂrccr NEr; P I ’_UO\ Zducaﬁan—ﬁm'. ' lp ' = ™
2. Revoke the student’s admission. Navigate to: Main Menu > Records &
Enrollment > Career & Program Information > Student Program/Plan.
. . = -
Click the Correct History button nmetiiicion
Note: Only authorized staff will have access to correct history.
3. Click the Add a New Row button.

e Add Program Action “ADRV” (Admission Revocation)
e With Action Reason “PMAT” (Cancel Post Matriculation)

Student Program Student Plan Student Sub-Plan Student Aftributes Student Degrees

Rachel M Jones 260560 il 5 5
Academic Career: Graduate Career Requirement Term Student Career Nbr: 0
Find | View All {1016 Last

Status: Cancelled
*Effective Date: ’W@ Effective Sequence: ’_1
|*Program Action: |ADRV Q. Admission Revocation | Action Date: 071712012
| Action Reason: [PHAT & Ccancel Post I'u1atriculati0n| Joint Prog Appr: O

*Academic Institution: UNICS QU University of Northern lowa

*Academic Program: COEGR @,  Education-Graduate IS

*Admit Term: 2112 Q2011 FALL :;;Ti?a‘)t?tll: i:.ltll;:" 00305977

Requirement Term: WQ 2011 FALL Application Program Nbr: 0

Expected Grad Term: | Q *Campus: MAIN Q. AN

Last Updated On: *Academic Load: Full-Time -

By:
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Step Action
4, Access the student’s application. Navigate to: Main Menu > Student Admissions
> Application Maintenance > Maintain Applications. Select the Application
Program Data tab.
Favovr'rtes Main yenu > Student ,3dm155i0n5 > Application flaintenance = Maintain Applications
f Biographical Details b Addresses Regional Application Data Application School/Recruiting [
Pam Panther S
Academic Institution:  University of Northern lowa Application Number: e
Academic Career: Graduate Career Number: 0
Program Data Find | K] 10f1 ]
Program Number: ] *Effective Date: 07M1/2012 ) =
+
*Admit Term: 2122 | Q. 2012 FALL Effective Sequence: |_1 %7
*pcademic Program: |[NONGRZ, MONGR Expected Graduation Term: Q
*Academic Load: Full-Time - *Campus: MAIM Q MAIN
[T Joint Program
Program Status
Status: Applicant Action Date: 071172012
*Program Action:  |APPL (& Application Action Reason: a
Last Updated On: O7M1/2012 1:12:04PM  By: xxxxxx Evaluation
Plan Data Find | [ 4 054
*Academic Plan: 15VGPRE @, Hong Keng Pre-MBA Major =
Sub-Plan Data Find | PP
*Sub-Plan: Q =
5. In the Program Data section, click the Add a New Row button
Program Data Find | K] 10of1 3]
P Number: 0 *Effective Date: 07M1/2012 E;J
rogram Number: ective Date: EE
*Admit Term: 2122 /@ 2012 FALL Effective Sequence: l_'1 %3
*Academic Program: [NONGRQ, MNOMNGR Expected Graduation Term: Q
*Academic Load: Full-Time - *Campus: MAIN G, MAIN
[ Joint Program
6. In the Program Status section, select the following:
e Program Action: WAPP (Applicant Withdrawl)
e Action Reason: ADEC (After decision)
7. Click the Show following tabs icon [*' to view the Application Student Response
tab.
Biographical Details || Addresses || Regional Application Data | Application School/Recruiting @
Pam Panther s
Academic Institution:  University of Northern lowa Application Number: s
Academic Career: Graduate Career Number: 0
8. Select the Application Student Response tab.
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Step Action
9. Select the reason for the cancelation in the Reason field.
(Il Application Data Application School/Recruiting
Dora Explorer TROOO3
Academic Institution:  University of Northern lowa e
Academic Career: Undergraduate Application Number: 00300550
Student Response Find | |ﬂ 10f1 Iﬂ
+
{Reason: kool attending another college *Date: 08/20/2010 [ =]
External Org I[J-:—| Q Description:
Transfer To: Education v | e
Note: If ACOL (Attending another college) is selected, enter the college in the External
Org ID field. Use the Description box to enter additional details.
10.

Click the Save button = Save

Important: If you received notification directly from the student, communication must be
stopped in CRM.
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