University of (AHO
Northernlowa

CS — Cancel Undergraduate Application Job Aid

CS — Canceling an Undergraduate Application

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

appropriate process based on the application status:

e Canceling Undergraduate Application PRE-Matriculation
e Canceling Undergraduate Application POST-Matriculation (before Registration)

Canceling an Undergraduate Application PRE-Matriculation

Step Action

1. Access the student’s application. Navigate to: Main Menu > Student Admissions

Program Data tab.

Biographical Details Addresses Reagional

> Application Maintenance > Maintain Applications. Select the Application

Favorites - Main Menu > Studentédmissions > Applicationyaintenance > Maintain Applications

.‘_' Application Data || Application SchooliRecruiing | [

Daora Explorer
Academic Institution:  University of Morthern lowa

Academic Career: Undergraduate
Program Data
Program Number: 0

Admit Term: 2112 Q2011 FALL

*Academic Program: [CBAUG/ &, CBAUG

TROOO3
Application Number: 00300550
Career Number:
Find | 4 4 o1 B
*Effective Date: 08/17/2010 |5 H =]

Effective Sequence: 1 5

Expected Graduation Term: (2152 & 2015 FALL

*Academic Load: Full-Time - *Campus: MAIN G MAIN
[T Joint Program
Program Status
Status: Applicant Action Date: 081712010
*Program Action: APPL @, Application Action Reason: Q,
Evaluation
Plan Data Find | 4 4 of 1 (B
*Academic Plan: 13BBA Q. Marketing: Management Major BA (=]
Sub-Plan Data Find | 4 1 014
*Sub-Plan: Q +[=]
Transfer To: Education hd
2. In the Program Data section, click the Add a New Row button
Program Data Find | 41011 M
Program Number: 0 *Effective Date: 08/17/2010 Eﬂ =
*Admit Term: 2112/ 2011 FALL Effective Sequence: 1 ]
*Academic Program: |CBAUG QL CBAUG Expected Graduation Term: 2152 @ 2015 FALL
*Academic Load: Full-Time = “Campus: MAIN Q. MAIN
[ [T,
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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: 0812012010 [5 El
*Admit Term: 2112/ Q. 2011 FALL Effective Sequence: [ 1 faq
*Academic Program: |CBAUG & CBAUG Expected Graduation Term: (2192 Q4 2015 FALL
*Academic Load: Ful-Time = “Campus: MAIN QL MAIN
[T] Joint Program
Program Status
Status: Cancelled Action Date: 22012010
*Program Action:  [WAPP | .Applicant‘.@ @: BDE(;C;@
4. Click the Show following tabs icon [* to view the Application Student Response
tab.
Biographical Details || Addresses || Regional Application Data || Application SchooliRecruiting @
Dora Explorer TROOO3
Academic Institution: University of Northern lowa Application Number: 00300550
Academic Career: Undergraduate Career Number:
Select the Application Student Response tab.
Select the reason for the cancelation in the Reason field.
(4] | Application Data | Application School/iRecruiting
Dora Explorer TROOO3
Academic Institution:  University of Morthern lowa e
Academic Career: Undergraduate Application Number: 00300550
Student Response Find | [4] 10f1 []
+
@Aﬁending another college *Date: |08/20/2010 [ [#=]
External Org ID:—I Q Description:
Transfer To: Education v Go
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. [=]
-a-'l;:J:e:- Mam :'I'EI'ILI Racords ing Enrolmant Studeant T-zir:.r- D'll'vlrr:'.ur- Tarm Activate 3 Student
8 Ennolbmend Limil Shudant Session Tarms In Rasidence Term Contred Dajes Extamal Study
Pam Parthir Fmmm=z i
Find | View Al 2l aof2 I-.; Last
Academic Career: Undergraduate
Fimd | View All i 1 ora (] Last
*fcademic Instution: UMICS W4 University of Morthem bowa B3 :l
*Term: 2122 O, 2017FALL Semesler  Activation Date: OB20I2012
ﬂ*st*udenltnree-r lipr: r,- 00 EoucalionC
2. Revoke the student’s admission. Navigate to: Main Menu > Records &
Enrollment > Career & Program Information > Student Program/Plan.
Click the Correct History button & Corect istory
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)

B EC TG Saucent Plan | Swudend Sub-Plan | Stucent Aitules | Student Degrees

Fam Panther = iy 3 HEAE
Academic Caresr Urdergraduate Catdar Requitemend Tern Studont Carser NBr 0
Fine | Vieerws A 81 of6 L2 Las
Seatus: Cancelied @}::
- a2 W 5
Effectve Date: in7m2 [§ EMfective Sequence:
I'Prn-ur-lmﬁwbc'n: ADRY A Admession Re.:vr.:.'u-:'r] Action Dabe: oI TR0z
I Action Reason: PLLAT QA Cance P:-_:‘r.l.;“:u'_.nle'.'-nl Joant Prog Appr:
*Academic Institution: WUHNICS S University of Horthem |owa
"Academic Program: COEGR "4 Egucation-Grasuate Rimissions
From Application
Buscrei i 2112 QA zo1iRALL Appiicaton Nbr: DO305977
e—— Application Program Nbr, 0
Refushemadl Teimn: LTRE 4 2011 FALL 2
Expecied Grad Term: | o, “Campiis Ma L uN
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.
Fm;xes Mam ‘r:ienu Student ﬁdrmsnns »  Apphiation tlanrenam:e Mantain Apphcatons
Esgaaphecal Datails Addiessas Ragianal 'mmu N Application Data Apphcalion SchoolRecuiting [
Fam Panther gesang
Academic Institution:  Unkmraity of Normhern lowa Application Bumber; i
Academis Career: Undergraduzts Career Numbear
Program Data Find | 2l yary B
P Homber: 0 *Effective Date: orReiz W
rogram Number: - active Date [ e
"Admit Term: 2122 /@, 201ZFALL Effective Sequence; 1 W H @
*Academic Program: NONGRC, MONGR Expecied Gradustion Tenm: Q
*Academic Load: FullTime = SCAMmpS: WA L WAIN
Jodnt Program
Program Siatus
Statws: Applicant Action Date: oT2012
*Program Actiom:  (APFL O,  Applcation Action Reason: a
Last Updated O OTA172012 113 04PW By Xxsns Evabuation
Plan Data Find | 8l 1001 B
*Academic Plan: 15VLEPRE 0, Hong Kong Fre-NBA Major E EI
Sub-Plan Data Find | 8 4 orq
*Sub-Plan: Q E=HE
5. In the Program Data section, click the Add a New Row button
Program Data Find | Haore ¥
Program Number: 0 “Effective Date: oTrmRe2 M )
* hdmii Term: 212210,  20M2FALL Effective Sequence: 1 o e L
“Academic Program: [NONUGY, NONUG Expected Graduation Term: Q
*Academic Load: Full=Timé = *Campus: MalM T, 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.
Blographical Detalls  Addresses | Regienal Applicaion Data | Application SchoolRecuiting 1:_:_:
Fasn Faniker snmaza
Academic MsHbon:  Unsersity of Morhern lowa Application Humber: SSEEEsEN
Academic Careen Urdenoraduate Carear Numbsar
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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