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Processing Withdrawals and Cancellations 
Important!  Before withdrawing or canceling a student, check to see if they are a student athlete. 
If they are a student athlete, refer to Diane Wallace for processing.  
 
Purpose: withdrawals or cancellations can be entered for a term or session on a student-by-
student basis through the Student Records Term Withdrawal process. When you withdraw or 
cancel a student from a term, the process performs a series of session withdrawals or 
cancellations to complete the term withdrawal or cancellation. A student cannot be cancelled 
from a session, and therefore a term, in which grades have been posted. The system prevents this 
with an error message and does so because enrollments for cancelled terms and sessions are 
always excluded from the transcript. Withdrawals can be processed when grades are present, 
however the classes with grades will be excluded from the process. A warning message appears 
when you select the withdrawal code for a session or term where grades are present.  
  
The following instructions describe how to withdraw a student from a term.  
 

Step Action 
1. Navigating to the Term Withdrawal page. Select:  Main Menu › Records and 

Enrollment › Student Term Information › Term History 
 

 
 
 

2. Enter the desired search criteria.  Check the Include History box. Click the Search 
button. 
 
Result:  The Term History page displays, with the Term Statistics tab showing. 
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Step Action 
3. Click the Term Withdrawal tab. 

 

4. Select the desired value in the Withdrawal\Cancel  field: 
• Cancelled – Used if student cancels prior to the term start date 
• Withdrew – Used if student withdraws once the term has started (on and 

after the first day of classes) 
 

 
 
Notice once the Withdrawal\Cancel field is populated, the Post Term 
Withdrawal button becomes active. 

5. Select the appropriate reason for cancel or withdrawal in the Withdrawal\Cancel 
Reason field.  Values: Death, Health/Medical, Military, Non-Payment of Fees, Not 
Continuing Education, Other/Unknown. 
 

 
6. Select the following dates: 

• Withdrawal\Cancel Date 
• Last Date of Attendance

7. Click the Post Term Withdrawal button. 

 
 
Result:  The Success link displays. 
Note: If the post is unsuccessful, use the Term Withdrawal Run Status page to 
view the status. 
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Step Action 
8. Click the Success link.   

 
Result:  The Term Withdrawal Run Status Page displays. 

9. Uncheck the Eligible to Enroll box on the Term Activation Page.  Click the Save 
button. 
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Viewing Term Summary – In Student Services Center, on the Academics tab, the Term 
Summary section displays the withdrawal information and classes display “Dropped” status. 
 

 


