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Overview

 The goal of this presentation is to illustrate the course 

withdrawal flow in MyGJU portal [1,2] from the student 

& school perspectives.

 Withdrawing from a course by a student

 Approving course withdrawal by instructor, chair, dean, 

and registrar.
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Withdrawing from a Course by a Student (1)
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Login to your MyGJU account, go to Other Affairs, 

then click the Withdrawal Requests link



Withdrawing from a Course by a Student (2)
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Click the Add button to add a withdrawal request for a course

Note: To edit or delete a pending request, select it and 

then click the edit or delete button, respectively



Withdrawing from a Course by a Student (3)
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2. When done, click the Withdraw button.

3. Save the text while you are working on it

1. Select the course to withdraw from.

Note: Only the courses registered this semester will show up in the list!



Withdrawing from a Course by a Student (4)
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- After withdrawing the CE 351 course in the previous slide

- You may check the status of the course withdrawal here …



Approving Course Withdrawal by Instructor (1)
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Click on the number of withdrawal requests link to proceed



Approving Course Withdrawal by Instructor (2)
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1. Select 

the 

request 

to 

approve

2. Click the Review button



Approving Course Withdrawal by Instructor (3)
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Click the Return button to return the request to the student for possible deletion

Click the Approve button to approve the request



Approving Course Withdrawal by Instructor (4)
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Status after approval by instructor



Approving Course Withdrawal by Chair
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Click the Review 

button, then Approve 

or Return the request



Approving Course Withdrawal by Dean
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Click the Review 

button, then Approve 

or Return the request



Completing Course Withdrawal by Registrar
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A registrar needs to complete all the withdrawal requests that were approved by deans to 

complete the process and for the requested course withdrawals to be effective. 
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