Requesting Institutional Withdrawal (GSAS)

This job aid demonstrates how students of the Graduate School of

Arts & Sciences may submit an institutional withdrawal. Students
should be in consultation with their Program Director prior to
submitting their institutional withdrawal request.

Request an Institutional Withdrawal

Complete the following steps.

1.
2.

Log in to Workday at workday.wfu.edu.

In the Search bar on the home page, type Create Request,
then select the Create Request task that appears in the
search results.
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From the Request Type field that appears, select All, then
select Institutional Withdrawal Request.
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4. Click OK.

5. On the next window, complete the Institutional Withdrawal
Request form.
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Student Request to go on Institutional Withdrawal

Describe the Request * | | need to withdraw due to personal health issues.

Please answer the questions listed below.

Are you a Student Athlete?
(Required)

O ve
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Are you an International Student?
(Required)

What was the last day you attended your current classes?
(Required)
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6. Click Submit.

7. Upon submission of the Institutional Withdrawal task, you
will see a pop-up box confirming that you have submitted.
Click the Review Documents button to review the
Withdrawal Notice of Impacts Document. (Alternatively, you
may click your My Tasks in the top right corner of your
Workday window to access and review the document.)
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You have submitted

Up Next: Review Documents

Review Documents

L —

8. After reviewing the document, return to Workday and check
the box next to | agree.

Documents

=, \ithdrawal Notice of Impacts to Students
Document A

Instructions Please review the Withdrawal Notice of Impacts attached.

Signature Statement  Please acknowledge that you have read and understood the Withdrawal Notice of Impacts to Students.

| Agree

Comment

m ( Save for Later ) ( Cancel )

9. Click Submit. Your request will then be routed to the
appropriate administrator.
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