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How to Approve a Withdrawal Request

Beginning on the first day of instruction, you will receive email notifications informing you that a student has
submitted a withdrawal form for you to review and approve. Please follow these steps to approve your student’s

withdrawal requests.

Sign into CalCentral with
your CalNet ID.

calcentral.berkeley.edu

CALCENTRAL

On your CalCentral
dashboard, under
Advising Resources,
click the link for
eForms Center.

# My Dashboard $ My Finances

Tuesday
To see events from your bCal calendar,
Connect CalCentral to your bConnected

Google calendar account, then Accept.

Show more

My Classes

You are not enrolled in any UC Berkeley

classes this semester.

My Groups

£.% MDP Careers

CENTRAL

Your campus info...anywhere!

Learn More

82 My Campus  # My Toolbox

Setup Notifications

Connect to bConnected ™ El & You have no notifications at this time.

Connect CalCentral to your campus bConnected email, calendar and drive
account.

Student Lookup
Click Connect to ga to a Google page, then Accept to complete the setup with
CalCentral. Show more

Saved Recent

Enter name, UID or SID

Tasks

Unscheduled Complated I Advising Resources I

Other
To manage your personal tasks, Connect CalCentral to your bConnected
Google calendar account, then Accept. Show maore = Service Indicators

= Advising Assignments

m eForms Cenler

& erorms VOrK Lis!

= WebNow Dacuments
® Multi-Year Planner
® My Appointments - Advisor

= Schedule of Classes - Class Search
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3. On the WorkCenter menu, Favorites Main Menu CAL Components Forms GT eForms™ WorkCenter
lick Eval n
click Evaluate a Student B ﬁ'l'l( ﬁ'l e)"T o
eForm. B )
GT eForms ™ WorkCenter O « | GT eForms™ WorkCenter
Class Sch S o

7| Evaluate a Class Sch eForm

CPPSTACK

Q
-]
4

%] Add a CPPSTACK eForm
:' Evaluate a CPPSTACK eForm

%] View a CPPSTACK eForm

Q

Student

| Evaluate a Student eForm I

%) View a Student eForm

Favorites Main Menu

CAL Components Forms GT eForms™ WorkCenter

4. On the next page, click the
left-pointing double arrows Berke]ey S| Searh haachd s
to minimize the left side S & New Window |
menu. Class Sch C o~

7| Evaluate a Class Sch eForm

Evaluate a Student eForms eForm

Search by:

Form ID |Begins V v

Form Type >B~, s W
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5. Enter the Form ID from the

withdrawal email notification Evaluate a Student eForms eForm
you received.

Search by:

6. Click Search.

|me|u [Begins Wih ] |561| I p”

Form Type |Begins Wih |

Form Condition @l
Form Status [Begins Win_v|
Original Operator |Begins Wih /|
Original Date :El:;ais v] [

Last Operator |Begins Wih w

Last Date |Equals w [+

The next page shows the UNDERGRADUATE

message the student sees when T e semeser has b0,

they fill out the withdrawal form. semesteror any future semester

You must withdraw through your college or school
will be processed electronically; you do not need

you may withdraw
cancel your

be billed for that semester's fees and/or receive failing grades. Note: Once instruction

h you are enrolled will be dropped from your schedule, and you will no
you are readmitted.

be eligible to attend for that

's office (undergraduates) or through your major adviser (graduate students). The withdrawal
he Registrar to file a pe

will reflect a Withdraw

7 C|]c|( Next = Impact on your records: No course work shown, but yous
. .

e date of your withdrawal. S for more information

Refunds: Percentage of refunds depends on the effes

irect, Health Professions, or Perkins), the process remains the same as any withdrawal, and you are

HIDDEN INFORMATION

Current academic program and term that the student is eligible to withdraw from
Academic Career UGRD
Term 2168

Eligible Y

mm [0 toid |

© ioncevsty mcI0EON TAVLOR Close (3
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8. Click the Withdrawal UC BERKELEY STATUS
Reason list. The approver
has the ability to change the
Withdrawal Reason. The
reason selected here will
appear on the Term
Withdrawal page under
Term History. Withdrawal | Cancel WOR Q

Undergrad Natural Resources Environ Econ & Policy BS Active

WITHDRAWAL INFORMATION

[] Pro-Rata Eligible

*Withdrawal Reason

Withdrawal Date

Last Date of 03/09/2016 [
Attendance
COMMENTS
0. The Withdrawal Date is the UC BERKELEY STATUS
date the request was _
submitted and is the effective Undergrad Natura Resources Envron Econ & Polcy B Acte

date for the withdrawal.

NOTE: The Withdrawal Date
field cannot be updated.

WITHDRAWAL INFORMATION

[] Pro-Rata Eligible

Withdrawal \ Cancel 'WDR al
10. The approver can update the T R ]
Last Date of Attendance IWl(hdrawaI Date 08/09/2016 ",I

field. This date is required for [stoate o cevsaors g
all withdrawals.

COMMENTS

NOTE: If a student never
attended, please enter the ez Pz R (IR

date before the first day of
instruction.
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11. Click the arrow next to CRNENT
Comments to enter text In Student’s official last day of attendance was August 7th. - K. Mann
the Comments box.

12, Click Approve.

Favorites Main Menu CAL Components Forms GT eForms™ WorkCenter  eForm

Berk€ley AN v | Search Advanced Search
> v
»

13. Once you Approve, the
form will be routed to the
next level of approval. If you
are the final approver, the
withdrawal will be
processed immediately.

Student ID 3031975818

Phone Type Home/Perm

Email Address v a sinnarkar@berkeley edu

Career and Term Undergraduate, 2016 Fall

G3FORM_ID=561:Pending @ ViewrHide Comments
Undergraduate Routing
Approved Skipped Pending
v Hughes, William Morris 1 No approvers found ® Multiple Approvers
Current Major Roster - » 2% Cument Coliege » Copy EIP Data
WD Roster - WD Rules
08/02/16 - 10:50 PM
Comments
TRANSACTION / SIGNATURE LOG
08/0972016 Sinnarkar,Vaishnavi
9.07-34PM Initiated 20038290 Aniruddha Submit
08/0972016
10:50-07PM 10 1 400 Current Major Advisor 1011335 Hughes, William Morris  Approve

Support:

For questions or assistance, please contact SIS Production Support:
e  Email: sishelp@berkeley.edu
e Call 510-664-9000 (press option 6)
e  Submit a ticket: https://shared-services-help.berkeley.edu/new_ticket/it
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