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Request overview:  

The New Student Information System facilitates three types of withdrawal requests 

for students: permanent withdrawal, official withdrawal, and compelling 

withdrawal. This manual outlines the procedures for each type of withdrawal. 

 

 

Permanent Withdrawal: 

 

 

 

 

 

 

 

 

 

 

1.  Access the withdrawal menu:  

• Navigate to the home page. 

• Locate and click the menu icon on the left side of the page. 

• Select "My Request" from the menu options. 

• Choose "Permanent Withdrawal" from the submenu. 
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2. Submit the withdrawal request:  

• Provide a detailed explanation for the withdrawal in the designated field. 

• Click "Save" to proceed. Note: Requests cannot be submitted outside of the 

designated withdrawal period. 

 

 

 

 

 

 

 

 

 

 

 

3. Verify the request:  

• Upon saving, you will receive a verification code via SMS. 

• Enter the received code in the provided field. 

• Click "Verify" to confirm the code. 

• Click "Approve" to finalize the request. Note: If your mobile number is incorrect, 

select "Update my mobile SMS" to modify your contact information. 
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4. Monitor request status:  

• After submission, a status line will appear. 

• You can view the approval status of your request here. 

• To cancel the request, select the "Delete" option. 
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Official Withdrawal: 

 

 

 

 

 

 

 

 

1.  Access the withdrawal menu:  

• Follow the same initial steps as for permanent withdrawal. 

• Select "Official Withdrawal" from the submenu. 

 

 

 

 

 

 

 

 

 

 

2. Specify withdrawal duration:  

• Use the provided arrows to select the number of semesters for withdrawal 

(maximum of two). 

• Provide a detailed explanation for the withdrawal. 

• Click "Submit" to proceed. Note: Requests cannot be submitted outside of the 

designated withdrawal period. 
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3. Verify the request:  

• Upon saving, you will receive a verification code via SMS.  

•  Enter the received code in the provided field.  

•  Click "Verify" to confirm the code.  

• Note: If your mobile number is incorrect, select "Update my mobile SMS" to 

modify your contact information. 

 

   

 

 

 

 

 

 

 

4. Confirm withdrawal status:  

• Upon successful submission, a confirmation message will appear, indicating the 

duration of your official withdrawal. 
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Compelling Withdrawal: 

 

 

 

 

 

 

 

 

 

1. Access the withdrawal menu:  

• Follow the same initial steps as for other withdrawal types. 

• Select "Compelling Withdrawal" from the submenu. 

 

 

 

 

 

 

 

 

 

2. Submit the withdrawal request:  

• Provide a detailed explanation for the compelling withdrawal, upload your excuse 

files by clicking on “Upload File”. 

• Click "Add Now" to proceed. Note: Requests cannot be submitted outside of the 

designated withdrawal period. 
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3. Verify the request:  

• Upon saving, you will receive a verification code via SMS.  

• Enter the received code in the provided field.  

• Click "Verify" to confirm the code.  

• Click "Approve" to finalize the request. Note: If your mobile number is incorrect, 

select "Update my mobile SMS. 

 

  

 

4.  Monitor request status:  

• After submission, you can track the status of your request through the system 

interface or SMS notifications. 

• If approved, the status of your registered courses will change to "Compelling 

Withdrawal (WE)". 

 

5.  Confirm submission:  

• Upon successful verification, a confirmation message will appear. 

• This message will display the status of your request and any uploaded supporting 

documentation. 

 


