Faculty Guide — How to Approve Course Withdrawal Requests
in OnBase

After a student in one of your courses has submitted a Course Withdrawal form, you will receive an
email notification. Please note the hyperlink will be unique to each form and email:

Important: Awaiting Review - Test Anthony Student's Course Withdraw Request for XICE-117...
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UC Merced Office of the Registrar <registra cmerced.ed onwar
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Dear
There is a new Course Withdraw form that needs your review.
(Course Details:
student Name: Test Anthony Student
Student |D: 100079307
Term: Spring Semester 2021 - Full Term

[Course Information: 12763 [MICE-117-01) INTERCAMPUS EXCHANGE PROGRAM
[Course Instructor: 1]

If approved, the following inked sections will also be withdrawn:
None

use the link below to access the form to record your decision:

If you receive an ermor when clicking on the link above, copy and paste the URL into one of the following supported browsers.

Apple safari .

If you have questions regarding this notification, please e-mail re

Thank you,

(Office of the Registrar
University of california, Merced




Clicking on the link in the email will bring you to this screen. Log in using your UCM Single Sign-On
credentials:
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CLICK HERE FOR STEP-BY-STEP CLICK HERE FOR STEP-BY-STEP
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After logging into the system, you will see a view of the student’s form submission:
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Course Withdrawal for STUDENT, TEST ANTHONY (100079907) 1/25/2021 7:01:06 PM

Noitems to display
ftoms: 1
Ex|oeny 52] approve 3

withdraval, especiall as the course withdrawal may also affect your financial aid, bil, and health insurance

If approving a request, go directly to Step #3. If declining a request, follow Steps #1-3.
Step #1: To deny the student’s request for a course withdrawal, you must specify a reason in the
“If you are denying the request...” box (see red rectangle). This will be used in the email sent to

the student.

Step #2: Click the Save button (see red oval) only if declining a request.



Step #3: Click the Approve or Deny button (see red arrow). This step launches an automatic
process that either moves the submission to the Advisor/Dean workflow step if approved or

removes the form from the workflow if declined. In both instances, the student will be notified
of the final decision automatically via email.

If you have questions or need additional assistance with this process, contact the Registrar’s
Office at registrar@ucmerced.edu.
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