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OBJECTIVES

This document describes one type of term withdrawals processed by the Peralta Community
Colleges: a term withdrawal which keeps a transcript record of the drops for the term and uses the
appropriate adjustment calendar. The process for a cancellation is slightly different as it generally
originates on the Student Financials side. Although, a cancellation does not keep a transcript
record of the drops, the system will calculate a refund of student charges as a 100% credit for the
term.

CONTACTS

Adela Esquivel-Swinson, Interim Associate Vice Chancellor, Ext. 7374
Charlotte Smith, District A&R Officer, Ext. 7370

Joyce Brown-Willis, A&R Systems Technology Analyst, Ext. 7365
Dominique Benavides, FA Systems Technology Analyst, Ext. 7379

OVERVIEW

Using the delivered term withdrawal/cancellation process allows the system to properly
record enroliment for National Student Clearing House reporting, student account
maintenance and student financial aid processing. If students go to A&R to withdraw
from all of their classes the staff will manually do the Term Withdrawal Process on
the Term History page in PeopleSoft.

SECURITY

This withdrawal process is managed and executed in the Admissions and Records offices.
The tuition calculation process is managed and executed in the Student Financials offices.

The financial aid term/return to Title IV process (not described herein) is managed and
executed in the Financial Aid offices.



[ Povicies

Currently, withdrawing from a term is an automatic customized process. When a student
drops all of their classes online or if an instructor drops a student from their last class the
customized withdrawal process will be triggered. It is the student’s responsibility to
withdraw from the term. If the student does not withdraw, he/she may be charged and
could receive an “F” grade that will appear on their permanent record.

Students can drop/withdraw from classes online or at the Admissions and Records Office
on campus. The student may completely withdraw without intervention by a Peralta
Community College staff member.

Withdrawal

A withdrawal reported to the District Admissions and Records Office prior to Census Day,
on or before the last day to drop classes and receive a refund, shall not be noted on the
student’s academic record.

A “W” symbol will be recorded on the student’s transcript upon withdrawal after the last
day to drop classes.

The academic record of a student who has not withdrawn from class nor been dropped by
an instructor within the time allowed by this policy must reflect a grade other than “W” as
awarded by the instructor. The “W” symbol shall not be used to determine academic
probation but only to determine progress probation.

NOTE: The system automatically assigns the “W” grade to affected classes when
the student is withdrawn from the term.

[SET UP STEPS

Refer to page 5 of the “Admissions & Records / Student Financials Business Process
Guide: Withdrawal Processing” Document provided by Robbie Deleur on 12/13/13.

The set up steps will not need to change.



PROCESS STEPS - ADMISSIONS & RECORDS

Step 1: Term Withdrawal - Do not do “Quick Enroll” when a student requests to drop all
their classes. Instead, you must do a “Term Withdrawal” which will withdraw a student
from all of their classes.

Menu Path: Records and Enroliment > Student Term Information > Term History

s s sumsmene » g

Term Withdrawal | Session Withdrawal | Academic Standing | Student Grade Review [|D

Peralta Bubba 10178874 ©
Find | View All First [ 10f1 o Last
Academic Career: Undergraduate
Find | View Al  First Bl 10136 I Last
=]

Academic Institution: Peralta Community College Dist i

Term: 2014 Fall

Academic Level - Term Start: Freshman

Pro-Rata Eligible: ] Post Term Withdrawal

*Withdrawal | Cancel: | Withdrew v

Withdrawal \ Cancel Reason: | Student Request v/ *Tuition Calc Required:

Withdrawal \ Cancel Date: 103/03/2014 |5

Last Date of Attendance: 103/0372014 [3}

Override Withdrawal Schedule: ‘ Q
& Save | & Return to Search‘ [=] Notify I FUpdate/Display | ] Include History | [ Comect History

Term Statistics | Cumulative Statistics | Term Withdrawal | Session Withdrawal | Academic Standing | Student Grade Review | Student Special GPA

Step 2: Complete the following fields:
*Withdrawal\Cancel = Withdrew
Withdrawal\Cancel Reason = Student Request
Withdrawal\Cancel Date = Date the classes are dropped
Last Date of Attendance = Date the classes are dropped
Step 3: Click the “Post Term Withdrawal Button”

Step 4: Click “Save”

This completes the “Process Steps - Admissions & Records”.



EXPECTED PROCESS RESULTS:

After the Withdrawal Process is successful, the students account should resemble the

screens below:

Menu Path: Records and Enroliment > Student Term Information > Term History > Term
Withdrawal Tab > Success

Message results when clicking the Success link in the Term Withdrawal page:

Term Withdrawal Run Status

Term Withdrawal Request ID: 0000001158 Seq Nbr: 1

EmpliD: 10009963 Peralta,Buba A

Academic Career: UGRD Undergraduate

Academic Institution: PCCD1 Peralta Community College Dist

Term: 1134 2013 Fall

Withdrawal | Cancel: WDR Withdrew

Withdrawal \ Cancel Reason: STDT Student Request

Withdrawal \ Cancel Date: 11/01/2013

Last Date of Attendance: 11/01/2013 Source: SR Withdrawal Panel
Term Withdrawal Detail Status: Success Header Status: Success

Message Log Find | View All First K 1of1 B Last

Message Sequence: 1

Last Update DateTime: 02/07/14 9:50:13AM  Severity: Message

Message Text Success (14650,60)

14650 60 o

Explanation The withdrawal process request has completed successfully.

Cancel

Student’s Unofficial Transcript:

ID: 10009963 Buba Peralta Report Manager
|
Peralta Unofficial Transcript

Peralta Community College District

333 East Eighth Street

Oakland, CR %4606

United States

Name : Buba Peralta
Student ID: 10009963
Birthdate : 1902-02-02
Address 333 East 8th Str

Oakland, CA 94606-0000
United States

Print Date 2014-01-31

Beginning of Undergraduate Record

2013 Fall
ALAMEDA
ART 1 INTRO TO ART HISTORY 3.00 0.00 w
Undergraduate Career Totals
CUM GEA : 0.000 CUM TOTALS : 0.00 0.00 0.000




EXPECTED PROCESS RESULTS (coNnT.):

If the Automated Withdrawal Process is successful, the students account should resemble the
screen(s) below:

Menu Path: Campus Community > Student Services Ctr (Student):

Buba Peralta ID: 10009963
studant canter ganeral info aamissions [ transter craont acacamics financas

Institution / Career / edit program dats |

Program
Pro e EXMPT el s N

pce raits Communitty Coliege Dis rd b Exempt = Nop-matsculation
», Student Career Nbr: 3]
Undergraluste
MPT - £ - Non-metriculsti —— Gtive  asaf 0L/01/1568

Admit Term: 2032 2003 Spring

Expected Gradustion:

Approved Losd: Tart-Time
Losd Determinstion. Baze O Uris
Level Determination; Zaze On Umite

Plan: mo7s OTHER

Requirement Term: 1032 2003 Sering

Term Summary edit térm data I

PCLOL - Peralts Communty Coliege Dist 2013 Fell
UGRD - Unrdergradusts Eligible to Enroll: Ves
1134 - 2013 Fall Primary Program: EXMPT Exampl - Nzr-mastrculation
1084 - 2008 Fal Acsdemic Standing Status: Dats Lrayaiatis
1083 8 Sommid Progress Probation Status: Creit Mistory 3nd Coliection

1032 - 2003 Sprins

V' Withdrawal / Cancel

Withdrawal/ Cancel: WOR warsrew

Date: 11/08/2013

Resson: STOTV SNoldert Regosst
¥ Level / Load

Acadermc Level - Projected: Freshman

Academic Level - Term Start: Fraghman

Academic Level - Term End. Frashiman

Approved Academic Load,: Part-Time

Academic Load: Ne Unl Loed

¥V Classes

JPEnroles @Crees A WVeE Lete

Claas | Description | Units| Grading |Grade|Ststus |

INTRO TO 42T,
RISTORY 3.00 Gragesd | W
(leRure)
HISTORY OF
WESTERN 23T  3.00 Gragdes ®
{Lecture)

ASTR 4-Aj INTRO TO

e ASTRONGMY 3.00 Graged ®

“““ [Lezture)

= MANAGERIAL

B 18-A1 AR -

ﬂ-—.’-?-,—- ACCTG $.00 Graged  |W ®

e [Lecture)

This completes the “Process Steps - Admissions & Records”.



[PROCESS STEPS - FINANCIAL AID

Step 1: Tuition Calculation - When a student withdraws, the Tuition Calculation Required
flag is set to Y. This allows the student record to be picked up in the next regularly scheduled
tuition calculation process. The Time of the Tuition Calculation Process is recorded and the
process sets the “TIV” service indicator (“Return to Title IV Calc Reqd.”)

Menu Path: Student Financials > Tuition and Fees > Tuition Calculation

Tuition Calculation
Buba Peralta ID: 10009963 2 =

Academic Information Display Student's Accounts

View All First | <] 1of1 )] Last

Academic Career: Undergraduate
Find | ViewAll  First B 1014 B Last
Academic Institution: Peralta Community College Dist Business Unit: Peralta Community College Dist
Term: F13 Semester Billing Career: Undergraduate
Primary Program: Matriculating Campus: Berkeley City College

Override Billing Units: F

Projected Bill Units:

Override Init Enrl Fee:

Override Init Add Fee: ||

Tuition Residency: 0.000
Override Tuition Group: | Q Tuition Group: PCCD TUITION GROUP
Tuition Calc Required: Tuition Calc Date Time:  15/05/9013 1-57AM
Calculate Tuition and Fees J Disglay Tuition and Fees Display Errors / Warnings

Step 2: Update Financial Aid Term - The next scheduled run of the FA Term process will
insert a row displaying the service indicator code. The presence of this code prevents a
student refund from being generated until after the return to Title IV aid programs process is
completed.

Menu Path: Financial Aid > Financial Aid Term > Maintain Student FA Term

ad Level i S ;::;""u: . ancial / (| ‘w:' A ecords/Term Info

Buba Peralta 10009963 | NMEH @
Term Information Find | View All  First | PYTPY )

Institution: Peralta Community College Dist Term: F13 Semester
Student Data Find | View Al First W 1071 Bl Last

Effective Date:  12/02/2013 Seq: 1 Status: Active

Academic Career: Undergraduate Primary Program:  Matriculating

Academic Plan:  BUS General Business Academic Sub-Plan:

Withdrawal/Cancel: Withdrew

Withdrawal/Cancel Student Request

Reason:

Withdrawal/Cancel Date:  09/13/2013 Refund Scheme:

Last Date of Attendance: 09/13/2013 Refund Classification:

Refund Percentage: Refund SetID:

Tuition Calc Date Time: 12/02/13 12:46AM Service Indicator Code:

Tuition Group: PCCD GROUP Service Indicator Date

Time:




[PROCESS STEPS - FINANCIAL AID (conr,

Manage Service Indicators

Buba Peralta 10009963 \:‘—‘1

Display: Effect Negative Institution Peralta Community College Dist - Refresh ¢,

[+] Add Service Indicator

Service Indicator Summary Personalize | Find | View Al | B0 | B First Bl 1071 B | ast

Reason
Description
TIv Return to Title Return to Title IV
S IV Calc Reqd Calc Reqd

Institution (Start Term |~ .. End Date

PCCD1 0000 Begin Term 12/02/2013

[4] Add Service Indicator

Your Holds

Hold ltem

Buba Peralta

Return to Title IV Calc Reqd

Reason and Contact

Description: Peralta Community College Dist
Start Term  gegin Term - Srve Indicatr Use
Start Date 12/02/2013

Reason: Return to Title IV Calc Reqd
Department: Financial Aid

Contact:

The student has withdrawn from all classes for the term;
persuant to federal regulations a Return to Title IV Funds
calculation must be performed before any credit balance
refund may be made to the student.

If the student attempts to reenroll into classes online after being withdrawn from the
term, the customized withdrawal process will reverse and make the
“Withdrawal\Cancel field blank on the Term Withdrawal and remove the student’s
“TIV” hold (if applicable).

This completes the “Process Steps - Financial Aid”.



	Admissions & Records/

	Financial aid

	Table of Contents

	objectives

	Contacts

	overview

	security

	policies

	Set up steps

	Process STEPS - Admissions & records

	Expected process results:

	Expected process results (cont.):

	Process STEPS - Financial aid

	Process STEPS - Financial aid (cont.)



<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



