po— Army Continuing Education System

Withdrawing from a Class
1 - Business Policies

» All drops and withdrawals from classes must be initiated through GoArmyEd. You are strongly
advised to contact your Army Education Counselor or contact your school representative
before you drop or withdraw from a class.

« Adrop is defined as cancellation of a class before any TA financial obligations have been
incurred. The TA applied toward your class tuition cost is fully refunded to your account.

« Awithdrawal is defined as cancellation of a class after a financial obligation has been incurred.
Depending on when you process a withdrawal, you may or may not receive a partial refund of
TA benefits applied toward the class tuition costs.

2 - How to Withdraw from a Class Call outs: Yellow = action/Grey = information
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My Smart Links [Edif]
YYou may select additional Smart Links. Select the "Edit" link to personalize your Smart Links.

Select the “Withdraw from a Class”

Smart Link.
Q ) | ({JArmyEd
PR 80 Select the checkbox in the “Select” field
' next to the class you want to drop.
Choose one of the following opbons for
fithdrawal - Mil Reasons F |
W'w ety o a3 oy e Select the “Drop Selected Class” button.
Withdrawal - Personal Reasons Reques! to Withdrawal for Personal Reasons
(non-méstary reasons)
Dependng an e oukome ofyour reques, you may berequced o rmburse the ATy o Note: Select the Withdrawal for Personal
}‘\s-:ml Finish Dropping’ 10 process your request To exit without dropping a class, select Reaso n S If you deCIde to d rop Or Wlthd raW

from a class but do not have an approved
military reason for canceling, you must repay
the Army for any Tuition Assistance used to
fund the class.

: Select the Withdrawal for Military Reasons if
you are dropping the class for approved
military reasons as defined in your Tuition
Select the drop down in the Action Column. Assistance Statement of Understanding (TA
SOU)

Read and review all the information.

Select the “Finish Dropping” button to

complete the process of withdrawing.
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NOTE: A green checkmark appears showing a

</ successful drop status.
— You will be placed on hold until the military
s e withdrawal request is either approved or denied.
A hold will also be placed on your GoArmyEd

account if you submit two withdrawals for military
reasons with Army costs per fiscal year.

3 - Completing the Request for TA Recoupment Waiver

NOTE: The Request for TA Recoupment Waiver — Withdrawal for (WM) Military Reasons form is
only needed if the withdrawal is for Military Reasons

(1)

[Edtl
You may select additional Smart Links. Select the "Edil” ink o personalize your Smart Links.

Select the “Other Links” button on your
GoArmyEd homepage. Select the plus icon to expand the “After you
Enroll in a Class” Section.

©
< Select the “Request TA
Recoupment Waiver —
Withdrawal for (WM) Military
Reasons” link.

Select the printer
icon to print the
form.

Close the tab or
window to exit the
screen.
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Withdrawing from a Class
4 - Uploading the Request for TA Recoupment Waiver

NOTE: The Request for TA Recoupment Waiver — Withdrawal for (WM) Military Reasons form is
only needed if the withdrawal is for Military Reasons

1 J

Change Degree/School...

Withdraw from a Class... <

[y — Select the “My Education
Student Agreement/Degree Progress Reports Record” button on your
Other Links GoArmyEd homepage.

e

GoArmyEd Tutorials

My Smart Links [Edit]
You may select additional Smart Links. Select the "Edit" link to personalize your Smart Links.

| reren g
Basic Information S I t th fl t b t d t
Name * SPC Laurie Einhormn Kaplan University (Kl e eC e e I e a On you r S u e n
S =
s record page .
Current Degree Name/CIP ‘Associate of Science in Health Science (AS-HS) TM21993
Primary Phons 5091420031 Servicing Education Center : JTF-Brave, Sofo Ci

Note: To prnt the Soidler Education Record, ssiact ihe ‘Al tab and sslect the View/Print Soidier Education Record bution.
Soldier Personnel | TA Planning Summary  Education = Helpdesk Cases  CTS Notes | eFile | Test Scores | All

r3)

Scroll down to the Upload eFile Section.

Enter the subject and catalog number of
the class in the “Title” field, and the title
of the class in the “Description™ field.

All fields marked with an asterisk (*) are required. terisk (*) are required.

*Title:

*Description:

*Transaction Type: O

1}
"Sekecta Ml o upload: Check the box next to the class you are
Nos limited to 4096KB. Please zip the fils if it exceeds 4096KB. Upload time will vary depending on the connection speed req u eStl n g a Wlth d raWal fo rmi | Ita ry

reasons that is listed on the signed
[ExstingoFiies: ] Request for TA Recoupment Waiver —
documentoryourownrecords. e Withdrawal for (WM) Military Reasons

Select :;I:E = Title * Description = Transaction Type form.
Student Agreement Student Agreement Student Agreement/Offic . 5
s T T o Select the “Browse” button to locate the
Page 1 0f 2 document on your computer.

Dowioad e | Uplond New Verson | View Hisory | Deiete |

Select the “Upload File” button.
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