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1 DEFERMENT OF STUDY / WITHDRAWAL 
REQUEST 

 

1.1 Online Deferment of Study / Withdrawal Request 

 
Online Deferment of Study / Withdrawal Request facilitates student to apply for deferment of 

study or withdrawal request through the web browser. 

 

 

Figure 1.1 – Status of Deferment of Study Application and Withdrawal Application Interface 

 

1.1.1 Accessing Deferment of Study / Withdrawal Request 

 
1. The application is grouped under ACADEMIC menu. The link is located on the left of 

your screen. See Figure 1.2. 

 

Figure 1.2 – ACADEMIC Entry Hyperlink 

 

2. A single click on the hyperlink will list down all modules grouped under ACADEMIC 

menu.  

3. Select Deferment / Withdrawal Request hyperlink to view the information and function 

provided. Deferment / Withdrawal Request hyperlink is located on the left of your 

screen. See Figure 1.3. 
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Figure 1.3 – Deferment of Study / Withdrawal Request Link 

 

4. It will display the Status of Deferment of Study and Withdrawal Application Interface. 

See Figure 1.1. 
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1.2 Submitting Application for Deferment of Study or Withdrawal 

 
The descriptions for the application process are as follows.  

 

 

Figure 2.1 – Application for Deferment of Study / Withdrawal Interface 

 

1.2.1 Apply for Deferment of Study or Withdrawal 

 
1. Click on the Apply button to view list of application type. It will display the Application 

for Deferment of Study / Withdrawal Interface. See Figure 2.2. 

 

 

Figure 2.2 – Application for Deferment of Study / Withdrawal Interface 

 

2. Select application type from the drop down list labeled Application Type. It will display 

the Deferment of Study Application form or Withdrawal Application form. See Figure 2.3 

and Figure 2.4. 
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Figure 2.3 – Deferment of Study Application Form 
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Figure 2.4 – Withdrawal Application Form 

 

3. Fill in the information needed.  

4. Referring to Figure 2.5 and Figure 2.6, if the reason for deferment of study or withdrawal 

has been selected as Personal, click on the Submit button.  

 

 

Figure 2.5 – Deferment of Study Application: Submission 

 

 

Figure 2.6 – Withdrawal Application: Submission 
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5. It will display successful message of the application submission. See Figure 2.7 and 

Figure 2.8. 

 

 

Figure 2.7 – Successful Message of the Application Submission: Deferment of Study Application 

 

 

Figure 2.8 – Successful Message of the Application Submission: Withdrawal Application 

 

6. Referring to Figure 2.9 or Figure 2.10, if the reason for deferment of study or withdrawal 

has been selected as Medical, click on the Save & Continue button.  

 

 

Figure 2.9 – Deferment of Study Application Form 

 

 

 

Figure 2.10 – Withdrawal Application Form 
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7. It will navigate to the Uploading Attachments interface. See Figure 2.11 or Figure 2.12 

and Figure 2.13 *. 

* The interface may vary depending on web browser. 

 

 

Figure 2.11 – Uploading Attachments Interface: Successful Message (Deferment of Study 

Application) 

 

 

Figure 2.12 – Uploading Attachments Interface: Successful Message (Withdrawal Application) 

 

 

Figure 2.13 – Uploading Attachments Interface 

 

8. Click on the Browse button (button name may vary depending on web browser). It will 

display the Choose File to Upload window. See Figure 2.14. 
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Figure 2.14 – Choose File to Upload Window 

 

9. Locate the file you wish to upload and highlight it (Please read the Important Note 

Section before uploading a file). 

10. Click on the Open button on the Choose File to Upload window. The address of the file 

location will be displayed on the Uploading Attachments page. See Figure 2.15. 

 

 

Figure 2.15 – Uploading Attachments Interface 

 

11. Click on the Save button on the right corner of the location address. It will upload the file 

from your computer to the server. The list of successfully uploaded files will be displayed 

at the bottom of the page. See Figure 2.16. 
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Figure 2.16 – Uploading Attachments Interface 

 

12. Click on the View hyperlink to view the content of the uploaded file. 

13. Click on the Delete hyperlink to remove the uploaded file from the portal. 

14. The application can only be submitted after finishing the uploading process. Click on the 

Submit button, which is located at the bottom of the page. It will display the confirmation 

message box. See Figure 2.17. 

 

 

Figure 2.17 – Confirmation Message Box 

 

15. Click on the OK button to submit the application. It will display successful message of the 

application submission. See Figure 2.18. 

 

 

Figure 2.18 – Successful Message of the Application Submission: Deferment of Study / 

Withdrawal Application 
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1.3 Viewing Application Status and Details  

 
This screen allows user to view the details of the application. The steps are as follows. 

 

 

Figure 3.1 – Status of Deferment of Study Application and Withdrawal Application Interface 

 
1. Referring to Figure 3.1, click on the Status button to view the list of applications that has 

been submitted. It will display the Status of Application for Deferment of Study and 

Status of Application for Withdrawal Interface. See Figure 3.1. 

2. Click on the Details hyperlink to view details information for the selected applications. It 

will navigate to the Application for Deferment of Study or Application for Withdrawal 

Interface. See Figure 3.2 * and Figure 3.3 *. 

* Please note that the Attachment section will be visible for medical reason only. 
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Figure 3.2 – Application of Deferment of Study Details Interface 

 

 

Figure 3.3 – Application of Withdrawal Details Interface 

  

3. Click on the Upload hyperlink to view or re-upload the supporting document. It will 

navigate to the Uploading Attachments Interface. See Figure 2.11 or Figure 2.12 at 

step 1.2.1 (7) above. Please follow step 1.2.1 (7) - 1.2.1 (13) above to proceed with the 

uploading process. 

4. Click on the Submit hyperlink to submit the application. It will navigate to the Uploading 

Attachments Interface. See Figure 2.11 or Figure 2.12 at step 1.2.1 (7) above. Please 

follow step 1.2.1 (14) - 1.2.1 (15) above to proceed with the submission. 
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1.4 Canceling Deferment of Study or Withdrawal Application  

 
The description for the canceling process will be describes as follows. 

 

 

Figure 4.1 – Status of Deferment of Study Application and Withdrawal Application Interface 

 
1. Referring to Figure 4.1, click on the Status button to view the list of applications that has 

been submitted. It will display the Status of Application for Deferment of Study and 

Status of Application for Withdrawal Interface. See Figure 4.1. 

2. Click on the Cancel hyperlink to cancel the application. It will navigate to the 

Cancellation of Application for Deferment of Study / Withdrawal Interface. See 

Figure 4.2. 

 

 

Figure 4.2 – Cancellation of Application for Deferment of Study / Withdrawal Interface 
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3. Key in the Reason for Cancellation and click on the Submit button. The confirmation 

message box will be shown as in Figure 4.3. 

 

 

Figure 4.3 – Confirmation Message Box 

 

4. Click on the OK button. It will bring up to the page that displays successful message for 

cancelling the application. See Figure 4.4. 

 

 

Figure 4.4 – Successful Cancellation Alert Message 

 

5. Click on the OK button. Figure 4.1 above will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 




