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Introduction 
This enhancement allows students to withdraw their leave applications when the application status is either 
New or In Progress. Previously, students could only cancel leave applications when the status was New. 

Key Enhancements 
• Students can withdraw leave applications with status New or In Progress. 
• A new application status, Withdrawn by Student, is introduced. 
• Email notifications are automatically sent to the student and relevant lecturers upon successful withdrawal. 
• Withdrawal is not permitted for applications with status Case Closed. 

Withdrawal Eligibility 
Application Status Withdrawal Allowed 
New Yes 
In Progress Yes 
Case Closed No 

Status Transition 
Current Status New Status 
New Withdrawn by Student 
In Progress Withdrawn by Student 

How to Withdraw a Leave Application 
Students may withdraw a leave application using either of the following methods: 

1. Request History 
2. Leave Application Detail Page 
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Method 1: Withdrawal via Request History 
1. Navigate to Request History > Application for Leave. 

 
2. Locate the leave application with status New or In Progress. 

 
3. Click Withdraw. 

 
 

4. Review the confirmation message. 
 

5. Click OK to proceed or Cancel to return without changes. 
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Method 2: Withdrawal via Leave Application Detail Page 
1. Navigate to Request History > Application for Leave. 

 
2. Select View Detail for the relevant application. 

 
 

3. Click the Withdraw button. 

 
 

4. Review the confirmation message. 
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5. Click OK to proceed or Cancel to return without changes. 

 

Result of Successful Withdrawal 
• The system displays the Successful Withdrawal page. 

 
 

• The application status is updated to Withdrawn by Student. 
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• All related class records are updated to Withdrawn regardless of their previous status (New, Approved, or 
Rejected). 

 
 

• Email notifications are sent to the students and all relevant lecturers. 
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