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I N T R O D U C T I O N  

Withdrawals are processed from the Withdrawals / Terminations menu. School, division and regional 
coordinators, school and division finance administrators and Green Certificate program administrators 
can process withdrawals. 

A withdrawal is normally initiated by the trainee. They have an active registration but have decided to 
withdraw from the program. There are many reasons for a trainee to withdraw including a high workload 
or loss of interest in the program. 

A termination is initiated by the regional coordinator. An active registration is terminated for different 
reasons. For example, the trainee has not written an exam in the first year or has not completed the 
program in three years.  

 

 The Create Withdrawal Request activity allows you to enter a new withdrawal request. 

 The Process Withdrawal Requests activity allows you to review, approve or reject a withdrawal 

request. 

 The Maintain Withdrawal Requests activity allows you to search for withdrawal requests. 

Withdrawal Business Process 

Withdrawal requests can be created for registrations with a status of active that do not already have a 

withdrawal or termination request.  Withdrawals may be entitled to a refund, depending on: 

 Which refund policy was in effect at the time the registration was approved for invoicing; and/or 

 Which Refund Policy Milestones were achieved or not, at the time of the Withdrawal request 

The registration status changes to withdrawn when the withdrawal request is approved. If a refund is 

applicable, it is either: 

 Manually processed by the Green Certificate program administrator; or 

 Automatically calculated by the GINA system 

When the registration status is withdrawn, it cannot be set back to Active. Instead a new pre-registration 

would be created. 
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C R E A T E  W I T H D R A W A L  R E Q U E S T  

Withdrawals are entered by the school and division coordinators, school and division finance coordinators 

and the regional coordinators. 

1. Click the Withdrawal / Termination menu and the Create Withdrawal Request activity.  

 

2. The Search Registration screen is shown. 
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3. Enter search criteria and click Search. Registrations with a status of Active, that do not already 

have a withdrawal or termination request and that you have access to are displayed. 

 

4. Select the registration and click Create Withdrawal Request. 
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5. The Create Withdrawal Request form is displayed. Registration information is shown. 
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6. Select a Withdrawal Reason and enter Withdrawal Comments. The Request Date defaults to the 

current date. 

Withdrawal Comments are mandatory if the Withdrawal  Reason is ‘Other’. 

 

Above screen should be changed to following: 
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7. Click Save. The Process Withdrawal Request section is shown at the bottom of the form, which 

includes information about tests the trainee has taken or been scheduled for.   Approve and 

Reject buttons are now available. 

 

Refunds – refer to “Appendix A – Refund Processing” for refund processing details.  

8. Click Approve and the registration status and the withdrawal request status changes to 

Withdrawn. 

A notification appears on the Regional Coordinator’s dashboard. 

If a refund was requested an email is sent to the Green Certificate program administrator. 

9. Click Reject and the registration status remains Active.  The withdrawal request status changes to 

Cancelled. 
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P R O C E S S  W I T H D R A W A L  R E Q U E S T S  

The Process Withdrawal Request activity displays the withdrawal requests with a status of Unprocessed 

that you have access to (i.e. those that have been entered but not approved or rejected yet). 

  You can see withdrawal requests that you have created. School coordinators can see 

withdrawals for registrations linked to their school. Regional coordinators can see all withdrawals. 

1. Click Process Withdrawal Request. 

 

2. A list of requests with a status of Unprocessed that you have access to is displayed. 

 

http://www.google.ca/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.iconarchive.com/tag/important-files&ei=xwo4Ve2RIMfVsAWs0IDYAw&bvm=bv.91427555,d.cWc&psig=AFQjCNGLCmqsA1HGdrpFx1ADhRr0v8NBcA&ust=1429822532857161
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3. Select the withdrawal request and it is highlighted in yellow. Click Process Withdrawal Request 

to display the withdrawal. This allows you to update, approve or reject the request. 

 



 

Withdrawals – Revised as of 1 August 2018  Page 10 

M A I N T A I N  W I T H D R A W A L  R E Q U E S T S  

Withdrawal requests can be viewed using the Maintain Withdrawal Request activity. 

  You can see withdrawal requests that you have created. School coordinators can see 

withdrawals for registrations linked to their school. Regional coordinators can see all withdrawals. 

1. Click Maintain Withdrawal Requests. 

 

2. The Search form is displayed. There are no default search criteria. Enter criteria and click Search. 

 

http://www.google.ca/url?sa=i&rct=j&q=&esrc=s&frm=1&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRw&url=http://www.iconarchive.com/tag/important-files&ei=xwo4Ve2RIMfVsAWs0IDYAw&bvm=bv.91427555,d.cWc&psig=AFQjCNGLCmqsA1HGdrpFx1ADhRr0v8NBcA&ust=1429822532857161
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3. The example below shows withdrawal requests where the status is withdrawn. 

 

4. Select the appropriate row and click Update Withdrawal Request to display the withdrawal. This 

allows you to update, approve or reject the request. 
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A P P E N D I X  A  –  R E F U N D  P R O C E S S I N G  

Refund processing is dependent on whether: 

a) Refund is applicable to the OLD refund policy.   The old policy allowed full or half refund amounts 

as follows: 

a. Full refunds were provided if trainee withdrew prior to participating in any Green 

Certificate Testing activities 

b. Half refunds were provided if trainee withdrew after participating in ONLY ONE 

Certificate Testing activity 

b) Refund is applicable to the NEW refund policy. The new policy has 4 refund milestones.   The 

GINA system automatically: 

a. Tracks the occurrence of these refund milestones 

b. Calculates refund amounts based on the “system configurable”: 

i. Registration amount which was initially invoiced for the registration; and 

ii. Refund milestone “percentage of registration amount” in effect 

 

Refund Processing – Old Refund Policy 

All registrations are considered applicable to the OLD refund policy, if the registration is “Approved for 

Invoicing” by the Financial Coordinator “prior to September 1, 2017.    Refund processing for these 

registrations as follows:  

1. Click Refund Request, if you want to request a refund. The refund policy can be seen by clicking 

the information icon. The policy information opens in a new tab. 

 

The Process Refund Request section is added to the Withdrawal screen.   This section is read-

only unless you are the Green Certificate program administrator: 
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