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Soldiers 
Withdraw from a Class  

 

This documentation of the instructional video explains how to withdraw from a class in GoArmyEd. 
 

Step  Screenshot 

1.  Welcome to this video tutorial 
on how to withdraw from a 
class. 

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. 

If at any time you need to stop 
this video, select the pause 
button. 

 

2.  A drop 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. 

A withdrawal 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. 
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3.  From your GoArmyEd 
Homepage select the 
“Withdraw from a Class” 
Smart Link. 

 

 

4.  The Select Classes to Drop 
screen appears. 

Only classes in which you are 
currently enrolled are 
displayed.    
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5.  Select the checkbox in the 
“Select” field next to the 
class you want to drop.  

 

 

  

 

6.  Select the “Drop Selected 
Class” button. 
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7.  The Confirm your selection 
screen appears. 

Carefully read the information 
on this page.  

There are two options for 
withdrawing from a class: 
Withdrawal – Military 
Reasons and Withdrawal – 
Personal Reasons. 

Military Reasons include 
reasons such as 
unanticipated military 
missions, emergency leave, 
or illness/hospitalization. 

Personal Reasons include 
non-official reasons or 
personal conflicts. 

 

8.  If you decide to drop or 
withdraw 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.  

If this is the case, select the 
drop down arrow in the 
“Action” field and select the 
Withdrawal for Personal 
Reasons option.  
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9.  If there is an Army cost 
associated with the drop as 
stated in the pop-up message, 
you will be responsible for 
repaying the Army that 
amount.  

Select the “OK” button to 
continue. 

 

10.  If you are dropping the class 
for approved military reasons 
as defined in your Tuition 
Assistance Statement of 
Understanding (TA SOU), 
select the drop-down arrow in 
the “Action” field and select 
the Withdrawal for Military 
Reasons option.  

 

11.  Carefully read the pop-up 
message stating you must 
upload the signed Request for 
TA Recoupment Waiver – 
Withdrawal for Military 
Reasons form to your eFile 
within 60 days.   

Instructions are provided later 
in this video on how to upload 
the waiver in eFile. 

Providing false information to 
receive a waiver may be 
subject to UCMJ or other 
punitive actions. 

Select the “OK” button to 
proceed.  
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12.  If you attempt to withdraw 
from a class that has ended, a 
different message appears 
stating drops are not 
permitted after the class has 
ended.  Create a case from 
your GoArmyEd homepage to 
seek further assistance.  

Select the “OK” button to 
continue. 

 
 

 

13.  Scroll to the Withdrawal for 
Military Reasons instructions 
section and read the 
instructions carefully. There 
are several steps you must 
take within 60 days of 
withdrawing from a class for 
military reasons. 
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14.  Select the “Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons” link to access the 
form. 

The waiver MUST be 
completed and MUST be 
signed by the Battalion 
Commander, first LTC in the 
chain of command, or if you 
are in the Reserve 
Component, by the Unit 
Commander.   

 

15.  You can also access this 
document by selecting the 
“Other Links” button on your 
GoArmyEd homepage. 

 

 

16.  The “Other Links” screen 
appears. 

Select the plus icon to expand 
the “After you Enroll in a 
Course” section. 

 



 

Version 3, Last revised July 2015            Green underlined text designates new information or changes           Page 8 of 16   
 

17.  Select the “Request TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons” link.  

 

18.  The “Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons” PDF form will open 
in a separate window.  

Select the printer icon to print 
the form. 

Close the tab or window to 
exit the screen. 
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19.  Select the “Education 
Center” link if you need to 
look up your servicing 
education center for further 
assistance. 

 

20.  Select the “Finish Dropping” 
button to complete the 
process of withdrawing. 

Select the “Cancel” button to 
exit without dropping the 
class. 
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21.  A message appears, stating 
you must upload a signed 
Request for TA Recoupment 
Waiver – Withdrawal for (WM) 
Military Reasons in eFile 
within 60 days of withdrawing 
from the class.  

If this is not done you must 
pay for the class. 

Select the “OK” button. 

 

22.  The View Results screen 
appears stating the class has 
been removed from your 
schedule.   

You are encouraged to print a 
copy of the page and retain it 
as a personal record. 

 

23.  A green checkmark appears 
showing a successful drop 
status.   

You will be placed on hold 
until the military withdrawal 
request is either approved or 
denied. 

NOTE: A hold will also be 
placed on your GoArmyEd 
account if you submit two 
withdrawals for military 
reasons with Army costs per 
fiscal year.   
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24.  When you are ready to upload 
the signed “Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons” form in eFile, 
return to your GoArmyEd 
homepage.  

In the Smart Links section 
select the My Education 
Record button. 

 

25.  On the Student Record 
screen, select the eFile tab. 

 

26.  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. 
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27.  Next, select the drop-down 
arrow in the Transaction Type 
field and select the 
transaction type Request for 
TA Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons. 

 

28.  Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons now appears in the 
transaction type field.   

Pending withdrawals for 
military reasons, processed 
within 60 days of the drop 
date, will also appear.   
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29.  Check the box next to the 
class you are requesting a 
withdrawal for military reasons 
that is listed on the signed 
Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons form. 

 

30.  Select the “Browse” button 
to locate the document on 
your computer. 

 

31.  A pop-up message appears 
stating that all personally 
identifiable information must 
be removed prior to uploading 
a document. 

Select the “OK” button to 
continue. 
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32.  Locate the document and 
select the Open option.   

 

33.  The selected document will 
appear in the file upload field.  
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34.  Select the Upload File button 

 

 

35.  A message appears stating 
the file was successfully 
uploaded.  

 

36.  The Request for TA 
Recoupment Waiver – 
Withdrawal for (WM) Military 
Reasons form for the 
specified class appears in the 
Existing eFiles section.   

The Withdrawal for Military 
Reasons request for the class 
will be reviewed by an 
Education Services Officer 
and you will receive an e-mail 
when a decision has been 
made regarding your request. 
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37.  Please take a few moments to 
review these frequently asked 
questions on how to withdraw 
from a class. 

38.  Need more Assistance? Select 
the “View Reference 
Documents” link in the 
Training Resources section of 
your GoArmyEd homepage 

OR 

Select the Question Mark icon 
located on the top of any 
GoArmyEd screen. 


