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How to Withdraw an Open 
Incident or Request

1. Sign in to the Cherwell self-service 
landing page (instructions provided 
separately. Please visit the UIS Service 
Desk website).

2. Once you are signed in, click the 
View the Status of My Requests link 
within the Requests and Incidents
section.

https://www.cu.edu/uis/uis-service-desk/how-guides
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3. The My Items dashboard will now 
open.

4. Locate the incident or request you 
would like to withdraw, and click in the 
open area to the right of the text to 
select the case to display additional 
options.

5. The field will turn a dark blue. Click 
Withdraw to open the withdraw 
prompt. Alternatively, you can click 
Add a Comment to add a comment to 
your case.
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6. Enter a reason for the withdrawal, 
then click OK.
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7. A dialog box will open to confirm 
your withdrawal. Click OK to close.

Your case has now been withdrawn.


