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MEETIMNG THE CHALLENGE

Cancelling Registration

Before You Start:

IMPORTANT:

Training Coordinators can cancel an in-person or virtual training
registration for a user if that training does not incur a cost and if it was
not part of a special approval process such as a selecting committee. If
you are unsure of whether or not you should cancel a user’s
registration, contact the training manager or program office listed on
that trainings item and/or scheduled offering.

Log in to the LMS and go to Learning

Options

and then Scheduled Offerings.

1 . | Searchforthe Scheduled Offering
by ID or date.

Select the Registration tab within the
Scheduled Offering.

[ Notifications ]Cosl CalcuTonI Co a Pricing Catalog Chargeback ]

[ Summary I Segments Contacts I Materials I Custom Fields ]

Edit the Scheduled Offering
Add a User to the Scheduled Offering Registration

record.

2 Click on Edit for the correct user

Romero, 508010 EMROLL Accountis): Yes I~
Mario M {Enrolled) Price:
MMROMERD 2/9/2011 12: 3 Currency I:

P

America/Mew Order

Select the correct cancellation code in
3 the Registration Status drop-down

box.

2 . Ticket:
Edit
Options

[ Motifications ICostcacualionI Cost SummaryI Pricing I Catalog I Chargeback ]

[ Summary I Segments Registration Contacts I Materials I CuslomFietdi]

Edit Registered User Details for Scheduled Offering 13592

User ID: MMROMERC User Hame: Romero, Mario M
Slot 1D:
Registration Status: EMROLL{Enrolied) j

Registration Date: m CANC-DELAYED(Canceled)
M/ DD YT CANC-MISSION(Cancelled)
CANC-MOTSELECTED(Cancelled)
CANC-PERS(Cancelled)
. CANC-SUB(Cancelled)
Time Zone: CANC-TPD(Cancelled) 3
' CANCELLED{Cancelled)
DEMIED 1st{Cancelled)
DENIED 2nd(Cancelled)
ENRCLL(Enrolled)
ENROLL-TPD{Enroled)
o _ |NOSHOW(Cancelled) ]
Send confirmation notificd PENDING VERIFICATION(Enroled) Bupervisor [T contacts

WAITLIST(Waitiisted)

Registration Time:

Comments:

YN | I
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4 Enter the cancellation reason in the
. Comments box.

Select who should receive an Email

- confirmation about the cancellation.

6_ Click on Apply Changes.

User ID: MMROMERC User Hame:
Slot 1D:
Registration Status: ICANC-PERS(CanoeIed) j
Registration Date:
252011
(MM DD )

Registration Time:
(hhemm AM/EM)

12.31 FM

< User has court and cannot attend. >

Time Zone:

Comments:

4

Send confirmation notiﬁcatidStc(' v User, Instructor [ Supervisor [T contacts

Romerz, Mariz M

6 ()

If you receive a warning message
7 - about the cutoff date, click on Yes.

Warning Details:

e The User MMROMERQ does not have an email address to receive the notification.

Do you wish to proceed?
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