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eLMS 5.8  User Job Aid – Withdraw from Scheduled Offering

Purpose: The purpose of this job aid is to guide users through the step-by-step process of withdrawing from a scheduled offering. Each task below demonstrates a different method to withdraw. 

Tasks:

Task A: Withdraw from a Scheduled Offering via Current Registrations

Task B: Withdraw from a Scheduled Offering via Learning Plan

Task A: Withdraw from a Scheduled Offering via Current Registrations
1. Navigate to Learning > Current Registrations from the top menu.

2. Locate the scheduled offering for which you want to withdraw. Click the Withdraw button.

3. A warning pop-up will appear.  Click the OK button to continue. 

4. If you wish to remove the associated item from your learning plan click the Yes button.

You have successfully withdrawn from a scheduled offering.

Task B: Withdraw from a Scheduled Offering via Learning Plan

5. Navigate to Learning > Learning Plan from the top menu.

6. Display the desired scheduled offering by sorting the learning plan to show all registered items only.  
Click the View Registration button.

7. Display the desired scheduled offering by sorting the Learning Plan to show all registered items only.
Click the Withdraw button.

8. A warning pop-up will appear. Click the OK button to continue.

9. If you wish to remove the associated item from your learning plan click the Yes button. 

You have successfully withdrawn from a scheduled offering.
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