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How to Cancel a Participant from a Training Session 

 

Step 1:  Go to Manage sessions 
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Step 2: 

A. Type in training name that the participant wants to cancel 

B. Select ‘Search’ 
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Step 3: Click the roster icon. 
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Step 4:  Select ‘Update Status’ 
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Step 5:  

A. Select the name of the participant who wants to be canceled. 

B. Click Cancel Selected Participant(s). 

 

Step 7: Select ‘Yes’ to cancel registration  

 

 

 

 

 

 

 

 

 

Step 8: Participant should not be showing on the roster as registered; Participant will have a status 

of canceled.   

 

  


