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Follow the steps below to cancel a class.

1. From Learning Administration, open the class. wirs < e )
2. Inthe class, follow the steps below: St et
A. Select Actions.
B. Select Cancel.
C. Click Next.
D. Click Next.
E. If desired, click Send Email Notification to — — 0
User.
F. Click Next. Dest

G. Click Finish.

Cancel [x]
Cancel Class el
> step 1

Step 1: Select Class to Cancel

Next « e

* = Required Fields
“Class: Q, [3780578

* Cancellation Date: (%) [&722023
(MM/DDIYYYY)
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Step 2: Edit Realized Costs

Previous | | Next h@
Realized Costs

Ghange the realized costs and click Update Total to recalculate fotal costs of overrde e realized costs by entering a new Class
Total. Click Reset to revert o original values. Cick Next to coniinue the Class Canceliation process.

Update Total Reset
Class Total: 0.00 US Dollar (USD)
(1000)
Update Total Reset
Cancel = &
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> Step 1> Step2 > Step 3

Step 3: Post Cancellation Action Settings.

Previous | | Next « G

(] Add enrolled, waitlisted and pending Users to the request list for this jiem
Send Email Notification to User
[J  send Email Notification to Manager
[ send Email Notification to Instructor
[ send Email Notification to Contacts.
Inactivate the Class
-
Cancel (E3)
Cancel Class Help

>Slep 1> Step2 > Step3> Step 4

Step 4: Confirm

Previous Finish «@

Class ID: 3790578
Class Total : 0.0 US Dollar (USD)

Request Item For Users: No
Notify Users: Yes

Notiy Managers: No
Notify Instructors: No
Notify Contacts: No

Inactivate the Class: Yes
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