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Job Aid: How to Drop/Cancel Registration
Purpose: Use this job aid to learn how to drop/cancel registration.
1) Log in to the HHS Learning Portal.  On the Home page, navigate to Learning to display Current Learning Page.

Select the Drop link on the offering you want to drop or cancel.
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2) If the learning offering has a cancellation fee, the Drop Offering page will notify you of it. Select the Drop button to confirm your cancellation, or click Back to rescind your decision to cancel learning offering.  The Input Reason popup page will appear.
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3) Provide the reason for cancelling enrollment in the Input Reason text box.
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4) Select Save button.

5) This concludes the job aid.
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