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Job Aid: Revoking or Cancelling Team Member Certification or Curriculum
Purpose: Use this job aid to learn how to revoke or cancel team member’s certifications or curriculums.
1) Log into the HHS Learning Portal, select the My Team icon. The My Team page will automatically appear.
2) Navigate to the Team Certifications window and select “View All”.
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3) Select a learner on the team Certifications page, and then select “View Certifications”.
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4) A list of certifications for the selected learner will appear.

5) Select the Actions link and then select delete.
[image: image3.png]Actions

Internal Certifications. Grant Certifications | Add Certifications | Print | Export | Modity T: /iew Sarificstin Hsien:

Showing 1 out of 1 results View Rogress for All Faths
Begin Regitratin
Dekte.

Name Version Selected Path (% Complete) Mastery Score Status ~ Assigned By TargetDate IsCompliant ACt( Crangs ConetionStats

HCAS
PRISM

oaEvA
¢ na sssignea DITER - cions





6) The delete screen will appear for the selected certification.
7) Select the box next to Source Type and then select Remove.
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The message “Are you sure you want to delete” will automatically appear, select OK.
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8) A message confirming deletion will automatically appear. Select close, then the screen will automatically return to the learner’s list of certifications.
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9) You have reached the end of this job aid.
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