How to cancel an ALACs course

Please go to this website: hitps://training.nottingham.ac.uk/Portal/Home4

Once there you should see the below screen and you will need to click on where it says ‘My
Home’. As indicated below:

@ tramning.nottingham.ac.uk/Portal/Home1

e Your T Services [l University of Nottin.. Bl Centre for Engl® B ViewWeb Timetabl.. @ MyNottingham @ Satum - Student Ad...  [Hll Log In - Workspa

N

n Nottingham UNIVERSITY OF NOTTINGHAM

Search Courses l My Home Contact Us

Q  sEarcH

Short Courses for Staff and Students

Weicome o the central short course catalogue for students and staff

Thers is 2 wide range of courses on offer. Please browee the caleories.

i.
Ing In Lockiown Live Courses

via MS TEAMS

® 9
A -

AT P

This will then bring you to a page where you will need to log on using your University username and
password.
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Login using your University Username and Password

If you have problems logging in, please contact the IT Service Desk on (0115) 96 16677, or via Self Service
https://www.nottingham.ac.uk/go/selfservice
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After logging on you will see the below page, please click on where it says ‘training’.
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The next page will show all of the courses listed that you have registered on. Please find the
relevant course that you wish to cancel your place on by looking under where it says ‘course
name’. Once you have identified which course you wish to cancel, please click on where it says
‘view’ next to the course you wish to cancel.
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This will then bring up the page showing the course details, where you will see the option to cancel
your course by clicking on where it says ‘cancel course’.

Univarsity of
Nottingham
Home > Actions » Calendar > Jontact > Course > Mailshot M:

Bookings and Training for Selina Janaga

EXCEL 2016: 2. INTERMEDIATE (ONLINE COURSE)

Booking Number: 760117

Main Schedule Refenence' TST750595

Course Reference!  eExcelinter
Duration: 1h 45m worth of conte
Provider Name: PD eleaming
Provider Telephone: (0115) 546 6664
Provider Email: pd@nottingham.ac.u
Training Points Obtained : 0.0 out of 0.0
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You can select an option for the reason why you wish to cancel and then select OK to cancel

your course.
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CANCELLATION REASON

Please choose a reason why you wish to cancel | Cancelled - don't need course W |
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Your course should now be cancelled and you are free to take a look at available courses you wish
to do instead here:_https://www.nottingham.ac.uk/cele/alcs/courses.aspx




