
Cancelling from a course 

If you are no longer able to attend a course, you can cancel your booking  via My View. From the Learn section, go to  the 
My activities tab. Find the course and select it by clicking on the course title. 

 

 



 

Add a cancellation reason. If you wish to go on the waiting 
list for another available event, then check the box Join 
waiting list. 

 

Scroll down to the bottom of the screen and select Save. 

 

 

 

 

 

 

You have cancelled from the course, and you will receive an email to confirm this. Don’t forget to remove the event from 
your Outlook calendar. Your manager and your Learning and Development team will also be notified. 

You can contact your Learning and Development team at StaƯDevelopment@worc.ac.uk if you need any support with 
your course bookings or learning needs. 


