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Cancel a session 
This reference guide outlines the steps for cancelling a session: 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Go to the hamburger menu (top right corner of your MyPL screen). 

Step 2: Select Manage Learning form the hamburger menu. 
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Step 3: Manage Sessions (left side of your MyPL screen). 

 

Step 4: Select the edit/pencil icon for the relevant session. 
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Step 5: Select Cancelled from the Status drop down menu. 

 

 

 

Step 6: Select the Save Learning Event Session button. 
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The MyPL system will automatically send an email to all enrolled participants informing them the session has been cancelled. An example email is shown below: 

 


