
How to Drop (Cancel) Learning for Team Member

1. Click on the Learning and Development link in the HRIS Learning 
Management box.  

2. Click on Team Learning under Manager Self-Service and then Team 
Members.  

3. Select the Team Learning action from the Go To... drop down box for 
the team member (direct report).  
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4. Click on the Go button.
5. All learning for the selected team member will be displayed.
6. Select All Learning – Currently Enrolled, In Process from 

the Search Filter drop down list.
7. Click on the Go button.
8. Click on the Drop button for the class for which you wish to 

cancel.
9. Click on the Drop button when the system asks to verify the 

action:  “Are you sure you want to drop [Team Member Name] 
from this activity?”


