Step 1: Log into the community and click on the overview sessions tile

=" randstad

Home iegistration doour 3 details =t holidays Schedule sessions

My details Registration decuments My payroll detalls Request holidays

Schedule sessions Bulk schedule sessions Overview sessions Overview timesheets

Sesslons

All Sessions »  #

Seaslan M T v | Ssasion Start v  Seasion End * yengion Type - huchant - Work Pla w' | Mippsd ¢ | Tima Sheet -

§-000258 27/06/2022.12:00 27/06/2022, 14:00 Face to face hariotte Page " TSM-02777885 -
5-000261 06/06/2022. 13:00 06/06/2022. 14:00 Face to face Charlotte Page o TEM-D2777882 w
5-000262 O7/06/2022, 13:00 07/06/2022, 15:00 Virtua Charlotte Page SM-L 17882 v
RSO lol[s]Triairr MR ERu o] aQ08.202 1500 Epcetn face shidione Bags ; TEM.O27778ES x

Step 3: Find the session you want to edit or cancel and click onto it

Sessions
All Sessions »  #

R0+ items » tad by Se o Start.+ Flltare v Al aessions « Updatad & faw nels #Qo IE]‘ <

Session Name | Sesalon Start 4 w | Eesalon End w | Sesslon Typa | Student w | Work Pla... ~ | Missad ... w | Time Shaet w

5-002323 05/05/2023. 10:00 05/05/2023, 11:00 Face 1o face Randstad Student TSM.02782146 L4

5-002340 28/04/2023, 16:30 2870472023, 17:30 Face to face Randatad Student TSM.02782163 -
5-002322 28/04/2023,10:00 28042023, 11:00 Face to face Randstad Student TEM.02782145 v

5-002339 21/04/2023, 16:30 21/04/2023. 17730 Face to face Randstad Student TSM-02782162 -



Step 4: Click the edit or cancel session button

- randstad

Home ls cuments My payrall details

5002323

Randitad Student

Step 5: Choose to reschedule or cancel then continue

Edit or cancel Session

Would you like to cancel or reschedule the session?

* Please choose
Cancel

Reschedule

enter new details of the session

Edit or cancel Session

Funding Balance Information

Balance Hours Unsubmitted/Unapproved Session hours
50 1 ¢

Session Details

Please adjust your session’s start and end time or your session’s type

Step 6: If you choose to cancel, the session will be cancelled, if you choose to reschedule you will be able to

5May2023 g  10:00 ® 5May2023 & @ 11.00

Face to face

I Continue to submit Session I

The student will receive an email to confirm the cancellation or rescheduled details




