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

Step 2: All of your sessions will be displayed, click on a column header to change the order

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



Step 4: Click the edit or cancel session button

Step 5: Choose to reschedule or cancel then continue

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

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


