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HOW TO WITHDRAW FROM A SESSION

1. Loginto Pioneer@Work
2. Enter your DU credentials (firstname.lastname@du.edu and password) which will bring you to the home screen.
3. Scroll down the page and click on “View” under the “Your Employee Transcript” widget.
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4. Locate the session you
would like to withdraw
from (sessions are

represented by a

calendar icon). Click on mmns  Engaging and Motivating Employees (Starts 6/4/2021 8:00 AM)  [RVIWE RTINS
] Due: No Due Date  Status: Registered

the dropdown arrow m—
next to the session title.

FERPA Training

Due: No Due Date  Status: Registered “

5. Choose the “Withdraw”
option from the omrs  Engaging and Motivating Employees (Starts 6/4/2021 8:00 AM)

u Due: No Due Date  Status: Registered

dropdown menu. 4

View

Request Exemption

6. Select a reason for withdrawing from SESSION WITHDRAWAL OPTIONS
the session.

Fleaze select 3 reason W
Please select a reason

Other

Cancelled Day of Class

Found More Appropriate Training

lllness/Family Emergency

Inclement Weather

Leaving the Company

Parsonal Reasons

Replace with another candidate (input name of replacement in comments box below)
Rescheduls dus to conflict

—| Travel Disruption

Vacation
Submit Cancel



https://uofdenver.csod.com/samldefault.aspx?ouid=1
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7. Add any relevant comments to the

. . SESSION WITHDRAWAL OPTIONS
text box, then click “Submit”.

| Reschedule due to conflict

‘: |an0ther meeting at the same time >

Cancel

8. You will receive an email confirming your withdrawal from the session.

QUESTIONS? Reach out to learning@du.edu




