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How to: ‘No Show’ a Scheduled Course
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• On the Participant’s profile, go to their ‘History’ tab 
and click on the scheduled course code you want 
to modify 

Click on the Code
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• Next, click on the 
button ‘No Show 
This Record’.

• Once clicked, the 
course status will 
change to ‘no 
show’ and you will 
no longer be able 
to modify the 
record.

How to: ‘No Show’ a Scheduled Course
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• On the Participant’s profile, go to their ‘History’ tab 
and click on the scheduled course code you want 
to modify 

Click on the Code

How To: Change the Date/Time of a 
Scheduled Course



How To: Change the Date/Time of a 
Scheduled Course
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• Click on ‘Select Time 
Slot’ to see the dates 
and times available.

• Once the Date/Time is 
selected, click on the 
button ‘Confirm 
Change Schedule 
Time’

• The course is now 
modified to the new 
date/time selected.



For any assistance, please contact 
customer service at (409)724-2565.
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