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About Cancelling ITA Assignments 
 

 
Points to be aware of: 

 
¶ ITA assignments can be cancelled either individually or in bulk.   

 

¶ Cancelling an assignment only cancels that particular course booking, not the participantôs ITA 

learner year.   

 

¶ The ITA learner year continues until it reaches the ITA End Date that is set when the participant 

is initially assigned to a course, regardless of whether that assignment is cancelled. 

 

¶ Once an assignment has been cancelled it can not be un-cancelled. 

 

¶ After cancellation the participant is able to book onto another course by following the standard 

application process through My World of Work. 

 

¶ An ITA assignment that has been cancelled can be found listed under óAssignments ï Inactiveô; 

to see cancelled assignments filter to show only assignments with a status reason of óLeaver 

(Archived)ô 

 

 
 

 

¶ When viewing the participantôs record after their assignment has been cancelled you will find 

that: 

o Their ITA Status remains óVerifiedô 

o There is no change to the participantôs original ITA Start & End dates 

o Their assignment now shows as óInactiveô 

o The Status Reason of their assignment is now óLeaverô 
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 The Training Details section of the assignment will show: 

o Course Attendance Claim Type of  óPendingô (i.e. no claim made) 
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Cancellation Scenarios 
 
 
The following guidelines apply whether you are cancelling an individual assignment or bulk 
assignments. 
 
 
Cancelling an assignment for a participant(s) who has not yet attended the course: 
A participant is free to cancel before the course start date for any reason, without losing their ITA 
funding for that learner year. 
 

¶ Cancel assignment using any Cancellation Reason (as appropriate) 
 
 
Cancelling an assignment(s) for a participant(s) when their ITA claim has been submitted 
but payment not yet received: 
Follow this sequence in scenarios where a participant has to cancel a course they have already 
started due to unforeseen circumstances (this is applicable at the training providerôs discretion). 
 

¶ Cancel assignment(s) using Cancellation Reason: Cancelled by learner ï exceptional 
circumstances 

¶ Undo claim (see Undo Claim Step-by-Step Guide) 
 
 
Cancelling an assignment(s) for a participant(s) when their ITA claim has been submitted 
and payment already received: 
Follow this sequence in scenarios where a participant has to cancel a course they have already 
started due to unforeseen circumstances (this is applicable at the training providerôs discretion). 
 

¶ Cancel assignment(s) using Cancellation Reason: Cancelled by learner ï exceptional 
circumstances 

¶ Contact SDS by emailing  customer.services@sds.co.uk or calling 0141 285 6100 to 

request that the claim be undone 
 
 

In situations where the participant has to cancel their course after it has already begun, whether or not 

to cancel the participantôs assignment is at the training providerôs discretion.  Please consider the 

following points: 

 

By cancelling the assignment: 

- You will no longer be able to make a claim on this assignment 

- The participant is able to apply to do another course in the same learner 

year (see section on Registering Participants After Cancellation)  

 

By not cancelling the assignment: 

- You retain the ability to make a claim on the assignment, whether now or at 

a later date 

- The participantôs assignment remains active, they can complete the course 

at a later date and once they attend the later course you can claim for them.  

 

E.g. If you run óForklift Drivingô in May and in September and a participant who has booked onto the 

May course becomes ill and canôt complete it at that time, you have the option to let them return to 

complete the course in September.   

 

mailto:customer.services@sds.co.uk
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NB.  You can only claim ITA funding for the participant once within their learner year, and this should 

be at the point of attendance.  This is because when a claim is made on an assignment SDS seeks 

confirmation from the participant that they have attended the course. 

 

 
 
 
 

Which Cancellation Reason should I use when submitting a cancellation? 
 
Training providers should only ever select one of the following Cancellation Reasons: 
 

Cancelled by learner ï exceptional circumstances 
 Participant has to cancel part-way through the course 
 
Cancelled by learner before start date 
 Participant cancels before their assignment begins 
 
Cancelled by training provider before start date 
 Training provider has to cancel the assignment before the course begins 
 
No show 
 The participant has not attended their course 
 
Not eligible 
 The participantôs eligibility changes; they are no longer eligible to receive ITA funding 

to pay for their course. 
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Cancel a Single Assignment 
 

 
 
1. Locate the individual assignment 

 

 Workplace 

 Assignments 

 ITA Assignments Active 

 

 

 
 

 

¶ Go to ITA Assignments Active and enter the participantôs first or last name into the 
search field  

¶ Double-click on the participant to open up their assignment 

¶ Ensure that you have selected the correct participant 

¶ If your training organisation administers other SDS programmes besides ITA then 
ensure you check that you are viewing the participant under the correct programme: it 
should say óAssignment: Individual Training Accountô above the participantôs name. 
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2. Initiate cancellation 
 
 

 

 

 
¶ Click on the big green óCancellation Processô button 

¶ The ITA Cancellations pop-up box will appear. 
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3. Process Cancellation  

 
 

 

 
¶ Select cancellation reason from drop-down list 

¶ Click on óNextô 
 
   

 

 
 



 

10 

 

¶ Select óYes ï proceed with cancellationô 

¶ Click on óNextô 

¶ Press óFinishô to close. 
 
 

 
 
 

 

¶ You must inform the participant that: 
o Their booking has been cancelled    
o They are now able to apply for another course through My World 

of Work  
o They will need to supply their proof of income again when making 

a new booking. 
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Cancel Multiple Assignments 
 

 
 
Bulk cancellations are the cancellation of assignments to a course, not the course itself.  To 
cancel a course completely you must use the Course Management Tool to deactivate the 
course. 
 
Bulk cancellations are processed on a course-by-course basis, and should be processed 
before the course has begun. 
 
 
 

4.  Go to Active Bulk ITA Course Cancellations 

 

 Workplace 

 Bulk ITA Course Cancellations 

 Active Bulk ITA Course Cancellations 

 

 
 

¶ When you open up Bulk ITA Course Cancellations the system may take you 
automatically to Active Bulk ITA Course Cancellations; if it doesnôt then use the little 
arrow next to the screen title to open up the drop down list and select the correct 
view. 
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5. Create a new Bulk Cancellation 
 

This screen shows any previous bulk cancellations you have processed; you need to 
create a new one. 
 
 

¶ Select óNewô 
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6. View the participants you wish to cancel in bulk  

 

 

 

 
 

¶ Complete the fields in the óGeneralô section 
 

o Select your organisationôs ITA contract  

o Select the course the participants are assigned to 

o Select the cancellation reason:  
Cancelled by training provider before start date 
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7. Submit Bulk Cancellation 

 

 

If you wish to cancel all of the assignments on that course then you can simply press the big 

green button - óSubmit Bulk Cancellationô. 

 

 
 

 

If you wish to cancel some of the participants on that course but not all of them then you need 

to delete the participants you do NOT want to cancel from the list of assignments, leaving the 

list showing only the participants you DO want to cancel: 

 

¶ Scroll down to the óAssignmentsô section (note that you can view more assignments by 

using the page arrows at the bottom right hand corner of the Assignments list) 

¶ Hover over the assignment you wish to remove until you see the trash can icon next  to 

the Participant Contribution amount on the right hand side 

¶ Delete any assignments you wish to keep, and leave any assignments you wish to 

cancel 
 

 
 
 

In the above example I have deleted a number of assignments and am left seeing only the 
participants I wish to cancel from the course óWinning the Champions Leagueô.  I am now 
ready to submit these assignments for bulk cancellation. 
 

¶ Press the big green óSubmit Bulk Cancellationô button 
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¶ Select óYes ï cancel all of the related assignmentsô 

¶ Press óNextô 

¶ Then press óNextô again 

¶ Then press óFinishô 
 

 
 
 

 


