Cancelling a Job

This article explains how to cancel a job as a substitute and whether this action is available to you.

How to Cancel a Job

Let's first examine how to cancel a job. This will help determine whether the "Cancel" option is currently available to you.

Click the "Scheduled Jobs" tab on your homepage or select the specific day on your homepage calendar for when the job is set to occur. Either selection

will list your job details. *In this example, the job is set to occur on August 30th.
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Ared "Cancel" option will be available if you have permission to cancel the job. Select Cancel and click Yes, Cancel Job in the pop-up to confirm and

cancel the job. You may also be prompted to include a cancellation reason, depending on your district.

& A job cannot be recovered once it has been cancelled. Please proceed with caution before confirming.




Cancelling Job

Are you sure you want to cancel job #6549542107?

Choose a Cancellation Reason (optional)
[ None Selected v|

No X Yes, Cancel Job

¥ Cancel

® Help Options:

If you do not see the "Cancel" option, then this permission may not be available to you, and an Admin will likely need to help. Please reach out to
your District Admin via the @ Help Resources icon for assistance.
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Requirements to Cancel a Job

Job visibility and cancellation options are managed by your district. So these options may or may not be available, depending on your enabled setup. A

few common reasons why a "Cancel" option may not be made available include:

o Date/timeframe: The job may be too close to its start time

o District User Permissions: Access to job visibility and cancellations may be restrictive in your district

Please contact your District Admin if the "Cancel" option is not available and you require assistance.



