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If you have accidently registered for a course, you have the option to withdraw from the course. 
 
DOH Staff - Before you withdraw from a course that has been assigned to you - please contact 
your Local TRAIN Florida Administrator for advice, as it may be required for your position.   
 
 NOTE:   You cannot withdraw from completed courses. 
 
This document will guide you on how to withdraw from a course in TRAIN Florida, and if needed 
remove it from your transcript. 
 
Step 1: Go to TRAIN Florida and log in 
 
Step 2: Locate your personal Dashboard - Click on the My Learning tile to open the menu.  
 
 Click on the Current Courses button.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: You will be directed to the My Learning page.  
 
 Locate the course you want to withdraw from and click the Manage button next to the course. 
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Step 4: You will be directed to the Course Registration Management Page for your course.  
 
 To withdraw from your chosen course, click the Withdraw button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: A Message from webpage window will open over the page. It will ask you if you are sure you 

want to withdraw from the course. To complete your withdraw - Click OK.  
 
 
 
 
 
 
 
 
 
 
 
Step 6:  The window will close and the Course Registration Management page will refresh.  
  
 The course Registration Status will show as Withdrawn.  
 

You have successfully withdrawn from the course. 
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Once you have withdrawn from the course, it will still be listed on your TRAIN Transcript, and marked 
as Withdrawn. You can remove the course from your transcript if you choose. 
 
Step 7:  Go to your TRAIN Florida home page - Locate your personal Dashboard. 
 

 Click on the My Learning tile to open the menu. Click on the TRAIN Transcript button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 8:  You will be directed to the Transcript page - Locate the course you wish to remove. 
  
 Click the R button      next to the course. 
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Step 9:  A Message from webpage window will open over the transcript page. It will ask you if you 

are sure you want to remove the course. To complete the removal - Click OK. 
 
 
 
 
 
 
 
 
 
 
  
 The course will be immediately removed from your transcript.  

 
You have successfully removed the course from your TRAIN Florida transcript 

 
 
 
If you have questions or need assistance regarding withdrawing from a course in TRAIN Florida, 
please contact your Local TRAIN Florida Administrator. 
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