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Request to Change or Cancel Registration 
This tutorial walks you through the steps to: 

• Request a change to a course and/or exam registration, and/or 
• Request a course or exam registration cancellation, and/or 
• Request a refund if applicable 

 
 

 
1. From the Main Menu: 

a. Hover over the Help tab 
b. Select Contact Us 

 
 

 
2. From the Individual Information Request page: 

a. Click on the arrow beside Area of interest  
b. Select Training Enquiries 
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1. From the Individual Request Information page: 

a. Click on the arrow beside Reason 
b. Select Cancellation or Refund Enquiry 
c. Summary: Enter the following details for your cancellation and refund request: 

i. Course and/or exam name and code 
d. Detail: Enter the following details for your cancellation and refund request: 

i. Course and/or exam date (if there is one) you want to cancel or change 
ii. New course and/or exam date(s) requested 

iii. Payment amount and confirmation number 
e. Click on Submit to send the request to the Council. 

 
Your request is complete. The Council will contact you regarding your request within 2 working days. 
 
 


