Employee declines course booking

Booking is created by Intertrain at least 4 weeks
prior to competency expiry date.
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Intertrain contact employee for reasons

A

Possible outcome: new booking
confirmation email

If course booking unsuitable, cancel on
portal more than 8 days prior to course
date. Re-book using portal

-

Automated booking confirmation email is sent to
employee

Employee accepts course booking
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Employee uses link to add to Outlook calendar

4

Reminder email at 4 weeks, 2 weeks & 1 week
prior to course date
NOTE: Reminders will be sent even if not accepted
the course event

Text messages also sent if enabled
on portal account under
“Communication options”

)

Accept course booking via portal account if not
already done so.

Attend the course







