How to amend or delete a booking Scribe™

This guide provides a process for amending or deleting bookings to help you easily
manage your reservations.

1 Click "Dashboard"
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Your bookings during the current week will be displayed on the dashboard. Click
on the booking you wish to change. If your booking is further into the future
go to step 6.

2

Foundation | 2=

Announcements 2

|

Please read our Terms and Conditions by clicking this link

Please ensure you cancel your reservation if you no longer need it, so other users can book the space.

Upcoming Reservations 1 A

Today (0)

Tomorrow (0)
Later This Week (0)
Next Week (1)
(no title) Steven Mackenzie Monday, 17/11 10:00 Monday, 17/11 14:00 The Booth

Resource Availability @

|

Add Favorite Resource -
Unavailable All Day
(@] The Booth g Available At Monday, 17/11 14:00 Reserve

18] Shiriey Room Ay Available At Tuesday, 18/11 16:30
(@] Tolhurst Room [Fad Available At Monday, 17/11 16:00
o B Available At Tuesday, T8/11 16:00

(@ Desk2 ¢ Available At Friday, 14/11 17:00

3 You can use the next screen to update your booking details or delete it (e.g.
change the date or number of attendees.

x 0
dss:.mxmmq Dashboard Reservations ~ @ L @steven ~
Foundation | -rmie.
Change Reservation [N R © Delete | & Update
o Owner

Steven Mackenzie

@ Begin End
1711112025 10:00 v 17/11/2025 14:00 v 4 hours (2 View Availability
Repeat Does Not Repeat v
&3  Resources n Change ® Accessories o Add ®
The Booth @ @
@ Reminders
1 days v before the start time 30 minutes v before the end time

Additional Information
Booking Purpose * (© Please state the approximate number of attendees * | agree to the Hubs Terms and Conditions * @
For Testing x 4

Reference Number 4EF3B151
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4  Make your changes and click update

7 30 Dashboard Reservations ~ @ @ ®steven -
Change Reservation Close i+ w
o Owner

=

Steven Mackenzie

® Begin End
] psr11/2025 10:00 ~ 25/11/2025 14:00 ~ 4 hours [ View Availability

Repeat Does Not Repeat v

€2  Resources Change ® Accessories [} Add
The Booth

m Reminders

1 days v before the start time 30 minutes ~  before the end time
=]
= Additional Information
Booking Purpose * @ Please state the approximate number of attendees * | agree to the Hubs Terms and Conditions * (@
For Testing x 4

Reference Number 4EF3B151

v

Your reservation was successfully updated!
Your reference number is 4EF3B151
£3 The Booth
© 10:00 - 14:00
) 25/11/2025
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6  To amend bookings more than 1 week in advance. Click on reservations.

7 Dashboard Reservations ~ @ £ ®steven ~

‘Community
Foundation | =i

Announcements 2

|o.o

Please read our Terms and Conditions by clicking_this link

Please ensure you cancel your reservation if you no longer need it, so other users can book the space.

Upcoming Reservations o

|

No upcoming reservations

Resource Availability @

|

Add Favorite R

urce

Unavailable All Day
@ The Booth [Rd Available At Tuesday, 18/11 14:00 Reserve

[6] sShirley Room [Rid Available At Tuesday, 18/11 16:30 Reserve
[0] Tolhurst Room R Available At Monday, 17/11 16:00 Reserve
@- e Available At Tuesday, 18/11 16:00 Reserve
@ Desk2 7 Available At Friday, 14/11 17.00 Reserve

® - <7 Available At Tuesday, 18/11 16:00 Reserve

® - o Available At Tuesday, 18/11 11:30 Reserve

M Nack R <> Available At Fridav 14/11 17:00 Becenye

7 Click "Search Reservations"

o o
a%ﬁ;‘fﬂ 3@ Dashboard Reservations * @ L' @steven v

Schedule
Announcements 2 ~
New Reservation

Please read our Terms and Conditions by clicking_this link Find A Time

Please ensure you cancel your reservation if you no longer need it, so other Resource Maps ce.

My Calendar

No upec  search Reservations

Print Reservations

Resource Availability

Add Favorite Resource
Unavailable All Day
® - 7 Avallable At Tuesday, 18/11 14:00 Reserve

[@] shirley Room g Available At Tuesday, 18/11 16:30 Reserve
[©] Tolhurst Room [Ra Available At Monday, 17/11 16:00 Reserve
@- ¢ Available At Tuesday, 18/11 16:00 Reserve
@ Desk2 Yy Available At Friday, 14/11 17:00 Reserve
@- ¢r Available At Tuesday, 18/11 16:00 Reserve
@_ 7 Available At Tuesday, 18/11 11:30 Reserve

(M Neack R <7 Available At Fridav. 14/11 17:00
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8  Click "Date Range"

A o
e 30 Dashboard Reservations ~ @ L' @steven -

Search Reservations

My reservations

Resources A Schedules

Title Description Reference Number

Search Date Range

RCLEVREINGN | Tomorrow 14 Nov || This Week || Next Week H Date Range

Advanced Search Options

Clear Filter Q, Search Reservations

9 Input a date range that covers your booking.

My reservations Resources

- Schedules -
Title Description Reference Number
Search Date Range
Today 13 Nov I Tomorrow 14 Nov Il This Week Il Next Week ‘ Begin - End
Advanced Search Qptions November 2025

Mo Tu We Th Fr Sa Su

PEEIRSCY  C, Search Reservations
27 28 20 30 31 1 2

3 4 5 6 7 8 9
1011 12 13 14 15 18
7 18 19 20 21 22 28
24 25 26 27 28 28 30

Today
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10 Click "Search Reservations"

~F Essex
Community
Foundation | ==

Search Reservations

My reservations

Title Description

Search Date Range

Today 13 Nov Tomorrow 14 Nov This Week Next Week Date Range

Advanced Search Options

Dashboard Reservations ~

Resources

) LT (@) Steven ~

A Schedules -

Reference Number

17/11/2025 - 912025

[ (Ol O Search Reservations

11 Your future reservations will be displayed. Click "View" on the booking you wish to

amend or delete.

Title Description

Search Date Range

Today 13 Nov || Tomomrow 14 Nov || This Week | Next Week |[BEICEIEQIE]

Advanced Search Options

1 Reservations Found

RESOURCE DURATION
The Booth 25/11/25 10:00 - 14.00
OWNER 4 hours

Steven Mackenzie

REFERENCE NUMBER
4EF3B151

Loading...
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Reference Number

17/11/2025 - 29/11/2025

Clear Filter Q Search Reservations

TTLE
(no title)

DESCRIPTION

(no description)



12 Click "Delete"

Essex |3€‘) Dashboard Reservations ~ Q_\Q @ Steven ~
Change Reservation o - (K CIZ
o Owner
= Steven Mackenzie

® Begin End
25/11/2025 10:00 v~ 25/11/2025 14:00 v~ 4 hours [ view Availability
Repeat Does Not Repeat v
€2  Resources Change ® Accessories [} Add
The Booth
m Reminders
1 days v before the start time 30 minutes ~  before the end time
=]
= Additional Information
Booking Purpose * @ Please state the approximate number of attendees * | agree to the Hubs Terms and Conditions * (@
For Testing x 4
Reference Number 4EF3B151

13 Provide a reason for cancelling.

f 30 Dashboard Reservations * @ :‘ @ steven ~

Delete Reservation

Reason

No Longer required
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14 Click "Delete"

Delete Reservation

Reason

No Longer required

15 Click "Close"

Your reserv@was deleted
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