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How to amend or delete a booking

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

1 Click "Dashboard"
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2 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.

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

5
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6 To amend bookings more than 1 week in advance. Click on reservations.

7 Click "Search Reservations"
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8 Click "Date Range"

9 Input a date range that covers your booking.
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10 Click "Search Reservations"

11 Your future reservations will be displayed. Click "View" on the booking you wish to
amend or delete.
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12 Click "Delete"

13 Provide a reason for cancelling.
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14 Click "Delete"

15 Click "Close"


