
How to… RESCHEDULE a booking (Change the date and or time of the booking). 
 

 
 
 

 
 

1. Select the booking you 
want to reschedule and 
Click the Amend Booking 
button below. 

2. Click on the 
Reschedule/Modify button. 



 
 
How to change the time of a meeting/booking. 
 
As above, select the meeting you wish to reschedule and click the Amend button. Then click on the 
Reschedule/Modify button to get you to the point below. 

 

 
 
 

4. Type in the new date or 
use the calendar icon to 
select a new date. Then 
Click the Apply button to 
confirm the change and 
click the Close button. 

4. Un-tick the ‘Ignore 
Timing’ box and adjust the 
times accordingly. Then 
click the Apply button 
followed by the Close button 
to complete your changes. 

3. Click on Reschedule the 
whole booking? 


