How to... RESCHEDULE a booking (Change the date and or time of the booking).
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: : Booking Details
Catherine Monaghan, following are the booking details:

Host Name g Monaghan, Catherine, Bkg Ref £ 34347
Meeting Title : Test Meeting Type - Internal
Matter No. g Db.Code H -
Bkg. Ref Property Room Name No. From Date Time To Date Time
people
@ 34347 Main Building, Blackhall Room 5 4 18/09/2011 12:00 18/09/2011 13:00

2. Click on the
Reschedule/Modify button.
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Host Name 2 Monaghan, Catherine, Bkg Ref z 34347 J
Meeting Title Ll 1 Test Meeting Type : mternal
Matter No. 5 Db.Code : --
|:| Bkg. Ref Property Room Name No. people From Date Time To Date Time
34347 Main Building, Blackhall Room 5 4 18/09/2011 12:00 18/09/2011 13:00
3. Click on Reschedule the
whole booking?
:: What would you like to do? © Reuchedule the whole booking? @ Reschedule just o5z gatiz? 4 Type in the new date or
functions? @ Move Room @ Otber options use the calendar icon to
= select a new date. Then
MNew Start Date for Whole Booking ) .
SRR R Click the Apply button to
New Timings Date for Whole Booking ‘ o L#Yfgnore Timing CO.nfirm the Change and
13 88 00 click the Close button.
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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.
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E;‘:m"’g"‘ Calendar
Host Name = Monaghan, Catherine, Bkg Ref = 34347 —
Meeting Title = = Test Meeting Type : Internal
Matter No. : Db.Code : -
|:| Bkg. Ref Property Room Name HNo. people From Date Time To Date Time
34347 Main Building, Blackhall Room 5 4 18/09/2011 12:00 18/09/2011 13:00
4. Un-tick the ‘Ignore
Timing’ box and adjust the
times accordingly. Then
: : What would you like to do? © Reschedule the whole bookirg? @ Resched) c“c'( the Apply bUtton selected
functions? @ Move Room @ Other options followed by the Close button
to complete your changes.
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