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 TimeEdit Quick Guides 

 ⏵How to Cancel a Booking 

About Reserve  
Reserve is an effective reservation tool used for the management of shared 
resources used by staff and students.  

 

Instructions: 

Step Action 

1 Go to your study area page and select the reservation to cancel. 

2 Choose Edit / Cancel reservation. 

3 Click Cancel reservation. 

4 Confirm by clicking Cancel reservation again. 

5 Your reservation has now been cancelled 

6  The reservation has been removed from the calendar. 

 

 


