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Help My account Basket ()
Accessing your Bookings
e Go to the My Account Dropdown menu and Bookings
select the [BOOKINGS] option.
Accounts
Log out
e e

Amending the Internal Reference and Host

YOUR BOOKINGS
Showing 1-10 of 37 bookings @ 4

A list of all your upcoming bookings will be

displayed On the screen Booking ref. / PO num. Room v Property v Service v
° TO ed it the host, Click On [EDIT] next to the 25th May 202W End date L 4 Payment Sta. v Status v Booker v
name of your host.
° Se'ect a new host form the ||St and CI'Ck on REF: 443234 | BOOKER: NIGEL NVATSANZA | SERVICE: ADULT THERAPIES
2 Low Grange Health Village
[UPDATE] . . ) Tl | vost waura Tiromot: (TR
o If they are not listed, click on [ADD NEW HOST] /0921 Examinationfoom 0530100 SR
and input the host’s names, phone number and FISHED
email address and click on [UPDATE].
e To edit oradd an internal reference,
CIle on [ADD INTERNAL RE FERENCE] REF: 443230 | BOOKER: NIGEL NYATSANZA | SERVICE: ALCOHOL SERVICES
. i 2 Low Grange Health Village
e Input your own internal reference and click on T | o o
[ADD]

Amending the Date and Time

¢ If youwish to make changes to the date of
a booking, you can only do so, if your booking
has not fully paid.
e Once abooking has been paid for, you will EDIT BOOKING
only be able to make changes to the host and
the internal refernce as shown above. Othemise,
you will need to cancel the booking and rebook.
e To change the date of your booking,
Click on [EDIT BOOKING].
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e Onthe next screen, you will have the option
to make changes the date and time
(Subject to availability).

e Forsingle bookings, To change the date, click on
the drop down and select a new date from the
calendar.

e Once you have selected your new date,
you will then need to select you booking slot.

e Next, click on save changes to confirm
the amendments you have made.

e For recurring bookings, you will only be able to
change the time on the day. If you need to amend
the date, you will need to cancel and rebook that
specific booking.

e To change the time on any booking, unselect the
current time slot and then click on the new time
slot.
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Rooms in your booking

+ ADD ROOM TO BOOKING

amicaL
Examination Reom 3 ==
2 Low Grange Health Village

08:00 - 12:00 Tatal £40.00

Adult therapies ~  15th September 2021 ~ | Lawra Thrumblé (laura@g... v e

Add new host

Your booking

08:00-16:00 (CTANTLTC 0s:00 - 12:00 Nl | 1200 - 16:00 UNAVAILABLE

Set booking as recurring
ot 02 o3 04 05 06 I
o

15th September 2021

Examination Room 3
Change Reom | Remove

15th September 2022

Consulting Room 6

Change Room

I l SELECT SLOT

RESERVED &

Amending the Room

e To change the room, select the booking you wish
to change and click on [CHANGE ROOM].

e Fromthelistof roomoptions, click onthe roomyou
wich to change to and click on [BOOK].

e The booking will now be updated and reflected on
the bookings list.

e Once you have competed all your changes and
amendments, click on [SAVE CHANGES].

CLOSE
CHANGE ROOM

g £13.80 @
Examination Room 1 Price /hour
Failsworth Primary Cara Centre
& [ sooc |

o ame £13.80 ¥
Examination Room 10 Price ¢ houe
Fallsworth Primary Care Centre

BOOK
& [E5])

! e £13.80 @
Examination Room 2 rice  houe
Fallsworth Primary Care Centre

BOOK
£13.80 @
Examination Room 3 Price / hovr
Failswarth Primary Care Centre
5 E=
amica £13.80 @
Examination Room 4 Price / haur
Failsworth Primary Care Centre
& =3 .
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