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Edit or Cancel Virtual Reservations 

Under reservations menu, click on “view my request” 

 

Click on the desired event that needs to be modified or cancelled 

 

 

 

 

 



2 
 

Edit Reservations page 
Please click on the name to for more information and instructions.  

Editing Tools 

 

 

Cancel Booking           Details about the Event/Publishing  

  Edit Booking        Location details  

   Add or Edit Service      Set-up or attendance count 

              View Services  

Cancel Booking 
Please use this function to cancel any reservations or bookings. 

* Asterisk denotes required information’s. 
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Edit Booking 
After editing the details, please click on update booking to apply the changes.  

 

Add or Edit Services 
Edit any Furniture, Audio or Video, Staff and services.  
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View Services 
View the services and staff that were requested. 

 

Details about the Event/publishing  
Summary of the reservation is available for publishing on Facebook and other social media. Also this can be used to add 

the event to personal calendars. 
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Event Location 
To review the Event location and location details. 

 

Setup  
Change the set-up type or attendance numbers. 

 

Editing Tools 

 


