Renewing a booking
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Once a booking comes to the end of it's recurrence, you will need to renew it for the hirer to continue
their lettings. We've developed a renewals function, which allows you to select the current booking,
click to renew and the booking form will be pre-populated with all the existing information.

To access this, click to m a booking (either via Calendar or Clients account). This will bring you to the

booking form, at the bottom right of the booking form click " .

The booking form will open up. As you can see in the example below, it is pre-populated with all the information
from the last booking, including categories, checklists, pricing etc.

Grange Park School [ hopama sopport | | Fmssemabled~ | Teacy Steet v

Dashboard Calendar Enquiries Clients Bookings Invoices Paymenis Reminders 3 _ Users Manage Venues «
New Booking

Booking Query
Select client: | John James (Grange Park FC (WK)) - or

Purchase order Category | Sport & Fitness ¥ | Checklist| — M

Spaces
Space Booking rate Net VAT Gross
AWP 1 (3-6 aside) *|  Concession (£25.00) £/250 20% £300

Sundry Items

Date and Time Deposit

Booking date: | 04/05/2016 from 17:00 until 18:00 on the 04/05/2016

Recurrence
Recurs
Weekly

Repeat every 1 weeks ® For 10 occurrences Until

on Monday Tuesday [* Wednesday Thursday Friday Saturday Sunday

Term time only

===

Availability checked on: 22/6/2016

From this screen, you can add the new date range and check availability. Any price increases to standard rates
since the original booking will be reflected in the new booking.

You can then proceed to save your booking & issue the provisional booking email to the client.

Don't forget to publish to your website if required. SeePublish an event on What's On page



