MS BOOKINGS SYSTEM FOR ADULT SAFEGUARIDNG MEETINGS 
HOW TO RESCHEDULE / CANCEL GUIDE FOR SOCIAL WORKERS


Using the MS Bookings System to reschedule / cancel your meeting

1. When you book your meeting via the booking link, you will receive a booking confirmation. 
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2. To reschedule / cancel your booking, click on ‘Reschedule’ in your booking confirmation. This will take you to the following screen. 
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3. Please select the options applicable. If you click on ‘Reschedule’ on the above screen, it will take you to the next screen where you can select a new date and amend the details to reflect your new details. Once you have amended the details, you must click ‘Update Booking’ at the bottom of the page. 
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4. If you click on ‘Cancel’ you will be taken to this screen. Select ‘Cancel Booking’ in the pop-up. 
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5. You will receive a booking cancellation confirmation. 
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Hi DUMMY BOOKING,
Your booking has been canceled.

Appointment cancellation

This is to inform that your service has been canceled.

Canceled booking details

Service Name Safeguarding Adults Minute-Taker Booking
When 07 March 2023
10:00 - 13:00

(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Location Our office address
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Hi DUMMY BOOKING,
Your booking is confirmed.

Booking details

Service Name Safeguarding Adults Minute-Taker Booking
When 07 March 2023
10:00 - 13:00

(UTC+00:00) Dublin, Edinburgh, Lisbon, London

Location Our office address

O Reschedule
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Upcoming booking for
DUMMY BOOKING

Safeguarding Adults Minute-Taker Booking
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