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Travel Agent - How to Cancel an Excursion On a Group Booking

Step 1

Let us start on the Reservations
screen. Click the 3 Bars =
symbol on the left side of the
screen.

Step 2

This will open the Main Menu
screen. Click on the

line.
Find f:‘-'@.mp
Naw Group
Step 3
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We will arrive on the Groups
screen. Under the Find Groups
section enter the Group RES d F’“;'“' werteea e R v+
booking number in the Group Afras 0 e )
# field. Then click the F1geq :
button.
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Step 4

The Group Results menu will
open. Click on the Group
Reservation you wish to work CASH GRE Sale: OFFER._ o | G Guot it (9 Sms OFRR
with, and it will become X
Highlighted. Then click the (Groap Nerse: CASHGRIF 1 Grous Type: 47HITY
m tab inside the Group
booking.

v GrowpResits

[>£]

| (il | (e

Uncompleted E 5
(|} 2 Ageney: TESTCONSORTIA AGENCY Agency T 1R

RezA Quick Step Reference Guide Page 1



RezA' | Crzams QUICK STEP REFERENCE GUIDE

Step 5

This will take us to the Review
Group screen. Scroll down to
the Excursions line. Here we will
the Excursion we would like to
Cancel. On the right side of the
Excursions line click the Pen &

Pen [ symbol.
Step 6
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We will be brought to the ot | e R o vt
Excursion screen. Under
Booked Excursions we will see Eroasons 4 334 bar o i b0t [

the excursion we wish to
Cancel. On the right-side of the
OBA-005 excursion line click
the Trash Can [ symbol.

Step 7
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Here we will now see under
the Booked Excursions section
the Excursion has been
canceled and removed. Click
the (#631ah{I[S button at the
bottom of the screen.
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Step 8

We will be brought back to the
Review Group screen. Here we
will see under the Excursions - ' TR
line the excursion has been tre AT

Canceled. The canceled > Sowis Ragunits: 3

excursion has been stored in v D Adees @
the Group Reservation as At e
nothing booked. No further oS
action is required. i
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