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1. From the bookings screen, find the group booking you want to move.
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2. Select the booking and drag across the screen.
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. The green highlighted field indicates where your booking could be located.
4. To select a different date to the current, select ‘Sel Date’.
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5. Choose the desired date.
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6. Using your cursor, navigate to the time you wish the booking to begin.

B Function Room 1 ( Function Rm 1) - Tuesday 25 February 2020 at 07:

T view Em A«m Eunwu ﬁkuon 'Eﬂvmt Qrm ﬂuuu

- o x
Bco 1 [Gorc2 e | W FuncRms | [FSociel bvents | Jf | L Detail v
- Function Rm 1 Function Rm 2 Function Rm 3 Function Rm 4

7. Click into the field
8. When the following menu appears, select ‘OK’.
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9. You have now successfully moved the booking.
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