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How to Cancel a Job in Office Toolbox

Step one

Go to the appointment in your diary that needs to be deleted or recorded as a Did Not Attend.

215031, Face to Face, Offsite Sessional 1(3)

Johnny Tester
Test CustomerOne

Step Two

Hover the cursor over the appointment and right click on the mouse. Select Delete Appointment.

215031, Face to Face, Offsite I 1(3)
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Step Three

You will then be asked if you are sure you want to delete the appointment. Click Yes.

Are you sure you want to delete this appointment?

The delete can't be undone!

LY [ N |

Step Four

You will be asked if you wish to proceed. Click Yes.

Johnny Tester will incur a charge as it is cancelled too late. The system
requires a notice period of 24 hours.

@ The appointment: 215031, Face to Face, Offsite Sessional 1(3)

Do you wish to proceed?
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Step Five
You will be asked to confirm if this is chargeable — if you have received less than 24 hours notice click
Yes

The appointment: 215031, Fa¢e to Face, Offsite Sessional 1(3)
Johnny Tester will incur a charge as it is cancelled too late. The system
requires a notice period of 24 hours.

To apply this charge answer Yes.

If this appointment was incorrectly recorded, answer No and it will be
removed completely.

Step Six

A red cross will now appear over the appointment in your Office Toolbox diary.
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