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Objective: Canceling and Uncanceling Registrations

Scenario: You have a Person that you would like to cancel from an Event.
There is a $50.00 cancelation fee. Later, this Person would then like to
attend this event after all.

Step 1: Locate the person you would like to cancel from an Event. In the
cancel box, click on Person. (Eig. A)
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Step 2: The Cancel Registration popup appears. If there is a cancel fee, enter
the amount. Press enter from your keyboard. The Refund amount is
displayed. The total amount owed is shown at the bottom. Click CLOSE.

(Eig. B)
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Step 3: The CONFIRM CANCEL REGISTRATION popup appears. Click Yes.
(Eig. C)
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Step 4: The person is now CANCELED from an Event. To uncancel this
Person, click Person in the Cancel box. (Eig. D)
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Step 5: Click on UnCancel. (Eig. E)
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Step 6: The CONFIRM UNCANCEL REGISTRATION popup appears. Click on
Yes. (Eig.F)
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Result: The person is once again Registered for this Event and the

cancelation fee is taken away. (Eig. G)
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