Cancel areservation in Civic Rec

Cancellation of study room reservations is available only on a desktop computer or the desktop
version on your mobile device. It is not available through the mobile interface.

1. Gotothe Civic Rec website or click on Reserve a Study Room from the library’s website.

2. Click Login/Create Account on the top left corner of the screen and log into your account.
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3. Click Account on the top left corner of the screen.
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4. Select Transaction History on the menu on the right.
_ Our City Government Departments Services | Want To _

BRCataiog | & Account | f Connect @ folicles  © Malp | o Log Out
MY DASHBOARD

@ oo
> > View inbox

> View Full Calendar

7/ MY RECENT REGISTRATIONS

5. Select Reservations under Transaction History.
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6. Click on the Actions button next to the reservation you’d like to cancel.
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8. Click Submit.

Refund

Refund Confirmation

Customer  JA

Payment Type 1. User Credit

Refund ltems  Item Balance Change Refund Amount
Credit/Refund: Library Rooms & Equipment (LPR) Library-Adult Collaboration #1 $0.00 5000
08/25/2024 2p-3p (Sun Library)
REMOVE FROM CALENDAR

Total

9. Click OK.

Are you sure you want to cancel this reservatigaz

Cancel

Refund

Refund Confirmation

Customer  JA

Payment Type 1. User Credit
Refund ltems  item Balance Change Refund Amount
Credit/Refund: Library Rooms & Equipment (LPR) Library-Adult Collaboration #1 $0.00 $0.00

08/25/2024 2p-3p (Sun Library)
REMOVE FROM CALENDAR

Total $0.00 $0.00

Close
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10.The reservation cancellation is complete.

Refund

Refund Successful
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Refund/Credit Receipt 76159290
08/08/2024 0408 PM

Account Information
JA

Ameunt
Paid

1 Aug 25, 2024 2:00 PM 5000
Total Payment 50.00
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