
 

  

 

   
 

Cancel a reservation 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. Go to the Civic Rec website or click on Reserve a Study Room from the library’s website. 
 

2. Click Log in/Create Account on the top left corner of the screen and log into your account. 

 
 

3. Click Account on the top left corner of the screen. 

 

  

https://secure.rec1.com/CA/south-san-francisco-ca/catalog


 

  

 

   
 

4. Select Transaction History on the menu on the right. 

 
 

5. Select Reservations under Transaction History. 

 
 

6. Click on the Actions button next to the reservation you’d like to cancel. 

 

  



 

  

 

   
 

7. Select Refund. 

 
 

8. Click Submit. 

 
 

9. Click OK. 

 

  



 

  

 

   
 

 
10. The reservation cancellation is complete. 
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