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 01  Open Appointment For Removal

Hello, Today I will guide you on removing an appointment in Salon Manager. First, locate the 
appointment in the diary and double-click it. A menu will appear. Next, click the remove button 
on the left. You will then have two options: cancel the appointment for the client or delete it due 
to an administrative error.



 02  Select Cancellation Option

Once we've selected the relevant option, we then select Bookings and Charges at the bottom righ



 03  Choose Removal Scope

It's going to ask us if we want to remove all appointments for this client or just this individual 
one. In this instance, we're going to remove this singular appointment and hit confirmation at the 
bottom right.



 04  Confirm Appointment Cancellation

A confirmation screen will appear. If you're happy with the changes being made, click Cancel the 
appointment at the bottom right.



 05  Complete Appointment Removal

The appointment is now removed from the diary.
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