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Attendees sometimes cancel their reservations or attendance to an event. This is the process 
to use in order to record that cancellation. 

1. Log in to Advance. 

2. Use the Lookup tool to find your Event. (See How to – Lookup an Event.) 

 

3. Open your Event. 
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4. Click on Registration Update in the Nav Tree. 
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NOTE: In This Example Entity Names Have Been Removed For Their Privacy. 

5. Click the check boxes of the Entities who needed to cancel. 
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6. Change the New Registration Status* to Cancelled (C). 

 

7. Click Update. 
8. Click OK on Mass Update Status. 
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9. The Cancellations will now show up on the Overview and the Registrations 
(Cancelled) screens of the Nav Tree.  


