
Canceling or reassigning a booking using Time Slot Manager 

 
These instructions assume you have logged into htttp://libonline.scls.lib.wi.us/admin 

using your library’s username and password 

 
To Cancel or Reassign a Booking using the Time Slot Manager 
 

1. From the admin site’s Bookings menu, select Time Slot Manager.  The 
Time Slot Search page appears. 

 

 
 
 

2. Enter the appropriate search start date, branch, and workstation type and 
click Search.  (workstation name is optional – select this if you wish to 

search only for a specific PC’s availability) 
 

 



 
3. Click on a time slot for the pending reservation (aqua-colored) to view its 
details.  A Time Slot Detail page appears. 

 

 
 
4. To cancel the pending reservation, click on “Cancel Booking” 
 

- OR - 
 

5. To reassign the pending reservation, click on “Reassign” 
 

 
 

a. Check the box to select the booking you’d like to reassign. 
b. Select the type of workstation to which you’d like to reassign the 
booking from the drop-down. 

c. Click on the “Reassign” button. 
d. You will get a message with details about the reassignment result. 

 
 


