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1. CLICK ON MW…
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2. CLICK ON MEETINGS

3. CLICK ON BULK REGISTRATION CANCELLATION



4. CLICK ON BULK MEETING REGISTRATION CANCELLATION



5. CLICK ON SEARCH



6. ENTER THE NAME OF THE EVENT OR THE EVENT CODE



7. CLICK ON THE BOX NEXT TO THE EVENT



8. CLICK ON ADD



9. CLICK ON SEARCH



10. CLICK ON THE BOX NEXT TO THE CORRECT BATCH



11. CLICK ON ADD



12. CLICK ON OK



13. CLICK ON ADVANCED FIND CREATE ADVANCED SEARCH QUERIES.
PRESS ENTER TO OPEN IN NEW WINDOW.



14. SELECT INVOICES FROM LOOK FOR:

15. SELECT REFUNDS FOR EVENT CANCELLATIONS (INVOICE) - BRIDGET
FROM USE SAVED VIEW:



16. CLICK ON THE SEARCH BAR NEXT TO THE MEETING

17. CLICK ON 



18. CLICK ON REMOVE

19. TYPE "CANCELLED: HBA CAREER TRAN"



20. CLICK ON CHECKBOX

21. CLICK ON SELECT



22. CLICK ON ADD

23. CLICK ON RESULTS RESULTSSEE THE RESULTS OF YOUR QUERY.



24. THIS WILL PULL UP ALL THE INVOICES FOR REGISTRANTS THAT PAID
AND NEED TO BE REIMBURSED. YOU CAN CLICK ON THE LINE ITEM TO
OPEN THE INVOICE AND THEN FOLLOW WITH THE REFUND PROCESS.
REPEAT UNTIL ALL INVOICES HAVE BEEN REFUNDED.


