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KxConferencing 

Event Set up 
When an event has resources booked and then the times/dates/numbers change, various pop up 
screens appear to help the user change the details on the event 

My event is for 2 days  

 

 

With Meeting room 

 

Catering 

 

Bedroom reservations 
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And Allocated Attendees – please note my attendees have the same dates and times as the event 

 

I also have a quote,  but Kx will not update a quote, the Kx user needs to update the quote after the 
changes have been made, either manually or by another automatic quote 

Making changes to the Event 
 

Any changes to the “top header” in the details page will trigger a Kx response. 

 

Here, the event start has been changed from 09.00AM to 08.00AM 

When the SAVE button is hit the Update Event screen appears 
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If the ticks are not changed, Kx will update the conference room times, attendee dates and times, 
and also the other 4 items on the screen 

Once you confirm Kx then shows the meeting room change for you to OK 

 

 

 

It brings up a warning 

 

If meeting rooms  shouldn’t change then hit Cancel in the previous screen or NO in this screen. If all 
Ok hit YES 

 

As the catering started with Morning Refreshments, and not breakfast – the catering pop up did not 
appear, but a warning is given to update catering ( if times change to  include an extra catering 
session) and Diets 

 

However – by saying YES to the changes, Kx automatically changes the Attendee check in time, (as 
the check in time was the same as the event times) There is no pop up or warning 
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So when changing Dates/Times/Numbers on the Top Header in Details page, you need to read the  
Update event pop up well. Untick anything that you do not want Kx to automatically change. You 
can also choose NONE and manually make changes. 

 

 


