
 
 

How to un-cancel a meeting 
 

1.  Select the “Edit Meetings” Tool. 

 
 
2.  Use the drop-down menus to select the date. 

 
 
3.  Find your meeting. 

 
 
4.  Hit the “No” button in the CANCELED column. 

 
 
 
 
5.  The page will refresh and the “No” will be highlighted, indicating that your meeting is back on 
the schedule.  

 
 

You are done! 
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