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Overview
To close a site in SSAS, you must ensure that all Reservations linked to that site have been marked as either 
Completed or Cancelled. You cannot close a site that contains ‘live’ Reservations.

Why?

Because it is vitally important that Reservations, Cancellations and Completions are accurately recorded in SSAS. 
Incorrect and out-of-date information not only affects Management and Group reports, but the ability for COINS 

and SSAS to ‘feed’ data between each other. In addition to this are the prospects themselves, whose customer 
journey, purchasing history, post-purchase marketing, and customer care, is seriously affected.
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Closing a Site - Select the Site

e Select ‘Sites’ from the Admin menu drop-down. 

r Change the ‘Status’ to Closed.

t Select ‘Save’
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Reservations linked to ‘Closed’ Sites

e An alert will appear if the site cannot be closed because it contains ‘live’ reservations.

r Select ‘Yes’ to view the live reservations.
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View Prospect Reservations

e The number of live reservations is displayed at the top of the page. Scroll down to view (see Page 7). 
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Update Prospects

e Click the prospects name (in blue) to view the reservation.
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Update Prospects (Cancel)

To Cancel, select the ‘Reservation Details’ tab and scroll to the bottom.

e By default today’s date is shown. Please enter an accurate Cancellation date - you cannot enter a date that 

precedes the Reservation date.

r Enter a Reason for the cancellation if known. This will appear in the Comments box on the Main Details page.

t Select ‘Cancel Reservation’.
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Update Prospects (Completed)

To mark the Reservation as Complete , select the ‘Progression Details’ tab and scroll to the bottom.

e Please enter an accurate Completion date.

r Enter the Key release date (if known).

t Select ‘Completed’.

Please Note: 

A Site can only be closed once ALL reservations have been marked as either completed or cancelled
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