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Bookings 
Upon login you will be seeing today’s Available Stories. 

Make a Booking 
 

• Click on the Story you are interested on Available Stories screen  to display Story details. 
 

 
 
 
 
 

 

• Click on View Time Slots button. 
• You will be routed to Schedule page. 

 



 

 
• Click on the time slot(s) to select. 
• Selected time slots are highlighted in black border. 
• click on Book Now button to open the screen to enter booking details. 

  



 

 
Note:  
• Selected booking windows are visible on top left corner of the screen below Story date. You can book up to 10 slots in single booking 

action. 
 

 
 
 

• Enter details on Booking Screen and click on Book Now button. 
 
 
Note:  
 
Approximate Hit time should be updated for each individual booking(from My Station Bookings menu) when multiple Slots are booked at once. 
 
Fields like IFB#, PL#, Producer fields will be auto populated if you setup in Profile. 



 

 
 

• Booking Created! message appears on the screen when bookings are successfully created. 
• You will receive a Booking Confirmation email after the booking is made. 

 

 
 
 

 
 
 

 
 
  



 

View Booking details 
 

• Click on My Station Bookings menu item. 
By default, you will see today’s bookings of your Station. 

• You can select dates on Calendar by clicking on a Start date and End date to display multiple days bookings. 

 

 

Note: Selected date range will be highlighted in Select dates field. 

• Bookings for the selected dates appear on the right-hand side pane. 
• Click on any booking tile to view details. 

 

 

 



 

Update A Booking 
 

• Select the Booking tile you want to update in My Station Bookings. 
• Booking details screen appears with Update Booking and Cancel Booking buttons. 
• Click on Update Booking button. 

 

 
 

• Update details as required and click on Update Booking button. 
• Booking Updated! message appears on the screen. 

 

 



 

Cancel A Booking 
 

• Select the Booking tile you want to cancel in My Station Bookings. 
• Booking details screen appears with Update Booking and Cancel Booking buttons. 
• Click on Cancel Booking button. 

 
 

 

 
 

• Click on yes on the screen appeared. 
• Booking Canceled! message appears on the screen. 
• You will receive confirmation email for canceled Booking. 

 

 

  



 

View Cancelled Bookings 
All your Station’s canceled bookings will be displayed here. 

• Click on Cancelled Bookings menu item. 
• You can select dates on Calendar by clicking on a Start date and End date to display multiple days bookings. 

 

Note: Selected date range will be highlighted in Select dates field. 

• Bookings canceled for the selected dates appear on the right-hand side pane. 
• Click on any booking tile to view details. 

 
 



 

 
 
Note:  
When a booking is canceled by Station, booking status will be shown as Canceled by Station. Users who canceled the booking, who made a 
booking and Producer will receive email notification. 
 
If a booking is canceled by Edge team, booking Status will be shown as Canceled by FOX. Users who made a booking and Producer will 
receive cancellation email. 
 
 

 

 
 


