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date of an Ad-Hoc trip:

1. To get started, navigate to: eastbournecollege.vectare.co.uk

2. Once logged in, click “MY ACCOUNT".

3. Click ‘Orders’
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4, Select the booking you wish to amend.

5. Select the child (there could be multiple children booked under the same order).

6. Click on the ‘Change this stop’ icon.
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7. Click the “Date*” field.

8. Select the date you want to move the trip to.

9. Once the booking is amended, click “Submit”.
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child as ‘Not Travelling’:

1. To get started, navigate to: eastbournecollege.vectare.co.uk

2. Once logged in, click “MY ACCOUNT".

3. Click 'Journey Calendar’
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4, Select the date for which you wish to enter the cancellation for.

5. Select the journey you wish to cancel and click ‘Mark as not travelling’.

6. Confirm the cancellation and click ‘yes'.
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7.Should you wish to reinstate your booking, you can do so by clicking ‘Mark as travelling’ and it will undo
the cancellation. However, please be advised that this will be subject to availability.

7 of 13




from Early bus to Late Bus

1. To get started, navigate to: eastbournecollege.vectare.co.uk

2. Once logged in, click “MY ACCOUNT".

3. Click 'Journey Calendar’
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4, Locate the date for which you wish to amend your booking for.

5. Select the journey you wish to change and click on ‘Change this stop'.

6. Click on the journey dropdown.

9 of 13




7.You will then be able to select either the Early or the Late bus.

8. Click "Submit”

9. Alternatively, this can be done through the ‘Orders’ page. To access it, please click “"MY ACCOUNT".
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10. Click ‘Orders’

11. Select the booking you wish to amend.

12. Select the child whose booking you wish to change.
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13. Select the journey you wish to change and click on ‘Change this stop'.

14. Click on the journey dropdown.

15. You will then be able to select either the Early or the Late bus.
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16. Click “Submit”
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