
Issuing Make-up Passes 
 
Staff Side 
 
Go to the service the client is cancelling: 
 

 
 
Click on the gear icon next to the client’s name: 
 

 
 
 



Mark the client as cancelled: 
 

 
 
Select Issue a Make-up Pass: 
 

 
 
 
 
 
 
 



Choose the reason for the make-up and any additional details you need to add: 
 

 
 
You will see that a make-up has been issued for that client under their name: 
 

 
 



If you need to revoke the make-up pass, click the gear icon and select Revoke the Make-up: 
 

 
Client Side 
 
If you allow make-ups to be issued on the client side, the cancellation button will read Cancel 
Registration instead of Late Cancel if the cancellation happens before your client issued 
deadline: 
 

 
 
 



A make-up pass will be automatically issued and added to the client’s list of active plans: 
 

 
 


