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Seats can be reserved for a specific Group of people. These steps assume that a Group has already been set up. If you 
need to set up a new Group, please contact your lead Knowledge Link administrator. 
 

Add Seat Reservations 
1. Open the class, go to Seat Reservations and click the plus sign 

 
 

2. Choose the User Group button and enter or search for the Group. Then enter the number of seats to reserve and 
click Save. 

 

Examples:  
• If max. seats = 12 and number of slots = 12, then only people in the group can enroll. 
• If max. seats = 12 and number of slots = 10, then 10 seats are reserved for the group and anyone can enroll in the 

remaining two seats. 
 

3. The slot has been added. 
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Remove Seat Reservations 
1. In the Seat Reservations, checkmark the seat reservations to remove and click the Remove button 

 

 
 

2. Click Yes 

 

 
3. The reservation has been removed. 
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