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SET YOUR SCHEDULE FOR APPOINTMENTS 

1. Click the sub-menu icon. 
2. Select Resource to be changed. Depending on workflow, there may be several resources for different 

appointment types. 
3. Select a Day to modify Regular Hours for that specific day. 

8. Once a date has been selected, a new window opens 
with options to select: 

a. Use Regular Hours (as set above) 
b. Override Regular Hours using the format: 

9:00-12:00, 13:30-18:00 
c. Set as Closed. 

9. Press Save Changes 
 

4. Once the day has been selected a new window opens. 
Set as Closed means no bookings slots will be available. 

5. Specify Hours to modify the hours when slots are 
available. Use the format: 9:00-12:00, 13:30-18:00 

6. Press Save Changes 
7. To adjust the schedule for specific dates i.e. holidays, 

staffing etc, select a date on Date-specific Hours 
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ENABLE, DISABLE & WAIT LIST APPOINTMENT TYPES 

1. Click the sub-menu icon. 
2. Select Appointment Types 
3. View the number of slots available and bookings made over the coming 14 days. 
4. To change how the Appointment Type operates (on your website & app) select one of 

a. Allow Booking – patients can complete the booking process and select a time. 
b. Wait List - patients can complete the booking process and get added to a Wait List. 
c. Unavailable – the appointment type is not visible on your website or mobile app 

5. Press Save Changes 
6.  


