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Appointments Online

Set Up Guide and User Manual

This manual has been created as a reference guide to help with the
initial set up and ongoing use of your Appointments Online account.

Whensigning up to Appointments Online, if you chose the free system
setup option, there will be some steps in sections of this manual that will not
be relevant to you. However, should you ever wish to alter aspects of your
system, you may refer back to these sections when needed.

We highly recommend reading through this manual in order to get a
feel for how the system works in its entirety and, should you need to, you can
refer to specific sections as the need arises once you have begun utilising
the system toits fullest within your business.

Should you require help with the system once you have logged on, you
can contact us on (08) 6364 3796 or at sales@appointmenitsonline.com.au.
Dependent upon the level of assistance you require, a labour fee of $19.95
per 15 minutes may be applied (charges will be advised before proceeding
with any requests for assistance).


mailto:sales@appointmentsonline.com.au
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1.0 LOGGING INTO APPOINTMENTS ONLINE

In order to setup your calendar and begin using the system,
login via the Client Login screen located at
www.appointmentsonline.com.au. To login, enter the
username and password that was provided to you
in your Welcome Email.

2.0 INITIAL SETUP OF YOUR SYSTEM

After you log in for the first time, it is recommended that you
familiarise yourself with the account management settings, located via the
Management tab in the top menu. From this page, you are able to add
customers, manage your services and appointment tfimes and edit your
business details. Follow the steps below to get going or simply head to
http://appointmentsonline.com.au/setup and get us to do the heavy lifting
for you!

2.1 EDITING YOUR BUSINESS DETAILS

To enter (or edit if your account has been setup already) your
business details, click on Edit Business Details from the Management page.

1. Enter/verify your company information and
make any necessary changes (e.g. contact
number, address, email addresses, website etc).

2. Make sure you set the notification
email. This is where all communication about
your account and bookings will be sent.

4. Add a Description of your business in the form of a brief summary
of your services and organisation, which will be displayed for your customers
to see.

5. Add Booking Instructions that are specific to your company, to assist your
clients when making online appointments with you. These appear at the top of your
Customer Booking Window.

5. Click on Save at the end of the page to save changes.

2.2 EDITING YOUR LOGIN DETAILS

Your password is automatically set by the system when you sign
up. The first fime you log in to your account, it is recommended that you
change your password for security measures. To change your password;
- = 1) Click Edit Login Details via the Management tab.
2) Enter your new password and confirm.

3) Click Save.



http://www.appointmentsonline.com.au/
http://appointmentsonline.com.au/setup
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3.0 GETTING TO KNOW THE SYSTEM

3.1 THE HOME SCREEN

Each time you login you will see your daily Appointment Book. This
is your home screen, from here you can view all your upcoming
appointments. The
current date is
Wednesday, 01 August 2012 CIU'I'C)mCIﬁCCI”y
selected, however
you can pull up
Date & Time Shown in (UTC+08:00) Perth different days to
view various

Qverride Day Templofe

Umtﬁm”m%ssmikbmrbmpﬁi% ¢
Service: Standard Consultation Chcnglng the date

10:45 AM Standord Congaiation. in the View panel
on the left hand
side of the screen.

This panel also lets you move between Appointment Books, so you
can pull up the different calendars for

each of your staff members/resources that ~ Appeiniment Ecck

you allow customers to book Chen i
appointments with.

3.2 NAVIGATING THE MENUS

PP TELCaY (WL ) Y paget 4 T B (PN T izl =

The navigation of Appointments Online has been designed to be as
simple and user friendly as possible.

The Appointment Book is your home screen — clicking this tab from
anywhere in the system will take you back to this master page.
My Bookings holds all the information relating to your bookings and
includes a Booking Search feature.

The Management tab contains all of the advanced user settings
that you would have seen when setting up your account. We highly
recommend not changing any of these details unless necessary, as
changes can impact the functionality of your system. Please refer to the
information below regarding the options in this menu.

The How To tab is your online guide to the system, should you get
stuck at any point while using the system. There are also Help icons
throughout the pages of the site in case you need assistance with a
particular function.
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4.0 SETTING UP AND MODIFYING YOUR APPOINTMENT BOOK

Your Appointment Book is your online appointment diary, where all
of your bookings are listed on a daily basis. Your Appointment Book is made
up of the services you offer clients, and the appointment slots that will be
made available to you and your clients.

4.1 SETTING UP THE SERVICES YOU OFFER

In order to create your schedule, you must first enter the details of
each service your business offers. Services you create can be booked into
by customers, or made available for your internal use only.

To create your service list, select Service Management via
Management tab. To create a new service or modify existing services;

1. Click on the Add New button or select an existing
service and click on the View/Modify buttons.

2. For each service you offer clients, enter a
Service Name, the Time Required, the Price and
a Description of the service.

3. Ifyou accept online payments from clients, you will
also need to select a Payment Option from the drop
down box, specifying the method of Online Payment
for each service (eg; Deposit Required, Payment
Required In Full etc).

4. If you have SMS or Email Reminders enabled, and do
not wish for them to be sent for particular services, fick
to Block Scheduled Booking Reminders.

4. If thisis a mobile service and you either require clients
to enter a booking location during the booking

process or noftify clients of a

| specific address we've

assigned to your calendar,

select the booking location

fenice  [Slondord Consulfofion | e o it || wle that applies. (See Section
Pice($) [4500 | 4.4 for more information on
Description Booking Locations).

|After your inifial consultation visit, subsequent sessions to work on your injury/complaint will be 5. Click Save for the new or
{treated in the standord consultation session. - .

l updated service.

g‘;yﬁ';i:’ [ Full Payment Required E]

Booking Oplions

Booking Location Rule Customer Specified v

No Location
Block Scheduled Booking| Use Appointment Book Location

Email

SMS B
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4.2 ENTERING PAYMENTINFORMATION

If you have chosen to take online payments from clients, you will
need to enter your details info the Payment Integration panel, accessible from
the Business Configuration page.

Appointments Online provides the ability for you to take payments
via PayPal or Secure Pay. Both methods have differing costs and benefits.
Please speak to your account manager if you have any queries regarding
taking payments from clients.

Please follow the steps below which relate to the payment
provider you have chosen;

1) Enter your PayPal or Secure Pay Merchant ID in the first box

2) If using Secure Pay, enter your Merchant Password and select
which cards you accept payment from.

2) Enter your Refund Policy—this WILL be displayed to your
clients during the booking process.

To accept payments online via Credit Card from your clients at time of their booking, please select to turn Payment Integration on here. Please enter

your PayPal Merchant ID below. Should these details change, ensure you update details here or your PayPal Payment Portal will not work when clients
request bockings.

Login to vour PayPal Business Account | Visit PayPal's Help Centre

PayPal Merchant ID: sales@mBsrBs.com.au

Refund Policy: Refunds offered for cancelation 24 hours prior to booking -

Enable Payment
Integration:

PR —

3) Once you have checked your services and are happy with
the online payment methods for each, tick the box marked Enable
Payment Integration - this will make the payment option visible to
your clients. Note: Untfil this box is ticked, your clients WILL NOT be
able to see or use the payment function in your booking system.
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4.3 CUSTOMISING APPOINTMENT REMINDERS

If you have chosen to enable booking reminders in your system, you
will need to configure the type of reminder (email or SMS) and frequency they
are sent to your clients. You can request the addition of this functionality via
the Account Configuration panel in the Business Configuration page.

Once enabled, Appointments Online provides the ability for you to
send reminders to your clients, at pre-determined times before their
appointment. You can send as many or as few reminders as you would like
to clients.

Please follow the steps below to configure your booking reminders via the Business
Configuration page via the Management tab;

1) Select whether you would like to enable SMS or Email

reminders.

2) Enter a short Business Name, so that your clients know who

the SMS reminder is coming from.

2) If sending SMS reminders, you will need to purchase SMS

credits and ensure you always have value in your account. Click
Buy More SMS Credits to purchase more credits for your account
via PayPal. (If your SMS credits run out, the system will send email
reminders only fo your clients until credits are purchased).

3) You need to schedule the type and frequency of reminders
that will be sent to your clients. Click Add New Booking Reminder. Select the
time you would like the reminder to be sent, and the method (SMS or Email).
Click Add to save. To change a reminder, delete it from the list, and recreate.

T A S e s 1 e P THCEANY
Booking Reminder Settings

— Settings

Send Reminders Via: Email MIsmMs

Short Business Name:
(For SMS, 15 Characters)

Remaining SMS Credits: 151 Buy More SMS Reminder Credits

PhysioTest

Buy More SMS Credits

Buy 50 Credits - $7.50 Buy 230 Credits - $35
— Schedule
Buy 500 Credits - $45.00 Buy 1000 Crediis - $120

Add New Booking Reminder

el I o R
O

3 Minutes ||

2 Minutes =

E
X

1 Minutes ] X
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4.4 CUSTOM BOOKING LOCATIONS

If your business offers mobile appointments or if you have multiple
calendars which require different addresses, Appointments Online allows you
to enter or request a booking location for each appointment.

There are two forms of Booking Location, which are attached to specific
services you offer;

a) Appointment Book Location - o be used by businesses that have different
addresses for each Appointment Book they use.
Contact us to have an address stored against your calendar.

b) Customer Specified Location - fo be used by businesses that take mobile
bookings. This allows you and your clients to enter the address at which
the appointment will take place.

Once you have entered a Booking Location for your services, your
clients will be asked to enter an address as a required field during the
booking process, or by yourself when entering a booking manually into the
system.

. Booking Request Delails

Piogse welec! the method you would fte the Business 10 use when confiming your cpponiment ond any ipecial requirements of requests for

youe booing
Conlemation Method O Phone 9 Email
Coslimalion Emal horoa@oppontrentioning o Uis Curen! Smal Addrass
Address : )
Booking Llocafion 123 Faks 5t
Suburbvile WA 4000

[T parscw reQ el ON OO e 10 Bw antered Padse e/ Pe I00000" 0F WIEH e DOOENg wi 000w

The location is stored against each booking. It is important to
remember that this is not saved in the system as a customer address. If you
or your client makes a subsequent booking, the system will remember and
tdtme [0 [=}[o E use ’rhe last .
Booking Location
entered, or you
can entfer a new
location per
appointment.

End Dote

Booking Location (123 Foks S
Suburbvite

1L AncantmeaniBant Daf 1" } Lk ¢ Dadey it
Use AocomntmentBock Defoult | Use Customer Detg

The location of the booking will appear on all emails and entries in
the system relating to that appointment.


mailto:sales@appointmentsonline.com.au?subject=Add%20an%20address%20to%20my%20Appointment%20Books
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4.4  SETTING UP YOUR APPOINTMENT SLOTS

Now that your services are entered, you need to create schedules
for yourself and your staff/resources. Your schedules are laid out in your daily
Appointment Book, and show the available appointment slots you and your
clients are able to book into each day.

To setup your schedule showing the days/times you open, we use
templates that the system calls on to populate your diary with these
appointment spaces. You tell the system the services offered at each
particular time during the week. Each of these times is called an
appointment slot. Entering in your appointment slots will create what we term
a Range Template that runs indefinitely until you change your schedule. This
Appointment Slot Template is integral to the system, and provides the basis for
how you make and take bookings.

To create or change your appointment schedule;

1. Click on Appointment Slot Management, from the Management tab. Here you can
view or delete existing schedules.

Click Add New to add a new schedule.

Select the Appointment Book and Start Date for your schedule.

Enfer a template name (eg: the date, or “school holidays” etc). Click Next.

If you have an existing template in the system that you have been using and

would like to modify you can choose to Copy an Existing Template

(this is handy if you need to add a new service to an existing schedule)

AN

Create Appointment Slot Template Wizard - (Range) 0

Tha following pages will guidge you through the craction of a new Range Appointment Slot Template

[ Temperenetan ] [CoEaieroc | e [ e |

Plecse select the Appointment Book you would fike to crecte this Templote for. os well os o start date for the Templote. Then nome the Tempicte to

help you identify it later

Select Appointment Book: ISvare/ E]

Start Date March 2010

a 2 3 4 § & Z
g 2 10 11 12 13 14
15 16 17 18 12 20 21
2 28 24 B 26 2 28
2 X 31
Tempicie Nome [March 2010 I

J [ Nexi >> |
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4.4  SETTING UP YOUR APPOINTMENT SLOTS (cont'd)

6. Enter the Time (showing, minutes, hours and am/pm) you start taking appointments,
and fick the service/s offered at this fime. Then click Save.

7. Adjust the Time boxes to reflect when your next service starts, tick the service/s
offered and click Save (eg: if you offer hourly services, open services each hour for
people to book into). Repeat for all the slots you offer during that day.

The system is highly configurable and you can open services at 5 minute increments
should you wish or offer only certain services during certain times of the day/week.

8. Once you have entered all appointment slots for Monday, click the Tuesday tab above
that runs across the middle of the screen. Populate the slots for each day of the week you
open.

NOTE: You can copy slots from Monday to Tuesday, by selecting Copy Existing Day
Template in the right hand corner.

9. If you choose to Copy Existing Day Templates, or if you make any mistakes, you can
add or delete individual slots from your schedule templates as you move through
each day, to reflect the appointment times you offer your customers currently.

9. Make any final changes as needed and click Next. Confirm that you are happy with
your Appointment Slots and click Save.

Create Appointment Slot Template Wizard - (Range) 0

he following poges will guide you through the craction of a new Ronge Appointment Siot Tempiate

[ Temgiate Details I r Copy Existing !omolmo—] f Appointmant Slots ] | ciline 1

Please enier in the oppairtment times you curently sun for each service you afer.

~

To odd on Agpcintment Siot, enter the start time and select the senices you wish to run ot this time, Click Sove to oda the Acoontment Sio01 10 your
Tempiate. You can alio delete individual Appointment Siots oz needad

To sove fime you con ecsly copy Appointmeant Siots between the doys of the wesk

(Marday | Tuesday | Wednesday || Thursday | Friday | Saturday | Sunday |

Monday

Copy Existing Day Tamplate

Day Of Week:  [Mondo .

Tme: 'TC : _-,l: ".“:C_ ' i:l l“;-‘ ) l:l
Service List: Cselect Al
¥ consultation - Location A W Extended Consultation ¥ Standard Consultation &l Treatment

[F) consultation - Location 8 [ Initial Consultation

e S

Time | Services |

08:00 AM |*Consultation - Location A ®Extanded Consultation e Standard Consultation

08:30 AM | wConsultation - Locaton A #Consultation - Locaton B

09:00 AM | *Consuitation - Location A wExtended Consultation e Standard Consultation

x| X | x| X

09:30 AM |*Consultation - Locabon A e Consultation - Location 8

[ << Previous _] I ”e'?..:’——J

TIP: You must create an Appointment Template, following the above steps,
for each Appointment Book. Or, just get us to do it for you!



mailto:sales@appointmentsonline.com.au?subject=Help%20me%20with%20my%20schedule
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4.5 ALTERING YOUR APPOINTMENT SLOTS

Should you need to alter your template schedule and the
appointment slots you offer your customers, your Appointfment Book allows
you to create a Day Override Template, to alter single days in your calendar
without affecting the rest of your schedule. A Day Override Template will
allow you to add or delete individual appointment slots to your calendar, in
case you have an unexpected, and one-off change to your schedule

Create A Book Slot Wizard - (Day Override) o
H lowin es will gui e 1 e 33 of eridi N it Slots i 8ing foran ntment L
To change the appointment e
3 . . . o ate.
times you offer on a single day within -
your calendar, without affecting the other
. .

days in your appointment T cumani Appoiimant Stsring o iy cvs il blow

. To odd an Appointment Siot, enter the start time ond select the services you wish to run ot this fime. Click Sove to odd the Appointment Siot to your
'I'e m pl o ‘I'e , Template. You can ako delete individual Appointment Siots s needed.

1) Select the date you wish
to override from the calendar panel
within the relevant Appointment
Book on the home screen.

2) Click Override Day

Template 5

3) Enter a name for the Day
Override Template, so you can recall
it later.

4) The Appointment Slots you currently offer are displayed.
Add or delete slots as necessary to match your needs.

5) Once you are happy with the changes, click Next, and
then Save if you wish to lock in the Day Override in your calendar.

Appointment Book

This poge displays your appointment calendar, and doily appointment book.

View By
Appointment Book F’idﬂy, 02 Apfil 2010
|Sydney B Override Day Template

Iritial Consultation, Standard Consultation, Extended Consultation, Consultation - Location A,
a7 /A 8:00 Consultation - Location B, Minor Service, Major Service, MyService, iService NoPayment,

22 23 24 25 26 27 28 ; 2 T
S AM  Treatment, tService FullPovmentReguired, Test Service, 1EST
L 2 3 4860 Service DeposistRequired FullPoymentOptional, New Test, New Test 2,
8 2 10 11 12 13 14
15 16 17 18 19 20 21 Initial Consultation, Standard Consultation, Extended Consultation, Consultation - Location A,
B BoE @n Taheo e, &8 900 Consultation - Location B, Minor Service, Maior Service, MyService, 1Service NoPayment,
2 X8 NB2AXB AM  Tregtment, tService FullPaymentReguired, Test Service, 1EST
22 30 31 13 4

2 Service DeposistRequired FullPaymentOptional, New Test, New Test 2,
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5.0 MAKING AND TAKING BOOKINGS

Although the premise behind Appointments Online is fo have your
clients book online with you so you don't have to take phone calls and
add in appointments yourself, the system is able to take and manage
manual bookings also.

5.1 ENTERING BOOKINGS MANUALLY

There are two methods for inputting a manual booking for a
single appointment. The first is from your Appointment Book home
screen;

1) From your home screen, select the date that your customer
would like to make the appointment on, and the
appointment book they wish to book into.

2) Click on the time slot and the corresponding service they
would like from the list of available slots that open up on the
right side of the page.

3) Select the name from your list of customers. If it is a new
customer, select Add New Customer and input their details.

4) Select the confirmation method the customer would prefer
(NB: email confirmation method will send an automatic
email to your customer notifying them of their appointment
with you. If you select phone as the method of confirmation,
you will need to call/text your client).

5) If the customer requires a longer than usual appointment for

any reason, you can alter the Finish Time for the booking in

the Appointment Slot Details section.

Enter a Booking Location if required for the appointment.

Select a Booking Payment Status for the appointment.

If needed, you can enter a Private or Public note.

Once you are happy that the details are correct, select Save and the

booking will be added to your calendar.

The second method for inputting a manual booking is to
select Create New Booking from the My Bookings tab;

1) Follow steps 3 and 4 above.

2) Manually select a service, start date, finish date, start fime and finish time
in the Appointment Slot Details section.

3) Follow steps 6 through 9 above.
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5.0 MAKING AND TAKING BOOKINGS (cont'd)
5.1.1 ENTERING RECURRING APPOINTMENTS

For those clients who offer recurring appointments, Appointments
Online gives you the ability to set these up on behalf of your clients. To
create a recurring booking;

1) Follow steps 1-4 above to enter your customers details
2) Click Recurring under the Appointment Slot Details section. The screen will
change as below

Appointment Slot Details
Appointment Book | Physiotherapist 1 IEI
Jervice | Full Consultation |EI

Appointment Timelone

Single or Recuring Appointment & Single Appointment @ Recumring
— Recuming Booking

Starting on 27/03/2014

Coccumng times in total

Repeating every IIE m
on o Thrsday o [7_[e][© ][]

Duration (mins): 60 | Check Availability |

3) Enter the Start Date, Occurrence, and Frequency. You can

edit the pre calculated Start Time and Duration if required.
4) Click Check Availability. ——
5) Alist of available times will appear. ot Bete/lime Avallablly | Book
Tick all that you would like to book the )57/ ### AT o
client info.
6) Follow steps 6-9 above.

[ »

=

Mon 14/04/2014 11:00 AM to 11:30 :
AM Available

=

Meon 21/04/2074 11:00 AM to 11:30
AM

=

Available

Mon 28/04/2014 11:00 AM to 11:30 :
AM Available

=

Meon 05/05/20714 11:00 AM to 11:30
AM

=l

Available

Meon 12/05/20714 11:00 AM to 11:30 :
AM Available

]

hme TQINEMNTA 1T-NN ARA b~ 1130
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5.0 MAKING AND TAKING BOOKINGS (cont'd)

5.2 TAKING BOOKINGS ONLINE

By placing the Book Now button on your website, you are freed up
to take care of other areas of your business, while your appointment
slots continue to get filled up with clients booking appointments
themselves.

We refer to this functionality as Random Bookings which you can request from
the Business Configuration page within the system.

Once you have

req UeSTed RO nd om BOO kingS, Allow Random Bookings: Get Book Now Button | Request to Block Rondom Bookings

Slm ply fO”OW .I.he 7 S.I.eps belOW Select the Book Now bulton you would like on your website

to link your AO appointment Step 2 Copy Markup

SYSTem TO YOUI' we bS”e, I you are happy with this button plecse copy the Markup Code below into your website, in the
1) NOVigGTe .I.O .I.he :;Zl?lmi::ou would like your clients to book from. Click “Select Again" to choose another

Management page.
2) Select the Business
Configuration tab.

Style Mame: Style 5

Exomple:

———— Book Now

3) In the second box i
labelled Account
Configuraﬁon’ CliCk The Get e :i:i‘:lltng?:nir?:g;;in:mentsnnline.com.auf’fBoa 3
H kNowBu:tonImagesfbouknnw_bi gl.png' =
Book Now Button Link.

onClick="window.open
(*http://my.appointmentsonline. com.au//Custom

4) A popup window will appear, with 6 different styles of Book
Now button. Choose the version of the Book Now button you
would like on your website, and click on it.

5) Another window will popup, that holds the Markup Code
you will need to copy and paste into your website where you
would like the Book Now button to display.

6) Copy the markup code that appears in the scroll box at the
bottom of the window. This is the code that you will need to place in
your website in the location that you choose (or give to your web
developers for them to place) in order to bring up the Booking Calendar
of your business.

7) If you click the Book Now image again, you will be taken to the
booking window your clients see. You can also copy and paste the URL
for that window and send the link to your clients directly

Once you have followed the above steps, the link will appear on your
website, with online booking requests automatically integrated into your
system. For further information or assistance please contact us at any stage
on (08) 6364 3796 or via email sales@appointmentsonline.com.au


mailto:sales@appointmentsonline.com.au
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5.0 MAKING AND TAKING BOOKINGS (cont'd)

5.3 THE ONLINE BOOKING PROCESS

Giving your customers access to book online with you allows them
to see available appointment times in your calendar and request the
booking time (at no time do they see details of other appointments
you have, or whether you have had cancellations or other bookings).

To book online with you, your customers go through a simple 5 step
process. They are guided through selecting your business, the staff
member and service they require, an appointment date and time and
then the method of confirmation that they would like to utilise.

If you have enabled payment functionality, your client will also pay
at the final stage of the booking process.

Make an appointment with

Physiotherapist Tes! r
ABN : 1234.1238-123) w ;w M
C [ 79 Kintal rd, Appiecross. Tasmania, 6450 A 1

D 933788450

& 12312312311

B Enouses@AcocnimennOning com oy

Select Book & Service Selec! Apponiment Logn / SignUp Sccking Reques! Detois Fncles Bookng

Placwe select the Apponiment Book of the stalt member or busness resource you wash 1o mote the apponiment with, ond 1he service you requve
trom the k! cvaictie

Select Appointment Book [Physiotherapist Onel |

s Make Poyment of
Corauliction « LocoSon A 0 $150.00 Deopotit Rogured forting descrplicn
1$1.00
. o o Qnine ProPoyrment
SMS Tost 0 $10.00 Not Reax

Alter your rshcl conauliahon wis?,
B = Maoke Poyment n Ful subseguent sessons fo work on your
dord L J S45.00
o Conignen % - ($45.00) injury/compicnt wil bo hected n the
sondorg conmwEdtion sesson

s Onine PrePoyment
Tost Service Ore k) S75.20 Not Reauired Tha 3 & ted! sorvise
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5.0 MAKING AND TAKING BOOKINGS (cont'd)

5.3 THE ONLINE BOOKING PROCESS (cont’d)

All bookings requested by clients are tentatively added to your
appointment diary to avoid double bookings and queued up in your
Awaiting Confirmation page (which is accessible from the My Bookings

tab).
sts
Number of recoeds lound: 2
Boolking Appomtment Appointment Days
PN P Date/Tine Vo Service Name Customer Confirmation
o 62006  Physiotherapist  Mon, 06MAup2012 4 Stancad Miss Shacon Tastor Sharen@aspointments ondne com au(EMAL)
Onet 0930 AM - 1000 AM Consuitation
Location 123 Fake Syoet
Susurd A WA 6000
Customer Booking Roguest
Note
Bookamg Paymest Detads  Fully Pald Peading
Booking Amount ($) Amouat Owing ($)
$45.00 $4500
Fencoons

From here the booking is able to be approved or declined, along with
a confirmation or decline note entered. The system will then nofify your client
by email accordingly.

If you accept the booking request, it is automatically added to your
calendar and the booking status changes to confirmed.

Note: Appointments Online has the ability fo automatically confirm all
booking requests you receive. Please contact your account manager to
turn on this functionality.
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5.4 THE ONLINE PAYMENT PROCESS

If you accept online payments usmg PayPal from clients during the

booking process, they will follow the
same procedure as above to make a
booking with you, however they will get
redirected to the PayPal website to
complete their payment to you.

It is your responsibility to log
into the PayPal website and match up
the booking request you have
received from your client, with the
paymentsin you PayPal account. You
must also request the funds from your
PayPal account be fransferred to your
normal bank account. ***The
Appointments Online system does not
automate this for you.

correct and click Submit to finalise your booking. It you would like to change any details, simply click Previous

Review Booking Delails

Booking For:

Service Booked: e One (478}
Booking Time: Wed, 25/Nov/2009 01:00 PM - 01:30 PN

Booking Price: $75.00

Confirmation Method: EMAIL
Confirmafion Conlact:

Booking Request Nole:
you have parking at your premises?

Online Booking Payment Delails

Oniine Poyments powered by

NB: Payments taken via Secure Pay are fully integrated with your Appointments
Online system and bank account. No bookings will be added to your calendar without
successful payment and funds are deposited to your account directly.

Bookings Awaiting Confirmation

This page displays requests for bookings awaiting your confirmation.

Number of records found: 2

Appointment
Date/Time

BOTS"‘Q Appointment Book [l)Janyt: Service Name Customer Confirmation

wP | 7517

Test Service One I I

One 08:00 Al - 08:30 AM (EMAIL)

Customer Booking Request Note | 345

Booking Payment Details = Fully Paid
Booking Amount ($) Amount Owing ($)
$75.00 $0.00

w7738 Wed, 6 Test Service =

(EMAIL)

One 02:00 PM-02:15 PM Three |
Customer Booking Request Note | 234
Booking Payment Details = Fully Paid

Booking Amount ($) Amount Owing ($)

$30.00 $0.00

Page 10f1
< »
right @ 2009 Appointmen !i:“ All Rights Reserved

Once the paid
appointmentis sent to your
system, you can frack the
details as below;

1)  The booking request is
sent to your appointment
diary and queued up in
your Awaiting Confirmation
page (whichis accessible
from the My Bookings tab)
2)  The booking will have
the amount the customer
transferred to you listed with
the note Pending against it.
This is your reminder to log
into PayPal and confirm the
payment and transfer it to your bank
account.

3) Use the Booking ID humber as the reference to match up the payment
in PayPal, under the Item Number field in the PayPal system.
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5.5 BOOKING CANCELLATIONS

By default, all systems allow customers to cancel bookings if not
less than 24 hours before the appointment time. Cancellation
allowances are customisable to suit your needs. Please contact your
account manager to set yours as required.

During the booking process, your clients are given the opportunity
to be added to a cancellation wait list. At Step 2, they can fick the
box which will add them to this list, and should an earlier appointment
become available in the same appointment book the system will
send them an automated notification alerting them to this.

If clients wish to accept the new, earlier space offered, they will
be directed back to the Booking Window to accept the new space
and remove their original booking from your system.

< 1
= e
3

25 & 27 ii}

3 4

len |58
I |8

3]

* = Slots Available
1 Available Appointment Slots Found Find Next Available Slot

Cancellaficon Opfion: Plecse ploce me on a cancellation list and notify me if any earlier appointments become available.

Service Start Time End Time Minutes

Full Censultation 9:30 AM - 10:30 AM &0 [ Book |

6.0 BOOKING MANAGEMENT

Once you have entered bookings manually, or accepted a
booking request from a client, they will be viewable from your
Appointment Book home page.

If you have more than one Appointment Book in your system, you
can cycle through the different calendars for your staff members via
the View panel on the home screen. As you do, you will notice that
the calendar on the left hand corner changes slightly. This reflects the
different bookings that have been made with your various staff
members, as determined by the legend directly underneath the
calendar.
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6.1 VIEWING AND EDITING APPOINTMENT DETAILS

To view and change details of a specific appointment follow the
below steps;

1)  Select the relevant Appointment Book.

2) Select the date from the calendar.

3) Select the appointment from the list that is generated on
your screen.

4)  The full details of the appointment are now broughtinto
view for you to review/edit.

5)  From here, you can change any details from the 39 section
of the screen headed Appointment Slot Details. You can
change the Appointment Book, service, start and end times
as well as the date of the booking.

6) You can also add in a Private or Public Booking Note at the
bottom of this page, should you need to make a note
against the appointment for other workers in your business
to view.

6) If you have SMS or Email reminders enabled, you can
choose to block them from being sent for this specific
booking.

7)  When you are happy with your changes, click save.

To delete a booking;
1) Follow steps 1 through 4 above.
2) At the bottom of the screen click delete, and the booking will be
removed from your diary. A cancellation email will be sent to yourself
and your client.



Appointments Online

6.2 BOOKINGS SEARCH

In order to view and edit your bookings without having to
Bogrgg Segiich manually search through your Appointment Book/s there is an
automatic search feature that you can use to bring up and

change your appointments.

From the My Bookings tab, select Booking Search and follow the
below steps;

1) Enter in the Search Criteria that you would like to use in
order fo find your appointfment/s. You can search by Appointment Book,
Appointment Status (Confirmed, Cancelled, Awaiting Confirmation), Service,
Customer Name or Booking Date.

2) Once you have found the appointment you are
searching for, click the Pen and Papericon on the left hand side of the
appointment line. This will fake you to the page that allows you to edit
details of the appointment. Once you have made the changes you require,
select save.

To sort the results, click a column heading to order by
ascending/descending value.

You can export the entire list of bookings generated to an Excel
spreadsheet, by clicking Export at the bottom of the page, so you can view
and sort through your records as a .CSV file.

— Search Criteria
Booking ID | |
Appointment Book | <Appointment Book> IZ|
Current Status n
Booking Marker D
Booking Type @ Al © Customer Appointment © Cther Booking
Service | <Services> |Z|

Customer Name | |

Customer Organisation | |

Booking Date From |0UAUQI2{)]2 |m

Booking Date To [31/Aug/2012 |

Booking Mote (private + public) | |

Number of records found: 10

Booking ID . Appointment Booking - : .
49 Appointment Book | Status Date/Time Marker Booking Type Booking Details
Mac Technician - Fri, 03fFeb/2012 Customer Name: Mr Gerry Alleaumes
w¥ | 43482 AWC 09:45 AM - 10:00 C] CUSTOMER_APPOIMNTMENT | Service: Apple Repair: Out-of Warranty

S
=an A Machine Diagnosis
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7.0 CUSTOMER MANAGEMENT

Once your start taking bookings online, your client details are stored
in a database within the system. This is accessible by selecting Customer
Management from the Management tab.

Appointments Online distinguishes your customers as either Registered or
Non-Registered Users.

Registered Users have online access and can make booking requests
with your business via the 5 step booking process. Non-registered Users are
customers that you have made manual appointments for, but have never booked
online with you.

You can take appointments from either type of user, it is just their ability
to make bookings online that changes. Once a client makes a booking with you,
they are automatically added to your customer database.

To add a customer (either Registered or Non-Registered) manually into
your database, navigate to the Customer Management page from the
Management tab, and follow the steps below;

1. Click Add New.
2. Enter the customers details.
3. Tick whether you would like this customer to
be a Registered or Non-Registered customer.
4. If you ticked Register User, you will need to
enter a Username and Password so
your customer can login to the |
website and make an online booking | cusenerves
with you. [ 5]
5. The time zone for your client will S S
\
[

default to your own. Change this as
needed. e
6. Click Save to add the customer to your
Appointments Online client database.
7. An email will automatically be sent to your
customer, welcoming them to the
Appointments Online community.

(UTC+08:00) Perth [=]

TIP: Your clients email address needs to be set as the username, as an email
address is always unique. You can search for clients to add by clicking Find
in the top right hand corner, and entering their email username in the box
and hitting Go

A list of the customers associated with your business can be found
on this page also. From here you can search through, view, edit or
delete customer records, or click export to send your customer
database to an Excel spreadsheet.
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8.0 CUSTOMISING YOUR BOOKINGS

To enhance the functionality of your appointment book, you can
assign specific markers to each of your appointments in the Business
Configuration page. By assigning custom booking markers to your
appointments you are able to sort and track bookings based on categories
specific to your business.

There are four different
markers you can label and assign to
appointments, depending on your
individual requirements. For instance,
you may label the first marker
"Unconfirmed" to show that the
appointment has been booked into

uration

b to view and edit your business configunation details

your calendar but is awaiting e
confirmation by yourself or your @ fMerker ] @ Merker2 ]
receptionist. Other markers could be @ orkera | OfMorkers l
named "Appointment Confirmed" or e

"Please Confirm Appt 24 hours prior"
depending on your needs.

Once you have labelled your markers you will be able to assign
them against appointments and change them as needed. You can also
search based on these markers which is helpful if you need to confirm
appointments 24 hours in advance for example, as you can simply select to
see all appointments with this coloured marker and a list of appointments is

View By
8:00 AM Initial Consultation, Standard Consultation, Extended Consultation,
8:30 AM Initial Consultation, Standard Consultation, Extended Consultation,

November 2008

|| Dr Michael Ritchie
9:15 AM - 10:00 AM Ph: S—— Select
Service: Extended Consultation

314 10:00 AM Initial Consultation, Standard Consultation, Extended Consultation,
i £ 10:30 AM Standard Consultation;
2 Mr Bob Dylan
11:00 AM - 11:45 AM Ph: S— Select

Service: Initial Consultation

Black : Closed Dr FirstName Surname
Green : No Appointments 12:00 PM - 12:45 PM Ph: 55555555 Select
Bold Green : Partially Booked Service: Initial Consultation
Red : Fully Booked s
1:00 PM Standard Consultation;
Appointment Boock Mr Customer Twe
Physiotherapist One v 1:30 PM - 2:15 PM Ph: 888888888 Select
Service: Extended Consultation
2:30 PM Initial Consultation, Standard Consuitation, Extended Consultation,
3:00 PM Initial Consultation, Standard Consultation, Extended Consultation,

3:30 PM Initial Consultation, Standard Consultation, Extended Consultation,
4:.00 PM Initial Consultation, Standard Consultation, Extended Consultation,
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9.0 CHANGES TO YOUR SYSTEM CONFGURATION

If at any stage, you wish to alter your system in order to either start/

stop taking bookings on your website, add/remove SMS and Emaiil
Reminders, or add/remove the option for clients to pay online for their
appointment, this can be done from the Business Configuration page.

Allow Random Bookings: Cet Boock Now Button | Reguest to Block Random Bookings

Accept Payment
Integration:

V] pequest to Change Payment Integration Provider | Reguest to Remove Poyment Intearation

To occept payments online vio Credit Card from your clients ot time of their booking, please select to turn Payment Integraticn on here. Please enter
your PayPal Merchant ID below. Should these details change, ensure you update detaiis here or your PoyPal Payment Portal will not work when clients
request bookings.

Login to vour PayPal Business Account | Visit PoyPals Help Centre

PayPal Merchant ID:
Refund Policy:

Enable Payment
Integration:

sales@mBsr8s.com.ou

Refunds offered for cancelation 24 hours pricr to bocking o

Save

The Business Configuration page is also where you will enter or

change your Payment Integration details, and your Appointment Reminder
Schedule for SMS and Email reminders to clients.

Short Business Name:
{For SMS, 15 Characters)

Remaining SMS Credits: 151 Buy More 3MS Reminder Crediis

'Booking Reminder Settings :
— Setfings
Send Reminders Via: #emait Fsms

PhysioTest

__Schadil

Add New Booking Reminder

Time Before Booking Send Email Send SMS -
O X

3 Minutes

2 Minutes 1 x

1 Minutes X
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10.0 APPOINTMENTS ONLINE TROUBLESHOOTING

Should you run into trouble at any point or require assistance with
certain aspects of the system, you can view Help Topics from the How
To tab on the top menu bar.

We have a comprehensive FAQ page continually being updated
at http://www.appointmentsonline.com.au/content/content/fag.html

We're also available on Facebook to answer any queries.
https://www.facebook.com/AppointmentsOnline

There are also Help Icons placed throughout the site to pull up step
by step instructions relating to that section of the system.

Should further assistance be required, or if you have questions that
are not covered within our manuals or help sections, please email
accounts@appointmentsonline.com.au



http://www.appointmentsonline.com.au/content/content/faq.html
https://www.facebook.com/AppointmentsOnline
mailto:ron@appointmentsonline.com.au

