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ABOUT THIS DOCUMENT

Availability icons can be used as a visual guide to 
help you find availabilities on the Appointment 
Book. This feature displays a visual “heat map” of 
your availability; allowing you to see at a glance 
how busy your day will be, and which team 
members are more booked out than others. This 
helps you effectively manage your team’s time 
and speeds up the booking process. Availability 
icons are particularly useful if you have a large 
number of employees. If you find yourself 
scrolling around the Appointment Book searching 
for an available timeslot, simply switch on your 
availability icons to help you save time.
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1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the general setup 
menu.

4
Click on the Appointment 
Book icon.

5
Tick the ‘show availability 
icon’ box. Availability icons 
will then be displayed on 
the Appointment Book. 
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A
Availability icons will be 
displayed next to each 
employee’s picture.

B
Availability icons will also 
be displayed next to each 
appointment time on the 
left-hand side.

C
A green bar indicates a 
high level of availability.

D
An orange bar indicates 
a moderate level of 
availability.

E
A red bar indicates limited 
availability.

F
A white (empty) bar 
indicates that there is no 
availability.

G
If you are using availability 
icons in conjunction with 
time allocation, you may 
also see a yellow warning 
icon. A yellow warning 
icon indicates that the 
booking limit for this 
timeslot has been reached. 
Time allocation will also 
affect the variability of 
the icons next to each 
timeslot.
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