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ADDING A TAG TO AN APPOINTMENT
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Select the relevant client. RAECC
3:28 PM
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Click done.
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CREATING, EDITING AND DELETING A TAG
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Select a client.

Click done.

If you want to create a tag,
click new.

Enter the name and a
description for the tag.

Click done.

If you want to edit a tag,
select the tag and click
edit.

Enter the new tag name or
description.

Click done.

If you want to delete a tag,
select the tag and click
delete.

Click yes to confirm.

When you’re finished,
click done to continue
adding the selected tag
to an appointment, or
click cancel to exit the tag
window.
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