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ABOUT THIS DOCUMENT

In Shortcuts, your appointments are colour-
coded according to their status. For example, a 
red appointment indicates a no-show, and a blue 
appointment indicates an arrived client. Certain 
appointment statuses will change automatically, 
and others will need to be updated by you.

These statuses provide you with important 
information at a glance on the Appointment 
Book, and help you keep track of which clients 
are currently in the salon, who is yet to arrive, and 
which clients have already been checked out.
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1
Click on the main menu.

2
Click on the appointments 
icon.

3
Click menu.

4
Click colour legend.
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1
Click on the main menu.

2
Click on the appointments 
icon.

3
Right click on the relevant 
appointment.

4
Select the appropriate 
status from the pop-up 
menu. The appointment’s 
colour will change to 
reflect its status.
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