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ABOUT THIS DOCUMENT

The wait list helps you manage booking requests 
when you have a busy Appointment Book.

Rather than trying to keep track of waiting clients 
on paper, this time-saving feature lets you enter a 
client’s name against the time slots that suit them. 
You can specify which services they want, as well 
as their preferred employees.

If an appointment gets cancelled at a time that 
suits a client on your wait list, you’ll receive a 
notification on the Appointment Book. This means 
your Appointment Book stays full, and more 
clients get their ideal appointment time.
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1
Click on the main menu.

2
Click on the appointments 
icon.

3
Click on the appointment 
assistant button.

ADDING A CLIENT TO THE WAIT LIST
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4
Click on the clients icon to 
open the client list.
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5
Select the relevant client.

6
Click done.
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7
Click on the cells in the 
‘from’ and ‘to’ columns to 
specify the date range you 
would like to search for 
appointment times.

8
Tick the days of the 
week within the date 
range when the client is 
available.

9
Use the ‘start’ and ‘finish’ 
drop-down menus to 
select the time range you 
would like to search for 
appointment times.

A
You can click on the green 
plus sign to create another 
set of search criteria. 
This is helpful for clients 
who may have different 
available timeslots for 
different days.

10
Click services to open the 
service selection screen.
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11
Click on the relevant 
service category.

12
Click on the relevant 
service.

13
Repeat steps 11 and 12 as 
required.

B
The selected services 
section will display all 
the services you have 
selected.

14
Click done.
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15
If the client has requested 
a specific employee, click 
on the relevant cell in 
the employee column to 
choose an employee. If 
not, go to step 17.

C
You can allocate different 
service blocks to different 
employees.

16
Select the requested 
employee.

17
Click waitlist to add the 
client to the wait list.
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A
A notification will appear 
in the bottom left corner 
of the Appointment 
Book when a waitlisted 
appointment becomes 
bookable.

1
Click on the hourglass icon 
to open the wait list menu.

SCHEDULING A WAITLISTED APPOINTMENT

A

1



Page 8

B
The wait list menu has two 
options:

The first option will display 
a list of clients waiting for 
a timeslot on the selected 
day.

All bookable requests will 
display a list of bookable 
clients.

2
Click on all bookable 
requests.
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3
Click to select the 
appointment you wish to 
schedule.

4
Click schedule.
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C
A list of suitable dates and 
timeslots will be displayed.

5
Click on a time range 
to view the available 
timeslots within the range.

6
Click on the desired 
appointment time.
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7
Click book. The 
appointment will then be 
added to the Appointment 
Book.
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