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Log into your SM.A.R.T.
system console (https://
console.shortcutssoftware.
com). Then click on the
BookME settings tile.

Select the site you wish to
edit from the drop-down
menu.

Enter the word you want
to use when describing
this site in a group
context.

The ‘earliest booking
allowed’ defines how close
to the appointment start
time a client can make

an online booking. Select
either days or hours, then
enter the desired number.

Enter the ‘latest booking
allowed’. This defines how
far ahead a client can
make an online booking.

Enter the ‘latest
cancellation allowed’. This
defines how close to the
appointment the client is
allowed to cancel.

Enter the ‘booking change
allowed’. This defines how
close to the appointment
the client is allowed to
make changes.

CONFIGURING ONLINE BOOKING SETTINGS

BookME: Peppermint Park - Ashgrove

> BookME Settings

BookME Settings

ID

This read-only field uniquely identifies your site.

Site group

If you want this site to belong to a group enter the group name in this
field.

Earliest booking allowed

This field is used to specify how close to the appointment start time a
client can make an appointment anline.

Latest booking allowed

This field is used to specify how far into the future a client can make
an appointment anline.

Latest Cancellation Allowed

This field is used to specify how close to the appointment date a client
can cancel an appointment online.

Booking Change Allowed
This field is used to specify how many days prior to the appointment

date a client can change an appaintment online (a change to the
service, employee or date and time).

Display availabilities with
Shortcuts can take into account an employee’s optimal booking

interval to determine the most “efficient” timeslot for an appointment
(ane that will be the most productive for the salon).

Display a maximum of

This field is used to specify how many available timeslots matching the
client’s criteria are displayed on the Available Times webpage.

d4b81eb9-8586-e511-be3f-0030563fff01
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Shortcuts can calculate
the most efficient
timeslot for scheduling
an appointment based on
the employee’s optimal
booking interval. Enter
the desired minimum
efficiency for online
bookings.

Enter the maximum
number of available
timeslots matching

the client’s selection
preferences that will be
displayed when booking
online.

Enter the maximum
number of available
timeslots that will be
displayed for clients
making a booking for a
special.

Enter the number of days
that will be searched for
availabilities after the
client’s selected start date.

Select a sequence number
for each category. This
determines the order that
services are booked in. For
example, you may wish to
ensure that hair colouring
services are always
booked in before hair cuts.

Display availabilities with
Shortcuts can take into account an empls ’s optimal booking interval to % efficiency or more
determine the most “efficient” timeslot for an appointment (one that will be the

most productive for the salon).

Display a maximum of
This field is used to specify how many available timeslots matching the client’s SIS
criteria are displayed on the Available Times webpage.

For specials display a maximum of
This field is used to specify how many available timeslots matching the client’s . availabilities
criteria are dlsplayed o ha vt T webpage when searching for

availabilities for specials.

Search a total of
“This field is used to specify how many days into the future after the clients R 2= after Start Date

requested date that BookME will search for availabilities.

Service Booking Order Category
Configuring a sequence on category allows you to enforce the order of the

services booked. When a client selects services out of the defined sequenced order

they will be prompted and informed of the automatic change of order. Barber
A service with sequence number 1 will be ordered prior to a sequence number 2.

and sequence number 3 service. Services without a sequence number (sequence

number 0) will not be re-ordered against those with sequence number. Services of Beauty Treatments
the same sequence number will not be re-ordered.

For example, a salon may wish that a Cut is performed before a Color.

assigning a sequence number 1 to the Cut and a sequence number 2 to the Colour  Colours
the system will enforce this behaviour.

Massage

Facebook main page
132298670162698
The main Facebook page you would like to link to.

Google Analytics Domain Name
The parent Domain Name to be used by Google Analytics.

Google Analytics Tracking Number
P EC———————_________________________________
18

Google Adwords Conversion Code
This will be added to the BookME booking completion page.
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Click choose to select your
Facebook main page. This
will open a new window.

Log into Facebook.

Select the Facebook page
for this site and click set
page.

If you are running BookME
from your own website
and not mylocalsalon,
enter your Google
Analytics domain name.

If you want to use a
Google Analytics tracking
number for your BookME
site, enter the number
here.

If you want to use

a Google AdWords
conversion code for your
BookME site, enter the
number here.

Tick the relevant boxes
in the ‘other BookME
settings’ section.

Facebook main page
The main Facebook page you would like to link to.

Google Analytics Domain Name
The parent Domain Name to be used by Google Analytics.

Google Analytics Tracking Number
This will averride the company Google Analytics tracking code. E.g. UA-B765454-
18

Google Adwords Conversion Code
This will be added to the BookME booking completion page.

Other BookME settings

Default Tag

Select the tag that will be shown against the appointment at Shortcuts
PointOfsale

Employee Selection Type
This is used to specify which genders are available in the Employee selection

dropdawn on Online Booking. Only the selected options will show in the dropdown
e e e e il (o e el oy B Al e pe

BookME Site Page Content
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Allow email booking requests

show prices of services
Capture credit card details at confirmation
Reject credit cards that will expire by appointment date

Send booking confirmation email

Display service duration in booking confirmation screen and confirmation email
Restrict BookME bookings to one employee

Allow client cancellations

Allow clients to rebook past bookings and reschedule future bookings for services that are not available via online booking.
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<None> v

Any
Male

R (4 hitps://censoleshortcutssoftware.com/bookme/SelectFa.., O *

Individual
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& https://console.shortcutssoftware.com/bookme/SelectFacebook?

Facebook main page

Please confirm the Facebook page you would like to set as main

® Peppermint Park Newstead

Set Page ‘
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Allow email booking
requests: If there are no
appointments available
to match the client’s
selection, they will be
able to email a booking
request.

Show prices of services:
Clients will be able to
see service prices when
booking.

Capture credit card
details at confirmation:
Clients will be required
to enter details of a
valid credit card when
confirming the booking.

Reject credit cards
that will expire by the
appointment date: Credit

card details clients supply
must be still be valid at the
date that the appointment

is going to occur.

Display service duration
in booking confirmation
screen and confirmation
email: The client will see

the service duration when

confirming their booking

and when they receive the

confirmation email.

Facebook main page
The main Facebook page you would like to link to.

Google Analytics Domain Name
The parent Domain Name to be used by Google Analytics.

Google Analytics Tracking Number
This will averride the company Google Analytics tracking code. E.g. UA-B765454-
18

Google Adwords Conversion Code
This will be added to the BookME booking completion page.

Other BookME settings

Default Tag

Select the tag that will be shown against the appointment at Shortcuts
PointOfsale

Employee Selection Type

This is used to specify which genders are available in the Employee selection
dropdown on Online Bonki(lﬁ. 'Only the selected options will show in the dropdown
( If Individual is not checked, no individual employees will be shown).

BookME Site Page Content

132298670162698

A

Allow email booking requests B

show prices of servicas C

Capture credit card details at confirmation

Reject credit cards that will expire by appointment date D

Send booking confirmation email

Display service duration in booking confirmation screen and confirmation email E

Restrict BookME bookings to one employee

Allow client cancellations

Allow clients to rebook past bookings and reschedule future bookings for services that are not available via online booking.

||
L]
||
L]

<None> v

Any

Male
Female
Individual

[<B<N<N-<|
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Restrict BookME bookings
to one employee:

Clients will not be able

to book with multiple
employees within the
same appointment.
Multiple services must be
booked in with the same
employee.

Allow client cancellations:
Clients will be allowed to
cancel their appointment
when they log into their
BookME account.

Allow clients to rebook
past bookings and
reschedule future
bookings that are not
available via online
booking: Clients will

be able to rebook

past appointments

and reschedule future
appointments regardless
of whether that service
is still available in online
bookings.

Select the appointment
tag for online bookings
within Shortcuts Fusion.

Tick the ‘employee
selection types’ you want
to make available during
the booking process.

Facebook main page
The main Facebook page you would like to link to.

Google Analytics Domain Name
The parent Domain Name to be used by Google Analytics.

Google Analytics Tracking Number
This will averride the company Google Analytics tracking code. E.g. UA-B765454-
18

Google Adwords Conversion Code
This will be added to the BookME booking completion page.

Other BookME settings

Default Tag

Select the tag that will be shown against the appointment at Shortcuts
PointOfsale

Employee Selection Type
This is used to specify which genders are available in the Employee selection

dropdawn on Online Booking. Only the selected options will show in the dropdown
e e e e il (o e el oy B Al e pe

BookME Site Page Content

132298670162698

Allow email booking requests
show prices of services
Capture credit card details at confirmation
Reject credit cards that will expire by appointment date
Send booking confirmation email
Display service duration in booking confirmation screen and confirmation email
Restrict BookME bookings to one employee F
Allow client cancellations G
Allow clients to rebook past bookings and reschedule future bookings for services that are not available via online booking.
H

<Mone> ¥ .
Any

Male

Female

Individual

||
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||
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- = i [ ] Logout
Facebook main page Erin Jones |
Clliele e P —— =
The main Facebook page you would like to link to.

Select a site:

= Z Peppermint Park - Newstead
e e s ey |
The parent Domain Name to be used by Google Analytics.
« Save

Google Analytics Tracking Number
PR —————
18

Sync Agent Password

Google Adwords Conversion Code BookME Scorecard

This will be added to the BookME booking completion page. Display BookME Bookings

Copy Settings
Home

Other BookME settings Allow email booking requests

show prices of services

Capture credit card details at confirmation

Reject credit cards that will expire by appointment date

Send booking confirmation email

Display service duration in booking confirmation screen and confirmation email

Restrict BookME bookings to one employee

Allow client cancellations

Allow clients to rebook past bookings and reschedule future bookings for services that are not available via online booking.

||
L]
||
L]

Default Tag

Select the tag that will be shown against the appointment at Shortcuts
PointOfsale

<None>

Employee Selection Type

This is used to specify which genders are available in the Employee selection
dropdown on Online Bauki(lﬁ. Only the selected options will show in the dropdown
( I Individual is not checked, no individual employees will be shown).

Any

Male
Female
Individual
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CONFIGURING SITE PAGE CONTENT

The changes you make here will only apply to the site you have selected. To change the content for all of your online booking sites, you will need to edit the ‘BookME global
page content’ in your company settings.

Log into your S M.A.R.T.
system console (https://
console.shortcutssoftware.
com). Then click on the
BookME settings tile.

Select the site you wish to
edit from the drop-down
menu.

Scroll down to ‘BookME
site page content’.

Make the desired changes
by adding text into the
text fields.

BookME Site Page Con

Confirmation Email Heading
Appears at the top of the booking confirmation emails sent to customers

Confirmation Email Body

This field is used to customise the email a customer receives after making an
online booking with BookME. Use these symbols to change the details shown in
the email.

« {Client} is replaced with the customer's first name.

« {Site} is replaced with the booked site's name

+ {Address} is replaced with the booked site’s address

« {Phone} is replaced with the booked site’s phone number

Confirmation Email Salutation
A short message at the bottom of the booking confirmation email.

Terms and conditions text

Service selection text

Time slot selection text

Start time selection text

_English - Australia ¥

I 4 )
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Enter your ‘cancellation
policy’. This is the policy
clients will agree to when
they provide their credit
card details. It will only
be shown if ‘capture
credit card details at
confirmation’ is enabled.

Enter your ‘credit card
confirmation message’.
This is a message
requesting your clients to
enter a credit card number
when making bookings.

Click save.

Booking confirmation text

Appointment history text

Manual request text

Cancellation policy

This must be agreed to when the client enters their credit card details. It will
only be shown if ‘Capture credit card details at conformation’ is enabled.

Credit card confirmation message

This field allows you to enter a message requesting your clients to enter a credit
card number when making bookings. This may help reduce false bookings.
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On the BookME settings
page, click copy settings.

Select the site you wish to
copy settings from.

Select the applications you
wish to copy the settings
for.

Choose whether you
wish to copy your gallery
images from the source
site. Note that this will
override the target site’s
existing gallery images.

Choose the sites you wish
to copy the settings to. To
do this, select the desired
target sites on the left-
hand side, then click add
sites to move them over
to the right.

Click copy settings.

COPYING SETTINGS TO ANOTHER SITE

Rather than configuring your settings manually for each site, you can copy your settings from one site to another to save time.

BookME: Peppermint Park - Newstead

N
> BookME Settings

BookME Settings

ID
This read-only field uniquely identifies your site.

Site group
If you want this site to belong to a group enter the group name

Earliest booking allowed
Th{_s field is used to specify how close to today a client can mal
online.

Latest booking allowed

This field is used to specify how far into the future a client car
appointment online.

Latest Cancellation Allowed

This field is used to specify how close to the appointment date
an appointment online.

Booking Change Allowed
This field is used to ify how many days prior to the appoint

can cihange an appointment online (a change to the service, en
time).

Display availabilities with
Shortcuts can take into account an employee’s optimal booking

determine the most “efficient” timeslot for an appointment (a
most productive for the salon).

Display a maximum of

This field is used to specify haw many available timeslots matc
criteria are displayed on the Available Times webpage.

For specials display a maximum of

This field is used to specify how many available timeslots matc
criteria are displayed on the Available Times webpage when se
availabilities for specials.

d4adca03-9347-e511-be3f-0050563fff01
Copy Settings
Step 1 : Copy settings from

Peppermint Park - Ashgrove v ‘

Step 2 : Select the application/s you want to copy settings for
BookME

B mylocalsalon

B sclf Check-in

B spotliht

Step 3 : Would you like to copy gallery images of source site? (Existing gallery
images of targeted site/s will be replaced with source site gallery images.)

B copy Gallery Images .

Step 4 : Select target site/s

Enter search text

Peppermint Park - Newstead

< Remove sites

Copy Settings ‘anc.el

Add sites > ‘
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