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1 Introduction

The Appointment Scheduler allows users or their customers to schedule appointments online.

2 Installing Appointment Scheduler

TO INSTALL APPOINTMENT SCHEDULER:

1. On the Appointment Scheduler dialog, click Next.
Enppointment Scheduler [=EE

Wwelcome to Appointment S cheduler
Thiz application allows you and your customers to schedule appointments online

% Click Mest to Install Appaintment 5 cheduler

Mext = Cancel

2. Select one of the following options:

e Edit your Appointment Scheduler values.

e Uninstall Appointment Scheduler (Everything is permanently deleted).

‘wielcome to Appointment S cheduler
Thiz application allows you and pour custemers to schedule appointmerits online

Select an option and click the Mest button
f+ Edit pour Appointment Scheduler values
" Urninzstall Appointment S cheduler [Everthing is permanently deleted]

Click here to access your Appointrent Scheduler.

Mext = Cancel

3. Click Next.

After installation of the Appointment scheduler will offer list the following options:

= Appointments
=  Company

= Booking Hours
= Messages

= Preferences

Appointment Scheduler 2.0
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3 Appointment Scheduler Features & Functions

Appointments Appoinuments |

Company | Booking Hours | Messages Preferences |
Tha hbessrnoodanani have bean Sohadtala
= Lists the users scheduled appointments. No Agporinents have been Sichediled
Apbly |
Company
= Presents the users company information. it |
Company I Booking Hours Messages. Preferences |
Lo vt

Scheduler header information :

Headet Tils: |ippointment Scheduler

Hide Header; | [~

B 00 kl n g H ours Scheduler footer infarmation

Compary Here| |

::'iﬁ::dd[gsg-"_ |

@ hEEEr

ZpPostalede:| [ Cownt: ([
]l

Phone : Hids Foater | 2.

= Allows the end-user to choose their operating
hours.

Apply |

Main Business Hours

= Main business hours can be specified. To manage business hours take the
following steps:

Appaintments |

Company | Booking Hours | Messages | Preferences |

1. Click on the Week Day you wish to modify. T

Select and enter all appropriate valuss

Week Day [ Appointment Hours [ tntervals ]
) ol Closed
2. Click Open. FEr— Closed
© Tuesday Closed
) ) © wdednesday Closed
3. Specify a time. = sty osed
" Friday Closed
© Saturday Closed

4. Specify the interval between appointments.

Set the Specific Appaintment hours for selected day [above]

€ Closed

5. Click Apply. — it
pp y From: [or 4 = [oo 4 i = Sggt\gp;u:?g"em's
pm

fallowing Interval

Toi [oo [ - [oo ; 2 o5 7 mins
5 b

[Mote: Setting the hours from 12am to 12am equals 1 full day [24hrs) |

 Open

&t [Main Business Hours][Specific Diay Hours]

Apply
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4  Editing Available Appointmet Times

Click on the [+] icon for the Weekday you wish to
modify.

Uncheck the times you wish to remove from the
schedule.

Click Apply.

Special Day Hours

To specify Special Day Hours please take the following

steps:

Click on Special Day Hours.

Click on the date.

Select either Closed or Open (Specify Time and
interval).

Click Apply.

Messages

Allows the end-user to input Introduction, Booking,

and Confirmation messages.

Creating Messages

Appointments |

Appointment Scheduler 2.0

Company | Booking Hours | Messages | Preferences |
Fonskionr vakas
Select and enter all appropriate values
\ifmek Day Appointment Hours [ terak |
-1 09:30am - 03:00pm
Sunday
09.30am M
10.00am M
10:30em M
11:00am M
g 11:30m M ot
' 1z00pm
12.30pm M
01.00pm M
01:30pm M
0z00pm M
02230pm M
T e [+1 0%:00m-05:00pm 30 mins
C Tuesday [+1 09:00am - 0500pm 30 mins.
C vednesday [+1 03:00sm- 05:00pm 30 mins
Clireins [+1 03:00am-0500pm A0 i
8 [+1 0%:00am - 05:006m 30 mins
© Sanday [+ 09:00am - 05:006m 30 mins

Appointments i

Company l Booking Hours

Messages Preferences i

Messams vates

Select and enter all appropriate values

Intraduction Message |

Preserve fine breaks M

Welcome ko the appointnent
scheduler.
and time that meets your needs.

Please choose a date

Confimation Message:

This will book an appointment with

‘Booking Message ;| [*=-

Thanls-ow for the appointment

Apply

1. Customize Introduction Message, Booking Message, and Confirmation Message.

2. Click Apply.

Preferences

Allows the end-user to change the color
preferences of the application.

Appointment Scheduler 2.0

Appointments |

Company | Booking Hours |

Messages | Preferences |

Frafereee vt

Select and enter all ppropriate values
The following values allow you to eustomize the 4xstof your Appaintment Scheduler :

TaBIeBo(deT-] [swacase | [H Texl[}nlm‘]-xnnnnnn |
Headerl:ell-.xsesssﬁ 1] He‘adsrTe‘xl.‘] [seeeees
Title Cell: [#oavana | [1] Eankgmundcdlur] [seceees
Open Day Cell: [#zezzee | [ DanDay'Texl‘]-SUDDDEE |
Closed Day Cell: [#etezee | [Tl [ Closed Day Ten ‘]-ml
Hidite Cell: [#zezane | [H

Apply
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Changing Colors

= You have two options when modifying colors. (Hex Color [i.e. #bad3ff] or color icon.

¢ Once the color preference is selected or filled in click Apply to save the changes.
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5

Additional Information

As the Appointment Scheduler is in its first release, there are known issues that are
presently under review for the next release. At the moment, here is a list of known issues
that we are correcting:

When setting up the hours to schedule an appointment, | set it to 1am to 1pm as
the default for the application. The time interval for appointments for each one was
then set to 90 minutes. When attempting to add an appointment to the specific
date (Friday), the appointment times that were placed on the right side of the
screen where incorrect. This also happens when you set time intervals for 70 and
80 minutes. The time stamp is also incorrect when you go to view all the
appointment that have been scheduled in the WebsiteOS panel for the
Appointment Scheduler (Time shows as 11:210a for example).

[eT i 3 ler - Microsoft Internet Explorer EEE
| Fle Edt View Favortes Tools Help o
Q- @ X B @ O Prrmeres @i &) - S E WS
acéress | ] hirp:fsteve bi N hed php ) i I~
i Google -| [v]| @psearcnwen - @searchste | g | Pt @b -l B ontene B 4
Appointment Scheduler
\Weloome to the appaintment scheduer. Please choose  date and time that meets your nesd.
-1 January 2004 [+1] 30 Friday
Sunday Monday Tuesday  lednesday Thuisday Fiiclay Satunday
Open 07:00am - 01:00pm
! 2 g at 30 minz intervals
4 5] 6 ¥ 8 9 10 07 :00am
T 12 13 14 15 16 17 02:30am
18 19 20 21 22 23 24 04:60anm
26 26 27 28 29 30 31 05:90am
Gty e’ Eatbicr 07:120am
08:150am
10:180am
11:210am
M @ D0 ™ @ o.com - Homeless ... | &) Website0s | & opoitment Schedul... | 2 My Music || B sopcintment schedul.. | E TR ISl ERER: i

If you set the time for booking from 12am to 12am on one day, when you view the
scheduler, it will show no appointment slots available for that day.

Set Saturday appointment times from 12am to 1155pm. 1 hour slot times were also
set up, but when viewed in scheduler, only shows time slots for the PM. No slots
from 12 am to 11 am are available. See example below:
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e When you have set a specific day’s scheduling information such

Open 12:00am - 11:55pm

as time available to book an appointment and also the length of ot B0 min intervals
each appointment, the values are not saved. So that when you 12t
go back into the Appointment Scheduler settings in the =
WebsiteOS and click on a specific day of the week, the settings 03:00pm
are back to the default. (1am to 1pm at 5min intervals). 04:00pm
05:00pm
DB:DUEm
07:00pm
08:00pm
e Specific Day Hour option: When selecting the time slots that you 03:00pm
would not like available during a specific day, when hitting Apply il

11:00pm

after de-selecting the slots, they show up as being checked
when the screen refreshes itself.

¢ If you select another day to put specific hours into it, and then go back to the one
you had just finished with, it will show the slots that you have left blank for no one
to schedule during. The box on the calendar also shows as Blue to specify that the
day has specific hours, but it does not when you first set the specific hours for that
day.

¢ When you go to set specific Day Hours on the Booking Hours Tab, it automatically
loads calendar for December 2003, instead of the current month.
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