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Managing appointments 

The Scheduler maintains a schedule of services either booked in advance or arranged for 

walk-in customers. You can book, edit, move, duplicate and cancel appointments, and send 

them to the Point of Sale for payment once completed. For a walk-through of how 

appointments work, see Processing appointments on page 5. 

Note: The Scheduler services, customers and staff members are maintained separately 

from the Point of Sale and Portal product, customer and user information. Customers in 

the Portal database do not automatically appear in the Scheduler, and must be added 

manually. 

Key concepts 

 

Appointment 

Assistant 

Book 

Break 

Duration 

Feedback 

Section 

Service 

Time-slot 

Turn-away 

Also see: 

Á Schedule screen on page 7. 

Á Appointment screen on page 10. 

Á Customer details screen on page 19. 
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What you can do: 

Á Creating a new appointment on page 25. 

Á Finding an appointment on page 23. 

Á Turning a customer away on page 74. 

Á Creating a new customer on page 30. 

Á Finding a customer on page 27. 

Á Viewing a customer's details on page 33. 

Á Editing a customer's details on page 35. 

Á Duplicating an appointment on page 60. 

Á Rescheduling an appointment on page 63. 

Á Cancelling an appointment on page 66. 

Á Marking a customer as arrived on page 68. 

Á Marking an appointment as completed on page 70. 

Á Recording customer feedback on page 72. 

Á Adding a service to an appointment on page 39. 

Á Editing the start time of a service on page 45. 

Á Changing a service on page 43. 

Á Editing the staff member for a service on page 47. 

Á Recording a staff request on page 49. 

Á Editing the price of a service on page 52. 

Á Editing the duration of a service on page 54. 

Á Editing the break time of a service on page 56. 

Á Removing a service from an appointment on page 58. 

Á Adding notes to an appointment on page 37. 
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Processing appointments 

When a customer requests an appointment: 

1. Find a suitable time on for their appointment and create a new appointment. 

See Creating a new appointment on page 25. 

2. If the customer has a standard appointment they would like to repeat, find and 

duplicate that appointment. 

See Finding an appointment on page 23. 

Also see Duplicating an appointment on page 60. 

3. Search for the customer or create a new customer if necessary. 

See Finding a customer on page 27. 

Also see Creating a new customer on page 30 

4. Add any notes or requests to the appointment. 

See Adding notes to an appointment on page 37. 

5. Add the requested services to the appointment. 

See Adding a service to an appointment on page 39. 

6. Make any required changes to individual services or remove any unnecessary 

services. 

See: 

Á  Changing a service on page 43. 

Á Editing the start time of a service on page 45. 

Á Editing the staff member for a service on page 47. 

Á Editing the price of a service on page 52. 

Á Editing the duration of a service on page 54. 

Á Editing the break time of a service on page 56 

Á Removing a service from an appointment on page 58 

7. If the customer requested a specific staff member for a service, record the staff 

request. 

See Recording a staff request on page 49. 

8. When the customer arrives for the appointment, record their arrival in the 

appointment. 

See Marking a customer as arrived on page 68. 

9. When all services of the appointment have been completed, mark the appointment as 

completed. 
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See Marking an appointment as completed on page 70. 

10. Record the customer's feedback, if required. 

See Recording customer feedback on page 72. 

11. If the customer wants to schedule a repeat of the same appointment, duplicate the 

appointment to a new date. 

See Duplicating an appointment on page 60. 

The appointment is available in the Point of Sale for payment. 
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Schedule screen 

Use the Schedule screen to: 

Á View the available time-slots of your staff members. 

Á View past and upcoming appointments. 

See Finding an appointment on page 23. 

Á View no-shows and completed appointments. 

Á Create appointments. 

See Creating a new appointment on page 25. 

Á Turn away customers. 

See Turning a customer away on page 74. 

Opening the Schedule screen 

To open the Schedule screen: 

1. Load the Schedule application in your web browser. 

The Schedule screen is displayed. 
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Schedule screen key fields and buttons 

 

Field Description 

 

Select a day to view the 

appointments for. 

 

Select to display the appointments 

for a day in the coming week, or the 

previous day. 

 Press to turn away a customer.  

See Turning a customer away on 

page 74. 
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Field Description 

 

The staff members who can provide 

services. 

 

Press to scroll to the next page of 

staff members. 

 

The scheduled services and free 

time-slots for each staff member on 

the selected day. 
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Appointment screen 

Use the Appointment screen to manage individual appointments: 

Á Create customers. 

See Creating a new customer on page 30. 

Á Create appointments. 

See Creating a new appointment on page 25. 

Á Add services to appointments. 

See Adding a service to an appointment on page 39. 

Á Edit service details such as price, duration, break time or staff member. 

See: 

Á  Editing the duration of a service on page 54. 

Á Editing the break time of a service on page 56. 

Á Editing the start time of a service on page 45. 

Á Editing the staff member for a service on page 47. 

Á Editing the price of a service on page 52. 

Á Reschedule appointments. 

 See Rescheduling an appointment on page 63. 

Á Duplicate appointments. 

 See Duplicating an appointment on page 60. 

Á Mark customers as arrived. 

 See Marking a customer as arrived on page 68. 

Á Mark appointments as completed. 

 See Marking an appointment as completed on page 70. 

Á Record customer feedback. 

 See Recording customer feedback on page 72. 
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Opening the Appointment screen 

To open the Appointment screen: 

1. Press either: 

Á an existing appointment you want to edit 

Á an empty calendar slot where you want to create an appointment. 

2. The Appointment screen is displayed. 

 

For a list of things you can do with this screen, see Managing appointments on page 3. 
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Appointment screen key fields and buttons 

Customer area 

 

Use the Customer area to view and edit the customer the appointment is booked for, the 

price of the full appointment and any notes added on the appointment. 

 

Field Description 

Customer Name of the customer the appointment is scheduled for. 

Note: You can leave this field blank for a walk-in 

customer. 

 
Press to display the Customer detail screen.  

See Editing a customer's details on page 35. 

Details Any notes or request from the customer regarding the 

appointment. 
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Field Description 

Total The combined price of all services in the appointment. 
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Service area 

 

Use the Service area to select the service to be booked, the staff member to perform the 

service, and edit the service's price, duration or break time. 

 

Field Description 

Time The time the selected service is scheduled. Press another slot in the 

Schedule area to select another time. 

Service The name of the selected service. 

Price Press to change the price of the selected service. 

See Editing the price of a service on page 52 

Book Select the category of service you want to add. 

Section Select the subcategory of service you want to add. 
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Field Description 

Service Press a service icon to book that service for the currently selected 

time slot. 

See Adding a service to an appointment on page 39. 

Note: A service icon may be disabled if the selected staff member 

has another appointment that would overlap that service's duration. 

Assistant Press an assistant icon to book that staff member for the service. 

See Editing the staff member for a service on page 47. 

Note: Assistant icons may be disabled if that staff member already 

has an appointment that would overlap the current service's 

duration. 

 
Press to mark the currently selected staff member as requested by the 

customer. 

See Recording a staff request on page 49. 

Time Select the time the service starts. 

Note: The start time relates to the service currently selected in the 

Schedule area, not the entire appointment. 

Durat ion Select the length of time the staff member is required for the service. 

Break Select the length of time the customer is required to wait after this 

service, during which no staff member is required. For example, a 

customer of a hair salon waiting for hair dye to set. 
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Schedule area 

 

Use the Schedule area to arrange the schedules of the different services within one 

appointment. 

 

Field Description 

 
Press to add another service in the next available 

timeslot. 

Note: The service defaults to the selected staff 

member. You can change this later. See 

Editing the staff member for a service on page 

47. 

 
Press to remove the selected service. 

Note: This button is only displayed if more 

than one service is scheduled. 
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Field Description 

 

The scheduled services. The times on the left 

indicate the availability of staff during each 

period: 

Colour Description 

Green The selected staff member is 

available at this time. 

Yellow The selected staff member is 

unavailable at this time, but other 

staff members are available. 

Red No staff members are available at 

this time. 
 

 



 

Managing appointments 
  

 

18 Scheduler user guide 

  

Menu area 

 

Use the Menu area to reschedule or duplicate appointments, record customer feedback, and 

record when a customer has arrived and an appointment is completed. 

 

Field Description 

 
Press to reschedule or duplicate an appointment. 

See Rescheduling an appointment on page 63. Also see Duplicating 

an appointment on page 60. 

 
Press to record customer feedback about this appointment.  

See Recording customer feedback on page 72. 

 
Press to record that the customer has arrived for their first service. 

See Marking a customer as arrived on page 68. 

 
Press to record that the appointment is complete. 

See Marking an appointment as completed on page 70. 
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Customer details screen 

The Customer details screen records customer information such as: 

Á The customer's name. 

Á The customer's phone number and address. 

Á Notes on the customer, such as refreshment preferences. 

Opening the Customer details screen 

To open the Customer details screen: 

1. Press an empty time-slot on the Schedule screen. 

The Appointment screen is displayed. 

2. Press the Customer field. 

 

The Customer search screen is displayed. 
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3. Type the first few letters of the customer's first or last name. 

The search results are displayed. 

 

4. Press the customer's name. 
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5. Press . 

 

The Customer details screen is displayed. 



 

Managing appointments 
  

 

22 Scheduler user guide 

 

Customer details screen key fields and buttons 

 

Field Description 

Title  The customer's preferred title, such as Mr, Ms, etc. 

First name The customer's given name. 

Last name The customer's family name. 

Address The customer's unit or house number and street. 

Suburb The suburb the customer lives in. 

State The state the customer lives in. 

Postcode The postcode the customer lives in. 

Phone The customer's landline phone number. 

Mobile The customer's mobile phone number. 

Notes Any notes kept on the customer. For example, refreshment preferences. 
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Finding an appointment 

Find an appointment to edit, cancel, reschedule or duplicate it, or to view the customer's 

details. 

Appointments are displayed by the services allocated to staff members at scheduled times. 

To find an appointment: 

1. Select the date of the appointment, either from the date picker or by using the days-

of-the-week selections. 

 

2. Scroll through the staff members if necessary to find the appointment. 
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3. Press the appointment to open it. 
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Creating a new appointment 

Create an appointment to: 

Á Schedule services with specific staff at a time in the future for a customer. 

Á Allocate staff to a walk-in customer for a service. 

To create an appointment: 

1. Select the date of the appointment by using either the date-picker or the days-of-the-

week selections. 

 

2. Press the time-slot in the column of the staff member you want to book. 

The Appointment screen is displayed. 
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See Appointment screen on page 10. 

3. If you want to record the customer, either: 

1. Find the customer. 

See Finding a customer on page 27. 

2. Create the customer if they don't already exist in your records. 

See Creating a new customer on page 30. 

4. Add any notes about the appointment.  

See Adding notes to an appointment on page 37. 

5. Add the required service to the appointment. 

See Adding a service to an appointment on page 39. 

6. If necessary, change the staff, price, time or duration of a service. 

See: 

Á Editing the staff member for a service on page 47. 

Á Editing the price of a service on page 52. 

Á Editing the duration of a service on page 54. 

Á Editing the start time of a service on page 45. 

7. Press . 

The appointment is created. 
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Finding a customer 

Find a customer to: 

Á  Book an appointment for a specific customer in advance. 

See Creating a new appointment on page 25. 

Á View the customer's details. 

See Viewing a customer's details on page 33 

Á Edit the customer's details. 

Editing a customer's details on page 35. 

To find a customer: 

1. Press an empty time-slot on the Schedule screen. 

The Appointment screen is displayed. 

2. Press the Customer field. 

 

The Customer search screen is displayed. 
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3. Type the first few letters of the customer's first or last name. 

The search results are displayed. 

 

4. Press the customer's name. 



 

  Managing appointments 

 

Scheduler user guide 29 
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Creating a new customer 

Create a new customer to schedule an appointment for them. 

To create a new customer: 

1. Press an empty time-slot on the Schedule screen. 

2. The Appointment screen is displayed. 

3. Press the Customer field. 

 

The Customer search screen is displayed. 
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4. Press the New customer field. 

 

The Customer details screen is displayed. 
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See Customer details screen on page 19. 

5. Type in the customer's details. 

6. Press . 

The details are saved. 

7. Continue creating the customer's appointment. 

See Creating a new appointment on page 25. 



 

  Managing appointments 

 

Scheduler user guide 33 

Viewing a customer's details 

For each customer, you can view: 

Á The customer's name. 

Á The customer's address. 

Á The customer's phone number. 

Á The notes kept on the customer, such as their refreshment preferences. 

To view a customer's details: 

1. Find the customer. 

See Finding a customer on page 27. 

2. Press . 

 

The Customer details screen is displayed. 
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See Customer details screen on page 19. 
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Editing a customer's details 

Edit a customer's details to change: 

Á The customer's name. 

Á The customer's address. 

Á The customer's phone number. 

Á The notes kept on the customer, such as their refreshment preferences. 

To edit a customer's details: 

1. Find the customer. 

See Finding a customer on page 27. 

2. Press . 

 

The Customer details screen is displayed. 



 

Managing appointments 
  

 

36 Scheduler user guide 

 

See Customer details screen on page 19. 

3. Type any changes into the fields. 

4. Press . 

The details are saved. 
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Adding notes to an appointment 

Add notes to an appointment to record any special customer requests or details relating to 

the appointment. 

To add a note to the appointment: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the Details field. 
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3. Type the information you want to record. 

4. Press . 

The appointment notes are saved. 
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Adding a service to an appointment 

Add a service to an appointment to schedule a specific staff member to perform a task for 

the customer at a specified time. Appointments must have at least one service. 

To add a service to an appointment: 

1. Press either: 

Á The appointment you want to edit in the Schedule screen. 

Á A blank slot in the Schedule screen where you want to create an appointment. 

The Appointment screen is displayed. 

 

2. Either: 

1. Press the time slot in the Schedule area where you want to add a service, if you 

want to schedule the service for a particular time. 

2. Press  to add a service in the next available time-slot. 
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Note: You can move the service to another time later. See Editing the start 

time of a service on page 45. 

The blank service is added. 

 

3. Select the Book and Section of the service you want. 

The available services within that Book and Section are displayed. 
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Note: Services are disabled if their duration would overlap with another service. 

4. Press the service you want to add. 

 

5. Press the assistant icon of the staff member you want to perform the service. 
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Note: Assistant icons are disabled if the staff member already has another 

appointment at that time. See Editing the staff member for a service on page 47. 

6. If the staff member was requested by the customer, press . 

See Recording a staff request on page 49. 

7. If necessary, edit the service price, duration or break. See 

Á Editing the price of a service on page 52. 

Á Editing the duration of a service on page 54. 

Á Editing the break time of a service on page 56. 

8. Press . 

The service is added to the appointment. 
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Changing a service 

Edit a service when you want to change it to another service. For example, a hair salon 

customer originally requested a particular hair treatment and has changed their mind. 

To edit the type of service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the service you want to switch to. 

 

4. Press . 

The new service is saved. 
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Editing the start time of a service 

Edit a service's start time when you need to move a service to another time without 

changing the time of its appointment. 

To edit the start time of a service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the Time field. 

 

4. Select the new time of the service. 

Note: The duration period of the service can overlap another service's break 

period, but it cannot overlap another service's duration period. 

5. Press . 

The new start time for the service is saved. 
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Editing the staff member for a service 

Edit the staff member of a service if you want the service to be allocated to a different staff 

member. 

To edit the staff member for a service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the assistant icon of the staff member you want to allocate to the service. 

 

Note: Staff members are disabled if they are booked for another service that 

would clash with this service. 

4. Press . 

The new staff member booking is saved. 
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Recording a staff request 

Record a staff request when a customer has asked for a specific staff member for a service 

or appointment. 

To record a staff request: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the assistant icon of the requested staff member. 

 

4. Press . 
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The staff member request is recorded. 
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Editing the price of a service 

Edit the price of a service if you need to change how much a customer will be charged for 

an appointment or particular service. 

Note: This procedure only changes the price of the service for the selected appointment. 

No other appointments are changed. 

To edit the price of a service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the Price field. 

 

4. Type the new price of the service. 

5. Press . 

The new service price is saved. 
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Editing the duration of a service 

Edit the duration of a service when it is likely to take more or less time than the standard 

service. For example, if the customer has made a specific request that requires more time. 

Note: The service duration is only edited for this appointment. No other appointments or 

services are changed. 

To edit the duration of a service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the Duration field. 

 

4. Select the new duration of the service. 

Note: The duration period of the service can overlap another service's break 

period, but it cannot overlap another service's duration period. 

5. Press . 

The service duration for this appointment is saved. 
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Editing the break time of a service 

Edit the break time of a service when the customer is likely to need more or less time 

waiting after the active portion of their service. For example, at a hair salon, a particular 

hair colour may need a longer period to set in a customer's hair. 

Note: The service break time is only edited for this appointment. No other appointments 

or services are changed. 

To edit the break time of a service: 

1. Press the appointment you want to edit in the Schedule screen. 

The Appointment screen is displayed. 

 

2. Press the service you want to edit in the Schedule area of the Appointment screen. 

The service is highlighted. 
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3. Press the Break field. 

 

4. Select the new break time of the service. 

Note: The break period of a service can overlap with another service. 

5. Press . 

The break time for this service in the appointment is saved. 














































