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4. Select Add online meeting, if enabled alink to

M | C I’O S Oft B O O kl ﬂ g S gell\llleizgoasro;\t/g?ms meeting, will be added to the
Managing Services
@® ) Add online meeting @

For Administrators 5. The Join your appointment link to the meeting
will be added to all confirmation and reminder
emails for example:

Administrators of a Booking calendar are

responsible for creating and managing the services Spcoming bosting fo
that are offered by the department or work unit. test
After the initial set up of a service, the service will
only require ongoing management. e e e
reschdule let your Peer responder know and
reschedule through Microsoft Bookings.
Creatin g services Pes Rsponder it it
Jonaa Eva

1. From the Bookings home page select Services on %

the lefthand side of the screen. Thorsaay. | Ociohe 2020

{UTC+10:00) Brisbane
N Home

via Microsoft Teams

3 Booking Page

Py Customers

£ st 6. If appropriate, enter a Buffer time so you will be

- unavailable to be booked back to back and have
enough time to set up between appointments.

[ Business Information

Buffer time your customers can't book

2. Select Add a service fromthe top left hand side of

the screen. @D on
Before
—+ Add a service Hours Minutes
After
Manage services Hours Minutes
7. By turning customer management on, this will
3. Enter the name of your service in Service allow the person who has booked the appointment
Name.This is a mandatory field, the service name the option to change the date and time.

appears on the Booking page and booking emails.
@ Let customers manage their appointment when it was b
Service name ooked by you or your staff on their behalf.

Peer Responder |

Note: This should not be used when the customer is

4. A Description is recommended, this informationis apatient.
what appears in information icon on the self-service
page. This is important for people be able to see what
the clinic or service provides.

Description

Grab 60 minutes with s for an appointment.

V1 Effective: October 2020 Review: October 2021 Page 1 of 2

Document ID: 163-QDA-QRG
Queensland
Government




Digital Metro North

Quick Reference Guide

Custom fields

1. To edit acustomfield, in the services tab click on
Modify.

Custom Fields

No custom fields selected. You can modify the selected fields
below.

Modify

From this view you can select what information you
would like displayed on your booking page.

2. Tick the Required box to make fields mandatory on
the Booking page.

Customer information

Select what customer details you want displayed on the booking page. Name is always required.

Required

O Required
O Required

[l Required

3. To add another field click on + Add a question then
select Add text question or Add dropdown
question from the dropdown box.

+/ Ok |+ Add a question W

Add text question

Add dropdown question

4. Enterthe question for the booking in the custom field
box and press Save.

Add a field

Enter information about the custom field

Enter your question here‘

Reminders and notifications

1. To edit the reminder email, in the Services tab scoll
down to Reminders and Confirmations.

Reminders and Confirmations
1 day : (All attendees) Just a guick remind... & X

Add an email reminder

Additional Information for Email Confirmation

& o N B I U »2 A

2. To edit reminders select the pencil icon.

Reminders and Confimations

1day : (All attendees) Just a quick remind... A >

3. Enterinthe customised reminder in the reminder
message box and Save.

a. Email reminder: Determine when the
reminder is sent.

b. Send reminder to: Select who recieves a
reminder.

c. Reminder messafe to send: Enter the
message that it to be sent.

a_ Email reminder b Send reminder to

‘ 1 week v ‘ | Customer A4 |

C « Reminder message to send

Enter reminder message here {opticnal) ‘

4. To add areminder select add an email reminder
and to delete click the cross.

Reminders and Confirmations

1 day : (All attendees) Just a quick remind... A &

5. To add a message to the email confirmation, enter
your text into the text field.
Additional Information for Email Confirmation
§ @ A B I U £ A
Add any additional infarmation and links to send ta peaple

that book this service with you. They will see this content in
the email confirmation they receive.

Managing services

1. Once services are created, ongoing management of
services canbe accessed from the Services tab.

Manage services

Create and edit your bockable services

Serviee Duration Default price Assigned staff

Peer Responder - Face-to-Face 30 minutes Price not set No staff assigned P

2. Hoverover the service you want to edit and select
the pencil to access the settings.

Assigned staff

No staff assigned & Ilﬁl

MNo staff assigned

3. The service settings will open and you can modify.
Remember to save any changes before closing.
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