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Round Robin - This is a normal appointment where you can add the user(s) & a
contact can book with one of the users based on availability or priority

Simple Calendar - Connect to a singular external calendar or sub-calendar with
specified filtering to allow booking for an event or date range

Class Booking -  Create a calendar for a set date or range to allow your contacts to
attend a group meeting of some sort, you can even set a seat cap!

Collective - Allow for multiple users to be added to this calendar and the contact booking
will be based on all of the user's availability combined, on top of the calendar settings

C a l e n d a r  T y p e s C h e a t  S h e e t



Name this calendar & give it a
good description so contacts
know what they are getting

Give this service calendar a path 
(If you don't like this one...you

could put this appointment
calendar on a funnel page via the

calendar element to brand it to
you & customize the link!)

What users from this
appointment's group should

be part of this service? How long is this
appointment?

Set this calendar's availability,
which means that the calendar
will only allow booking during
the set times & based on the

users availability

Do you want to accept payments
for the appointments booked on

this calendar?

Advanced Settings allows you
to further customize  and edit

your calendar 
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S i m p l e C h e a t  S h e e t



Add your own
custom logo to

the widget
Edit this appointment

calendar & give it a
good description so
contacts know what

they are getting

Choose to round-robin
booking based on

availability & priority or
keep it equally 50/50

Choose the color that this
appointment will show up as

when you view your
appointments within the

system

Edit this service calendar a path 
(tip.. put this calendar on a
funnel page via the calendar
element to brand it to you &

customize the link!)

Which users from this
appointment's group should

be part of this service?
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A d v a n c e d  D e t a i l s C h e a t  S h e e t



Edit this calendar's
availability, which means that

the calendar will only allow
booking during the set times &
based on the users availability

how often this appointment will repeat
how many times this appointment will repeat
how the software should behave if they're are no slots available for the upcoming
appointments 

If this appointment is only one of many, toggle on the recurring appointment option to set 
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A v a i l a b i l i t y C h e a t  S h e e t



How often do you want to
offer this appointment?

Ex. every 30 minutes

How many appointments
are you willing to have of

this type each day?

How long is this
appointment?

How many can be booked
per time slot?

Avoid someone
booking too soon...

for example, they must
book 12+ hours 

How much time do
you want between

these appointments?

How far into the future
can someone book...

 2, 3, 4 weeks?
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D u r a t i o n  &  D a t e s C h e a t  S h e e t



Enter your FB pixel ID to
connect to ads

Enable or disable auto-
confirm, alternative is in a

workflow or manually

Customize what questions are
asked by connecting a form from
the form builder. If sticky contact
is not already on for your selected

form, then you can choose to
select it here if needed

Control what the contact sees
after they finish booking...like a
specific thank you message or

redirect to a specific URL...
If you use a funnel page, you can

also customize the redirect in that
funnel specifically

Enable or disable the ability to
allow the contact who is booking

with you to add one or more
guests
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F o r m  Q u e s t i o n s C h e a t  S h e e t



Enable or disable sending
an automatic email notice

to the user that the
appointment is booked
with, the contact that

booked, and/or to a custom
email address

Enable or disable
Google/Outlook Calendar
to send an appointment
invitation to the contact

Decide if you want to
assign a user to the

contact when booked
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N o t i f i c a t i o n s C h e a t  S h e e t



Choose the calendar
look you prefer,
Classic which is

simpler or Neo which
looks smoother

Decide if you want to
assign a user to the

contact when booked

Enter any custom
coding to edit or

modify this
appointment 

Enable or disable
the ability to

reschedule or cancel
Customize the notes

that appear in calendar
event on the user &
contacts google or
outlook calendars
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C u s t o m  O p t i o n s C h e a t  S h e e t


