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ABOUT THIS DOCUMENT

The time allocation feature allows you to reserve 
a percentage of the Appointment Book for walk-
in visits, ensuring you’ll never have to turn a client 
away again. Once you reach the booking limit for 
a particular time, the remaining timeslots in that 
row will be marked as reserved. You will receive 
a warning message if you attempt to book an 
appointment during a timeslot that is reserved for 
walk-ins. This feature allows you to strategically 
plan out your appointments while keeping 
possible walk-in clients in mind. This will help you 
maximise the number of clients you can see in one 
day.
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1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the general setup 
menu.

4
Click on the Appointment 
Book icon.

5
Click on the time 
allocation tab.

6
Enter the percentage of 
the Appointment Book 
you wish to reserve for 
walk-in visits.
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BOOKING APPOINTMENTS DURING RESERVED TIME

A
The black area on 
the Appointment 
Book indicates that 
appointments should not 
be booked here, as this 
time is reserved for walk-
in visits.

B
If you try to book an 
appointment during this 
time, you will receive a 
warning message advising 
you that the booking 
limit has been reached, 
and asking if you want 
to continue booking the 
appointment. However, 
if you have not been 
granted access to exceed 
the reserved time limit, 
you will not be able to 
book an appointment 
during this time.
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1
Click on the setup menu.

2
Click on the configuration 
icon.

3
Click on the general setup 
menu.

4
Click on the security icon.

5
Click on the access tab.

6
Click to select the 
appropriate security level.

7
Double click to expand 
the Appointment Book 
category.

8
Tick the ‘can exceed 
reserved time limit’ box 
if you want this security 
level to be able to book 
appointments during time 
reserved for walk-in visits. 
Alternatively, untick this 
box if you do not want this 
level to be able to book 
appointments during time 
reserved for walk-in visits.

SETTING UP TIME ALLOCATION SECURITY
You can specify which employee levels have access to exceed the reserved time limit on the Appointment Book.
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