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ABOUT THIS DOCUMENT

Deleting unneeded appointments will allow you 
to maximise the time available for new bookings, 
while keeping your Appointment Book clutter-
free. For example, you may wish to delete 
an appointment due to a no show or client 
cancellation. 

Shortcuts keeps a record of all appointment 
deletions, allowing you to easily see when a 
client has had a previous cancellation or no show. 
You can also enter the reason for deleting a 
booking, which may assist with reducing future 
appointment cancellations.
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1
Click on the main menu.

2
Click on the appointments 
icon.

3
Right click on the 
appointment block you 
wish to delete.

4
Select delete.

A
As an alternative to steps 
3 and 4, you can click and 
hold on the lighter area 
of an appointment, then 
drag the appointment to 
the left-hand side of the 
screen.

5
Optional: Enter a reason 
for the deletion in the 
notes field.

6
Click on the reason for the 
deletion.

!
If you are deleting the 
main block of a multiple 
block service, all other 
appointment blocks for 
the same service will be 
deleted. 
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1
Click on the main menu.

2
Click on the clients icon.

3
Select the relevant client.

A
Clients who have no 
showed or cancelled an 
appointment will have a 
blue cross icon next to 
their name in the client list.

B
The number of no shows 
and cancellations will be 
displayed on the client 
dashboard.
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