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ABOUT THIS DOCUMENT

Tasks are used to allocate time on the 
Appointment Book for activities other than 
services, such as lunch breaks and meetings. 
This can help you better manage your time, by 
allowing you to plan out your daily activities on 
the Appointment Book.

The tasks feature is also fully customisable, so you 
can create tasks that suit your unique business.

Tasks are particularly helpful when used in 
combination with Online Booking. The Shortcuts 
Online Booking feature recognises when a task is 
scheduled on your Appointment Book, and will 
not allow clients to book a service during that 
time.



Page 1

1
Click on the main menu.

2
Click on the appointments 
icon.

A
Tasks are displayed in 
white on the Appointment 
Book. They can be resized 
and moved in the same 
way as an appointment.

3
Navigate to the desired 
day on the Appointment 
Book.

4
Click on the relevant 
time slot in the relevant 
employee’s column.
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5
Select schedule a task at 
the top of the client list.

6
Click done.

7
Select the relevant task.

8
Click done. The task 
will then appear on the 
Appointment Book.
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1
Click on the main menu.

2
Click on the appointments 
icon.

3
Click on the relevant cell 
on the Appointment Book.
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4
Select schedule a task at 
the top of the client list.

5
Click done.

6
If you want to create a 
task, click new. 

Enter the name and the 
default duration of the 
task. 

Click done.

7
If you want to edit a task, 
select the task and click 
edit. 

Enter the new task name 
or duration. 

Click done.

8
If you want to delete a 
task, select the task and 
click delete. 

Click yes to confirm.

9
When you’re finished, 
click done to schedule 
the selected task, or click 
cancel to exit the task 
window.
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