
How to Use: Standing Appointments 

 

The standing appointment feature is used to book the same appointment at the 
same time interval many times. A good example would be a client who comes in 
every 3 weeks to get their hair cut. Instead of booking the appointment 
individually each time this option will book the appointment up to 256 times for 
you at the time interval you select (each day, every other day, each week, every 
other week etc.). You can also set it to become an “Auto-Standing” 
appointment, this would make it so each time the appointment is checked out 
another appointment is booked automatically so the appointment will always 
be booked. 



1.) To get to the standing appointments screen go to your appointment book 
and click “Standing Appts” 

 
 

2.) In this screen select your client, service provider, service, request type, 
starting date, starting time, frequency, and the number of times you 
would like it booked. Remember, if you would like the appointment to 
continue to be automatically booked leave “Auto-Standing” selected in 
blue, if not make sure “Auto-Standing” is disabled by unchecking it so it 
shows in gray. 
 



  

3.) Once you have your parameters selected take note of the “Last” date near 
the “# of visits” this is the last day the appointment will be booked. The 
next step is to click “Show”, when you do this a list of the bookings will 
appear in the window below. It’s important to take note of the “Status” 
column, if the status shows “OK” then the appointment will book at that 
time, if the status shows “XX” that means that there is a booking conflict 
(either they aren’t scheduled at that time or something is already booked 



there) and the appointment cannot be booked as is.  

 
 

 

4.) If you see a status of “XX” you can click on that line item and two new 
options will appear, those are “Alternate Op” (service provider) and 
“Alternate Times”. These will allow you to change that specific booking to 
either a new time if the client doesn’t mind or to a different service 
provider if the client is unable to come in at a different time. When 
changed the status will update to “Alt” indicating you have resolved the 



booking conflict.  

 
 

 

5.) When all of your booking conflicts have been resolved the last step is to 
click the “Book” button. When you click  “Book” the list below will clear 
out and a confirmation window will appear letting you know your 



appointments have been booked.  

 


