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Signing up with OnceHub
There are two ways to sign up using OnceHub:

1. Create Your Own Account

e Go to the OnceHub signup page.
e Sign up using your existing GSuite or Office 365 account, or with an email address.

e This automatically starts a 14-day free trial with access to most OnceHub features. Learn more about what's
included in the free trial.

2.Join Your Organization's Account

If your organization already uses OnceHub, your administrator will create an account for you and send you an
email invitation with a link to join.

Follow Join Your Organizations Account Guide for step-by-step instructions

Getting Started

Once you've signed up and logged in, we recommend checking out our Introduction to OnceHub article. This
guide will walk you through the initial setup process and help you get the most out of OnceHub.

Upgrading During the Trial

You can upgrade your trial account to a paid plan at any time during your 14-day free trial.

To upgrade from the trial:

1. Click on Purchase Now, located in the top-right corner of your account.
2. Select the plan you'd like to purchase.

3. Customize your upgrade by deciding on the number of seats, billing cycle, and any other preferences.

Please note that once you upgrade to a paid plan you will not be able to downgrade to the free Basic plan.

Switching to the Free Basic Plan

If you prefer to use OnceHub's basic scheduling features without paying for a subscription, you can switch to the
free Basic plan at the end of your 14-day trial.

To downgrade from the trial:

1. Click on See all options in the popup that appears at the end of your trial.
2. Select the Basic plan.

3. Click on Confirm downgrade.

Please note that this is the only way to downgrade to the free Basic plan. If you upgrade to a paid plan, you will not


https://oncehub.com/signup?
https://help.oncehub.com/help/your-oncehub-trial-account
https://help.oncehub.com/help/joining-your-organizations-oncehub-account
https://help.oncehub.com/help/introduction-to-oncehub

be able to downgrade to the free plan in the future.

Let us know if you need additional help!
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Introduction to OnceHub

Welcome to OnceHub! Our platform simplifies scheduling, streamlines interactions, and boosts productivity by
offering tools for booking meetings, engaging visitors, and routing inquiries efficiently. This guide will help you get
started with the essential features.

Essential Setup Steps

If you haven't already done so during your onboarding, get started quickly by following these steps:

1. Connect Your Calendar and Video Conferencing Tools:

e Click your Profile Menu.

* Go to User Integrations and connect your calendar and video conferencing tools for seamless scheduling.

2. Set Up Meeting Locations and Availability:
e Define meeting locations and availability in the Scheduled Meeting Availability section under the Profile

Menu.

e Ensure your correct Time Zone is selected by clicking Edit in the top-right corner.

Discovering Product Features

When you log in, you'll see that a personalized Booking Calendar, Chatbot, and Routing Form have been auto-
created to help you get started.

e Booking Calendars: Simplify meeting scheduling by allowing you to customize meeting details such as subject,
duration, and host availability.

e Routing Forms: Screen and direct visitors based on their responses, improving efficiency and personalization.

e Al-Driven Chatbots: Engage dynamically with visitors and provide tailored assistance based on their needs.

We recommend setting up your Booking Calendar first, as it serves as the foundation for scheduling and
simplifies the onboarding process. For detailed guidance, check out our Getting Started with Booking
Calendars guide.

Finding Help
Need assistance? Click the Help Menu in the top-right corner to access:
e Support Center: Browse articles and guides.

e Chat with Support: Connect with a live support agent instantly.

e Contact Support: Submit a ticket for complex inquiries.

For a more hands-on experience, book a step-by-step setup call with our expert support agents. We'll guide you
through setting up your account and answer any questions to ensure a smooth start.
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Book your session here

You're Ready to Get Started!

You're now ready to explore OnceHub's features! Start with your Booking Calendar for a smooth scheduling
experience and explore our other tools for even more ways to engage clients effectively.

17


https://go.oncehub.com/SetupOH

Your OnceHub trial account

Your 14-day trial helps you understand whether OnceHub is a good fit for your organization. You will have nearly
all functionality during the trial. This allows you to explore and utilize the platform's capabilities to meet your
scheduling and engagement needs.

What's included

OnceHub's trial period grants you access to a wide range of features. Here's an overview of what to expect:

e Features: Many key features, such as scheduling, reminders, video conferencing integration, and calendar
integration are fully available. This allows you to test capabilities that align with your business needs. You will
also receive 25 SMS credits to test SMS notifications.

e Duration: The trial lasts for 14 days, giving you ample time to explore the platform, test integrations, and
assess how OnceHub can streamline your scheduling and engagement workflows.

e Limitations: While the trial offers broad access, there are some restrictions. The features of the security and
compliance add-on are only for paid accounts. This includes email from your corporate account, email
notifications Bcc'd to an internal address at your organization, single sign-on (SSO), CAPTCHA for booking
actions, support for specific industry compliance frameworks, and more.

Getting Started

Getting started with OnceHub is straightforward, thanks to the resources and support available to all trial users.

e Help center: OnceHub offers a variety of getting started articles that walk you through setting up your
account, creating booking calendars, building chatbots and routing forms, and more.

e Support during trial: The trial includes access to a robust support system, including live chat, email support,
and detailed help articles. The support team is available to help with any technical questions or issues you
encounter as you explore the platform.

e Purchasing extra support: For users who want additional guidance, OnceHub offers the option to purchase
premium support services, including personalized onboarding sessions and dedicated account managers.
These services can help accelerate your setup process and maximize the platform’s potential.

Data retention policies

Understanding how your data is managed during and after the trial period is important. Here's what happens to
your data:

e Account trial expires: If you do not take any action after the trial ends, your account will be paused, and your
data will be retained for 30 days from the expiration of your trial. During this period, you have the option to
downgrade to the free plan or purchase a subscription to reactivate your account while retaining all your
information.

e Account deletion: If you delete your account, OnceHub will retain your data for a short period according to our
data retention policies. However, you will no longer have access to your account or this data. After 30 days, it is
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deleted from our production databases.

End of your trial
Your OnceHub account will be paused at the end of your 14-day trial period. To continue using our services, you

will need to take action by choosing your desired plan.

OnceHub provides various billing options tailored to different business sizes and needs. You can review detailed
information on pricing and available plans on the pricing page.

If you need more time to explore our features after your trial has ended, please contact our sales team for

assistance.
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Joining your organization's OnceHub account

Joining your organization's OnceHub account is straightforward. This guide will walk you through every step,
explain common pitfalls, and answer frequently asked questions to ensure a smooth onboarding experience.

Step 1: Invitation Email

e Your administrator will send you an email invitation from OnceHub with the subject line "Invitation to Join." This
email contains a link to join your organization's OnceHub account.

e If you don't see the email in your inbox, check your spam or junk mail folder, and make sure the invitation was
sent to the correct email address.

e If you still can't find it, ask your administrator to resend the invitation.

Step 2: Sign-In Link

e (Click the Sign in to your account button or link in the invitation email. This opens the OnceHub sign-in page.

e The link works for 24 hours. If it expires, ask your administrator to resend the invitation.

Step 3: Onboarding Process

e After signing in, you'll be guided through an onboarding process where you can set your availability and
connect your productivity suites and video conferencing tools.

We recommend checking out our Introduction to OnceHub article. This guide will walk you through the initial
setup process and help you get the most out of OnceHub.

FAQs

Can someone else set up my profile for me?

An administrator can change your profile settings, but you must connect your productivity suite and any
standalone integrations yourself.

We recommend that you complete the onboarding process yourself and then notify your account administrator so
that they may make any necessary changes.

Can | delete my profile?

Only an administrator can delete user profiles. Even administrators can't delete their own profiles; another
administrator must do it.

My admin is trying to add me to the account, but they see an alert that an account with my email ID
already exists.

To use that email ID, you must first delete your existing OnceHub account. Follow these steps:
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1. Sign in to OnceHub with that email.
2. Click the gear icon in the top navigation menu.

3. Select Settings and permissions and click Delete account. This will free up the ID.

Your admin can now invite you to their account. This will send you an email with a sign-up link to join the account.
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How to identify your product

Identifying your scheduling product version ensures you can access the correct support resources and receive
accurate assistance from our support team. Follow the steps below to determine whether you're using our new
product Booking Calendars, or our legacy scheduling product Booking Pages.

Help articles related to Booking Calendars are clearly labeled as Booking Calendars [New] to ensure you're
viewing the correct support materials.

Check your account creation date

e If your account was created after January 20, 2025, you are using Booking Calendars [New].

e If your account was created before this date, you are likely using Booking Pages [Legacy].

Tip: You can locate your account creation date in your welcome email. If you did not create the account or cannot
find the email, follow the steps below or contact your Account Admin for assistance.

Check your Account

1. Login to your account.

2. Look at the navigation menu on the left of your screen.

e |f "Booking Calendars" appears in the menu, you're using the new product.

e |f "Booking Pages" appears, you're using the legacy product.

Still Not Sure? Contact Support!

If you're still unsure which product version you're using, our support team can assist you. Raise a support ticket
or start a live chat, and we'll confirm your product version.
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Using OnceHub from your mobile

OnceHub provides an easy way to manage your scheduling, meetings, and availability directly from your mobile
device. This guide explains how to maximize your mobile experience.

Manage Meetings

e View Meeting Details: Access information about canceled, rescheduled, and upcoming meetings, including
participant details.

e Filter Meetings: Use filters such as:

° My upcoming meetings

o All meetings

¢ Update Meetings: Cancel, reschedule, or mark meetings as "no-show" directly from the mobile interface.

Manage Your Availability

e Weekly Working Hours: Customize your standard working hours.
e Date-Specific Overrides: Adjust availability for specific dates to accommodate changes.

e Meeting Location Preferences: Set availability based on meeting type (e.g., video, phone, in-person).

Object Sharing

Easily copy links directly from the Home page for:

e Booking Calendars
e Routing Forms

e Chatbots

Create a Shortcut for Quick Mobile Access

Set up a home screen shortcut for faster access to OnceHub on your mobile device:

e For Android Devices:

1. Open OnceHub in your mobile browser (e.g., Chrome).
2. Tap the menu (three dots) in the top-right corner.
3. Select Add to Home Screen.

4. Name the shortcut and tap Add.
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e For iOS Devices:

1. Open OnceHub in Safari.
2. Tap the Share icon (a square with an upward arrow).
3. Select Add to Home Screen.

4. Customize the shortcut name and tap Add.
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Introduction to SMS notifications

Any notification related to OnceHub booking activity can be sent via SMS. You can send SMS notifications to your
Customers and Team members anywhere in the world.

We recommend using SMS notifications as a backup for email notifications. Emails are sometimes delayed due to
slow Internet connections or other reasons. SMS notifications are several times more reliable and have a higher
delivery rate and open rate than email. They are also useful if you want to provide a quick reminder about a
booking to Customers or Team Members.

We use a reliable network that will always deliver and confirm receipt of your messages quickly, no matter what
length the message is or where the receiver is located.

Learn more about setting up SMS notifications for your Customers

Learn more about setting up SMS notifications for your Users

Worldwide reach

Because your Customers can be anywhere, we use a network that can reach any mobile number globally.
OnceHub uses a global telecommunications network that services 235 countries and territories.

Enterprise-grade reliability

Your SMS notifications will arrive promptly. Our network uses lines that ensure direct number-to-carrier
connectivity, reducing the time it takes for your SMS to arrive. No messages are lost to network outages because
we use Adaptive Routing technology that chooses the best path for your SMS notifications.

All SMS notifications are sent through our private dedicated short code, 75732. The short code lets carriers know
that OnceHub is a whitelisted service, ensuring that your SMS notifications are never labeled as SPAM.

Our SMS throughput is 100 messages per second, ensuring your SMS notifications will be timely and will never get
stuck in a queue. In addition, all SMS notifications sent through OnceHub get a delivery receipt directly from the
receiver’s carrier, which confirms with 100% certainty that your message arrived.

Complete visibility into SMS activity

We provide complete visibility into the SMS activity in your account. In SMS log data section, you can see every
SMS sent through your account. The SMS log data will instantly tell you who sent the SMS, who received it, how
many credits were used and other important information. Learn more about the SMS log data

SMS Opt-out list

OnceHub maintains an SMS Opt-out list that complies with all relevant regulations. Learn more about the SMS
Opt-out list

SMS pricing

Every standard SMS message sent requires one SMS credit. Each OnceHub account comes with 25 free SMS
credits. Learn more about SMS pricing
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The Field Library

Fields are fundamental to organizing and leveraging data, enabling you to store captured information from various
interactions and seamlessly send it to third-party integrations. This capability streamlines data management and
ensures that valuable insights are consistently available across your platforms.

This article will guide you through understanding what system and custom fields are, what field types are, creating
new custom fields, and saving guest information to custom fields.

System Fields

These are created by OnceHub when a new account is established and are available for use automatically in all
accounts.

e Cannot be archived
e Directly accessible on Meeting and Contact objects in API, webhooks, and Zapier

e Can be used to automatically update CRM records

Custom Fields

These are user-created fields, allowing you to create fields that suit your organization's specific needs.

e Can be archived
e Allows you to define both a field label and a field name (within established naming conventions)
e Available via API, webhooks, and Zapier within the custom_fields[] array on the corresponding object type

e Can be used to automatically update CRM records

Understanding Field Types

To effectively use fields, it's important to understand the difference between Meeting fields, which store data for
specific meetings, and Contact fields, which are for Contact records. Here's how they differ and when to use each:

Meeting Fields

Meeting Fields are designed for storing information specific to a particular meeting. Use this field type when the
information you're collecting is unique to one event or interaction, rather than the individual attending it, such as:

e Reason for scheduling
e What they would like to accomplish in the meeting

e Any additional information needed to prepare for the meeting

Contact Fields

Contact Fields are used for information that identifies or provides details about an individual regardless of the
meetings they attend. Use this field type to capture and maintain data that remains consistent across all
interactions with the individual, such as

e Company name
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e Job title

e Home address

How to Create a New Custom Field

Accessing the Library

1. Click on the gear icon in the top right.

2. Select Field Library from the dropdown.

Creating a new field

1. Click on Create field in the top right in the Field Library.
2. Enter the field details:

* Object Type: Choose what type of guest information the field will capture.

Field Label: Label for referring to this field within OnceHub.

Data Type: Choose the type of data the field will capture.

Field Name: A distinct identifier for the field, used for APl and integration purposes.

e Description: Description of what the field is for (Optional).

3. Click on Save.

How to Save Guest Information to Custom Fields

Guest data can be saved into custom fields across all our products, such as Booking Calendars, Routing Forms,
Chatbots, and Booking Pages. For a detailed guide on mapping to custom fields based on your product, please
refer to the following articles.

e Mapping Chatbot Questions to Custom Fields
e Mapping Routing Form Questions to Custom Fields
e Mapping Booking Calendar Questions to Custom Fields

e Mapping Booking Page Custom Fields to Contact Fields
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What you need to know before Disconnecting Your Calendar

Disconnecting your calendar is a significant action that may impact your ability to manage bookings effectively. It
can prevent updates to calendar events of existing bookings, such as cancellations or reschedules. Because of this,
it is not a recommended step for troubleshooting calendar issues.

If you're experiencing problems with your calendar, it's better to contact customer support for assistance instead
of disconnecting.

Effects of Disconnecting Your Calendar

When you disconnect your calendar, it's important to be aware of the following impacts:

Existing Bookings

For all calendar types, your previously scheduled bookings will remain on your calendar, but they will no longer be
updated if changes, such as cancellations or reschedules, occur.

Calendar Settings

All settings related to your calendar will be reset to default. This means that if you decide to reconnect a calendar in
the future, you will need to reconfigure these settings.

How to Disconnect Your Calendar

If you still choose to disconnect your calendar, here's how to do it:
Accessing Your Calendar Integration

1. Click on your profile picture in the top right-hand corner.
2. Select User Integrations.

3. Click on your connected calendar integration.

Disconnecting Your Calendar

1. Click the Disconnect link displayed next to your email address.

2. Click on Disconnect.

If you are using Booking Calendars [New]

If you use Booking Calendars, you have the additional feature of a Secondary Calendar, which you can also disconnect.
Disconnecting your Primary Calendar will automatically disconnect your Secondary Calendar as well.
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How Busy Time from Your Connected Calendar is Used to
Manage Availability

OnceHub uses busy time from your connected calendars to automatically determine when you're unavailable,

ensuring your guests can only schedule time with you when you're free. Here's a breakdown of what is considered

"busy" time in each case.

Google Workspace

OnceHub retrieves busy times from:

e The Main calendar of the connected account.
e Sub-calendars you've created within your Google Workspace account.

e Calendars shared with you, provided you have at least Read-only permissions.

Calendar Event Statuses:

¢ Busy: These events block your availability in OnceHub.

¢ Free: These times are not considered busy and remain available for scheduling.

Please take a look at this article if you need any additional information on managing the OnceHub integration
with Google Workspace.

Office 365

OnceHub retrieves busy times from:

e The Main calendar of the connected account.
e Sub-calendars created within your Microsoft 365 account.

e Shared calendars with at least Read-only permissions.

Calendar Event Statuses:
e Working Elsewhere, Tentative, Busy, and Away: These events block availability in OnceHub.

e Free: These times are available for scheduling.

Please take a look at this article if you need any additional information on managing the OnceHub integration
with Office 365.

Microsoft Exchange

OnceHub retrieves busy times from:

e The Main calendar of the connected account.
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e Sub-calendars created in your Exchange account.

e Shared calendars with at least Read-only permissions.

Calendar Event Statuses:
e Working Elsewhere, Tentative, Busy, and Away: These events block availability in OnceHub.

e Free: These times remain available for scheduling.

Please take a look at this article if you need any additional information on managing the OnceHub integration
with Microsoft Exchange.

iCloud Calendar

OnceHub retrieves busy times from:

e The Main calendar of the connected account.
e Sub-calendars in your iCloud account.

e Shared calendars, as long as you have at least Read-only permissions.

Calendar Event Statuses:

e Busy: These events block availability in OnceHub.

¢ Free: These times remain available for scheduling.

Important Note for iCloud Users: All-day iCloud events cannot be marked as "Busy." To block out an entire day,
create a specific event that spans your working hours.

Please take a look at this article if you need any additonal information on managing the OnceHub integration
with iCloud Calendar.

Key Points to Remember

e The Busy Time Is Retrieved From setting allows you to include or exclude specific sub-calendars or shared
calendars.

i
[w ]
If you are using Booking Calendars [New]

e You can connect additional secondary calendars to retrieve busy times. For step-by-step guidance, refer to the
Connecting a Secondary Calendar article.
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Connect OnceHub to Your Google Workspace

Connecting OnceHub to your Google Workspace account allows you to integrate with your Google suite to
effortlessly sync your calendar, send email notifications, and schedule video meetings.

Why Connect to Google Workspace?

Connecting your Google Workspace account provides essential features that enhance your schedule and
notification management, such as:

e Google Calendar integration: Automatically sync your booking events with your Google Calendar, ensuring
your availability is always up-to-date.

e Gmail connectivity: Send booking notifications directly from your Gmail address, providing a consistent and
professional communication experience (this feature is optional).

e Google Meet integration: Connect Google Meet to OnceHub to easily schedule video meetings.

How to Connect to Your Google Workspace

Follow these steps to connect your Google Workspace account:

Navigating to User Integrations

1. Click on your profile picture in the top right-hand corner.

2. Select User Integrations.

Connecting to Your Google Workspace

1. Click on the Google Workspace tile.
2. Click on Connect.

3. Follow the instructions in the pop-up, to allow OnceHub to connect to your Google Workspace.

When connecting to your Google Workspace account, you might see an alert about the browser's pop-up blocker
blocking the Google connection window.

There are two possible ways in which this can be fixed:

e Create an exception for https://app.oncehub.com/. This will whitelist OnceHub with your browser and pop-ups
from OnceHub will not be blocked.

e You can disable the pop-up blocker entirely.

The following links provide step-by-step instructions for each browser type:

e Google Chrome
¢ Mozilla Firefox

e Safari


https://support.google.com/chrome/answer/95472?hl=en
https://support.mozilla.org/en-US/kb/pop-blocker-settings-exceptions-troubleshooting
https://support.apple.com/en-ie/guide/safari/ibrwe2159f50/12.0/mac/10.14

Managing Your OnceHub Integration With Google Workspace

This guide explains how to navigate your Google Workspace integration in OnceHub and manage related
scheduling features effectively. Each section details specific functionality and provides instructions for customizing
your workflow.

Accessing the OnceHub Integration with Google Workspace

To manage your Google Workspace integration:

1. Click on your profile picture in the top right.
2. Select User Integrations from the dropdown.

3. Click on the Google Workspace tile.

Offering Google Meet to Guests

You can toggle whether your guests can choose Google Meet as a video conferencing method when booking
meetings with you.

Sending Emails from Your Mailbox

You can toggle whether scheduled meeting emails to guests should:

e Be sent from your connected Google Workspace mailbox.

e Or, use the default sending address (mailer@oncehub.com).

Adjust this setting to align email communications with your organization's branding.

Retrieving Busy Time from Google Calendars

You can use the Busy Time Is Retrieved From option to determine how OnceHub retrieves your busy time. This
option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Google Workspace account.

e Calendars shared with your Google Workspace account, as long as they have at least Read-only permissions.

When are Google events treated as busy in OnceHub?

e Free: OnceHub will not read this time as busy.

e Busy: OnceHub reads this time as busy and blocks availability.

FA
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You can connect additional secondary calendars to retrieve busy times. For step-by-step guidance, refer to
the Connecting a Secondary Calendar article.

Copying Meetings to Sub-Calendars
il
[new]

If you are using Booking Calendars [New]

You can use the Meetings Are Copied To option to automatically copy meetings to specific sub-calendars.
Whenever a meeting is scheduled, the specified sub-calendar(s) will be added as guests to the calendar event.

This option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Google Workspace account.

e Calendars shared with your Google Workspace account, as long as they have at least Read-and-write

permissions.

Cancelling and Updating OnceHub Bookings Directly in Google Calendar

With the Two-Way Sync toggles, you can easily update bookings directly from your Google Calendar. The two
toggles allow you to do the following:

1. Cancel Meetings: Cancel bookings by simply deleting the corresponding calendar event.

2. Update Meetings: Easily make adjustments to existing bookings directly from your Google Calendar.

* Reschedule Meetings: Change the time of a booking by moving it's calendar event.

¢ Allow Meeting Overlap: Change your calendar event status to free or busy to define whether meetings can
overlap.

Please see our article on Allowing for Meeting Overlaps with Booking Calendars if you would like to know how

it works.

Caching Busy Time for Faster Scheduling

When you enable this option, OnceHub stores your busy time temporarily, so it doesn’t need to fetch updates from
your calendar in real-time every time someone interacts with your booking links. This allows OnceHub to provide a
faster and smoother scheduling experience.

Note: We only retrieve whether you're marked as busy or free on your calendar and do not access any event
details, ensuring your privacy.
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How to Workaround the Google Calendar Quota

Google imposes a quota on the number of bookings that can be created in its calendar over a rolling 24-hour
period. The exact calculation method for this quota is unknown and Google has not provided a definitive threshold
after which the quota activates. While some published numbers exist, they don't consistently correlate with the
activation of the quota.

What Happens When You Hit the Quota?

If the quota is exceeded:

e Booking links associated with the affected User and Google Calendar account will stop accepting bookings for
up to 24 hours. When this happens the error message A temporary connection error has occurred will be
displayed whenever a guest tries to confirm their booking.

e The quota operates on a rolling 24-hour window. Activity from exactly 24 hours prior ceases to count toward
the quota at the same time it occurred.

Example Scenario:

e If a large number of bookings were made at 3:00 PM yesterday, those bookings will stop contributing to the
quota at exactly 3:00 PM today.

e Once these bookings are excluded from the past 24 hours, your booking links may become active again

Please note that if a large number of appointments are immediately created soon after, the quota can be triggered
again.

What to Do If You Hit the Quota

If your booking links are not working and you suspect that you hit the quota we recommend that you turn off
calendar guest invites to ensure you won't be affected by the quota.

PA
D

If you are using Booking Calendars [New]
You will need to turn it off in each Booking Calendar you use:
1. Click on Booking Calendars in the lefthand panel
. Click on the Booking Calendar you want to edit.
. Select the Notifications Tab.

2
3
4. Check the box for Exclude guests.
5

. Click Save.

=

If you are using Booking Pages [Legacy]
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You will need to turn it off in each Event type you use:

1. Click on Booking Pages in the lefthand panel

Click on the Event type you want to edit.

Select the Customer notifications Tab on the left.
Expand the Calendar Event section.

Uncheck the box for Add Customer to Calendar event.

o v A~ W N

Click Save.

Please contact support if you are still unable to receive bookings, or have any questions.
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Connect OnceHub to your Microsoft Office 365

Connecting OnceHub to your Microsoft Office 365 account allows you to integrate with your Microsoft suite to
effortlessly sync your calendar, send email notifications, and schedule video meetings.

Why Connect to Microsoft Office 365?

Connecting your Microsoft Office 365 account gives you access to important features that improve how you
manage your schedule and notifications:

e Microsoft 365 Calendar integration: Automatically sync your booking events with your Microsoft 365
Calendar, ensuring your availability is always up-to-date.

e Outlook connectivity: Send booking notifications directly from your Outlook email address, providing a
consistent and professional communication experience (this feature is optional).

¢ Microsoft Teams integration: Connect Microsoft Teams to OnceHub to easily schedule video meetings.

How to Connect to Your Microsoft Office 365

Follow these steps to connect your Microsoft Office 365 account:

Navigating to User Integrations

1. Click on your profile picture in the top right-hand corner.

2. Select User Integrations.

Connecting to Your Microsoft Office 365

1. Click on the Microsoft 365 tile.
2. Click on Connect.

3. Follow the instructions in the pop-up, to allow OnceHub to connect to your Microsoft Office 365 account.

When connecting to your Microsoft Office 365 account, you might see an alert about the browser's pop-up blocker
blocking the connection window.

There are two possible ways in which this can be fixed:

e Create an exception for https://app.oncehub.com/. This will whitelist OnceHub with your browser and pop-ups
from OnceHub will not be blocked.

e You can disable the pop-up blocker entirely.

The following links provide step-by-step instructions for each browser type:

e Google Chrome
¢ Mozilla Firefox

e Safari


https://support.google.com/chrome/answer/95472?hl=en
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Managing Your OnceHub Integration With Microsoft Office
365

This guide explains how to navigate your Microsoft Office 365 integration in OnceHub and manage related
scheduling features effectively. Each section details specific functionality and provides instructions for customizing

your workflow.

Accessing the OnceHub Integration with Microsoft 365

To manage your Microsoft 365 integration:

1. Click on your profile picture in the top right.
2. Select User Integrations from the dropdown.

3. Click on the Microsoft 365 tile.

Offering Microsoft Teams to Guests

You can toggle whether your guests can choose Microsoft Teams as a video conferencing method when booking
meetings with you.

Sending Emails from Your Mailbox

You can toggle whether scheduled meeting emails to guests should:

e Be sent from your connected mailbox.

e Or, use the default sending address (mailer@oncehub.com).

Adjust this setting to align email communications with your organization's branding.

Retrieving Busy Time from Outlook

You can use the Busy Time Is Retrieved From option to determine how OnceHub retrieves your busy time. This
option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Microsoft 365 account.

e Calendars shared with your Microsoft 365 account, as long as they have at least Read-only permissions.

When are Outlook events treated as busy in OnceHub?

e Free: OnceHub will not read this time as busy.
e Working elsewhere: OnceHub reads this time as busy.
e Tentative: OnceHub reads this time as busy.

e Busy: OnceHub reads this time as busy.



e Away: OnceHub reads this time as busy.
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If you are using Booking Calendars [New]

You can connect additional secondary calendars to retrieve busy times. For step-by-step guidance, refer to
the Connecting a Secondary Calendar article.

Copying Meetings to Sub-Calendars
i
[w ]

If you are using Booking Calendars [New]

You can use the Meetings Are Copied To option to automatically copy meetings to specific sub-calendars.
Whenever a meeting is scheduled, the specified sub-calendar(s) will be added as guests to the calendar event.

This option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Microsoft 365 account.

e Calendars shared with your Microsoft 365 account, as long as they have at least Read-and-write permissions.

Cancelling and Updating OnceHub Bookings Directly in Outlook

With the Two-Way Sync toggles, you can easily update bookings directly from your Outlook Calendar. The two
toggles allow you to do the following:

1. Cancel Meetings: Cancel bookings by simply deleting the corresponding calendar event.

2. Update Meetings: Easily make adjustments to existing bookings directly from your Outlook calendar.

» Reschedule Meetings: Change the time of a booking by moving it's calendar event.

* Allow Meeting Overlap: Change your calendar event status to free or busy to define whether meetings can
overlap.

Please see our article on Allowing for Meeting Overlaps with Booking Calendars if you would like to know how

it works.

Caching Busy Time for Faster Scheduling

When you enable this option, OnceHub stores your busy time temporarily, so it doesn't need to fetch updates from
your calendar in real-time every time someone interacts with your booking links. This allows OnceHub to provide a
faster and smoother scheduling experience.

Note: We only retrieve whether you're marked as busy or free on your calendar and do not access any event
details, ensuring your privacy.

Configuring Default Microsoft 365 Calendar Reminders
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You can customize how far in advance reminders should trigger for your Microsoft 365 calendar events. Use the
Default Microsoft 365 Calendar Reminders drop-down list to select a time interval that fits your preferences.

39



Approving permissions for Microsoft 365 administrators

OnceHub has introduced a new capability to automatically connect your Microsoft email when you connect your
Microsoft calendar. Emailing from your own domain allows you to personalize and brand your OnceHub email
communications.

A new permission is now required in order to send emails on your behalf.

e Depending on your company policies, you may need your Microsoft admin to approve the new email
permission for your OnceHub account.

e If this is required, you'll need to click ‘request approval’ in an Approval required pop-up.

If permission isn't granted, users who already have their calendar connected will not be able to connect their
email.

New users or users whose calendar has become disconnected/is in an error state will need to be reauthenticated,
and won't be able to connect their calendar.

For detailed steps on how to get approval from your Microsoft administrator, read on below. This article explains
two methods for requesting administrator approval for the permissions required by OnceHub.

Requesting approval as a user

An individual user requests administrator approval for OnceHub's required permissions, and permission is
granted for the entire organization once this request is approved by an administrator.

1. If you are unable to connect your email due to a permission issue, you will see a pop-up like this where you
can request approval:
Note: If you cannot see the option to request approval, you can ask your admin to enable requesting approval
for apps here.

2. Once you have entered your reason and sent the request for approval, get in touch with your Microsoft
administrator so that they can approve your request.

3. The administrator will receive an email to review the request.

4. Your administrator will need to review the request before your email can be connected. If you are an
administrator, read on below to see the steps you need to take to review a permission request.

Granting permission as an Azure administrator

Accepting permissions as an existing OnceHub user

1. As the Microsoft administrator for your account, sign into OnceHub.

. In the Calendar connection settings, click Connect your email

2
3. A pop-up will open with a checkbox allowing you to Consent on behalf of your organization.
4. Click the checkbox, and then click Accept.

5

. Your organization has now been granted all necessary permissions to connect OnceHub with your Microsoft
365 account.
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Accepting permissions as a new OnceHub user

If you are the Microsoft administrator for your organization and not an existing OnceHub user , you can approve
the OnceHub app by signing up for it.

1. Sign up for OnceHub using your Microsoft 365 account.
A pop-up will open with a checkbox allowing you to Consent on behalf of your organization.

Click the checkbox, and then click Accept.

A won

Your organization has now been granted all necessary permissions to connect OnceHub with your Microsoft
365 account.

Reviewing a user's permission request as an administrator

1. The administrator clicks the Review request button on the permission request email.

2. Under Pending requests, the administrator selects OnceHub, and clicks Review permissions and consent.

3. A pop-up will open. The administrator clicks Accept, and the permissions request is approved.
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Connect OnceHub to your Exchange/Outlook Calendar

Connecting OnceHub to your Exchange/Outlook Calendar ensures a real-time integration between your calendar
and OnceHub.

How to Connect Your Exchange/Outlook Calendar

Follow these steps to connect your Exchange/Outlook Calendar account:

Navigating to User Integrations

1. Click on your profile picture in the top right-hand corner.

2. Select User Integrations.

Connecting Your Microsoft Exchange Calendar

1. Click on the Microsoft Exchange Calendar tile.
2. Click on Connect.

3. Follow the instructions in the pop-up, to allow OnceHub to connect to your Exchange/Outlook Calendar.

When connecting to your Microsoft Exchange account, you might see an alert about the browser's pop-up blocker
blocking the connection window.

There are two possible ways in which this can be fixed:

e Create an exception for https://app.oncehub.com/. This will whitelist OnceHub with your browser and pop-ups
from OnceHub will not be blocked.

e You can disable the pop-up blocker entirely.

The following links provide step-by-step instructions for each browser type:

e Google Chrome
o Mozilla Firefox

o Safari

Connecting Using Advanced Settings

If your email and password alone do not successfully connect your Exchange calendar, the issue may be due to
your Exchange server's unique configuration.

Follow these steps to provide the additional details needed for a successful connection:
Entering EWS URL

1. Expand Advanced Settings in the connection pop-up.

2. Enter your EWS URL.
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Note: If you do not know your EWS URL, please refer to our How to Determine the EWS URL article.

Entering your User name

Next, you'll need to complete the User name field. Depending on your Exchange server’s configuration, use one of
the following options:

e Leave Blank: This field is often optional for many Exchange servers; therefore, leaving it blank may work.
e Enter Your Email Address: Some Exchange servers accept your email address as the username.

e Enter Your Full Domain\UserName: If the above options do not work, try using your domain credentials in the
following format: domain\username.

Confirming the Connection

1. Click on Connect once all the details are entered.

Note: If you are unable to connect, we recommend reaching out to your IT team for assistance.
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How to determine the EWS URL

Our integration with Exchange/Outlook Calendar requires the address of your Exchange server, called EWS URL
(Exchange Web Services URL). This is usually auto-detected using your email address, but sometimes the auto-
detection may fail. A common cause of failure is when your Exchange admin disabled auto-detection. In such
cases, the first User of the account connecting to Exchange will need to provide the EWS URL. Additional Users of
the same account will not need to provide it again.

Obtain your EWS URL by logging into your email account via the browser

The easiest method to obtain the EWS URL is by logging into your mailbox (email account) via the browser. Even if
you don't normally do so, but know how to do it, we recommend you try. Once in your mailbox in the browser,
copy the server address or the entire URL and paste it into the OnceHub field labeled EWS URL.

e An Exchange email server's address may look like this: mail.server.com
e The entire URL of your email account may look like this: https://mail.server.com/owa

e You can also manually insert your server address into the format
https://mail.server.com/ews/exchange.asmx — this is your actual EWS URL

Any of these options will work, because OnceHub will format the EWS URL for you in the background. In some rare
cases, this method doesn't provide the correct EWS URL. If connection still fails, use this tool instead: Microsoft

Remote Connectivity Analyzer

| cannot access my email via the browser

If you cannot access your email account via the browser, use this tool by Microsoft to discover your EWS URL:
Microsoft Remote Connectivity Analyzer.

On-premises Exchange admins only

Users with access to PowerShell can obtain the EWS URL directly from the Exchange server. Open PowerShell on
the Exchange server and type this command: Get-WebServicesVirtualDirectory |Select name, *url* | fl

None of the above worked

If none of these methods revealed the EWS URL, use our Exchange/Outlook Calendar troubleshooting guide. You
may need to contact your internal help desk or IT department.
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Testing Exchange connectivity

The Microsoft Remote Connectivity Analyzer is a useful tool for several purposes:

e Determining your EWS URL (if EWS is enabled).

e Verifying that your work email is managed on an Exchange server.

e Verifying Exchange connectivity.

Requirements

To use this tool, you'll need:

. Your Outlook email address and password.

Your Domain\UserName - Enter your email in this field if Domain\UserName are not used in your
organization.

e The domain: This can usually be found in the documentation explaining how to connect a mobile phone or
email client to your work mail account.

e Your user name: This is usually the internal ID with which you log into internal systems.

Testing connectivity

Open Microsoft Remote Connectivity Analyzer and follow these steps:

_
—_
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. Select the Synchronization, Notification, Availability, and Automatic Replies option.

Fill out (all fields are required): Email, Password and Domain\UserName (with a backslash). Try your email
address if you don't know your Domain\UserName.

Check the "l understand..." checkbox).

Complete the verification test and click Verify (Figure 3).

Click the Perform Test button.

Wait for the results and verify that the connectivity icon is green.

Click Expand All.

Press Ctrl + F keys on your keyboard to open the browser's search box.
Type ewsurl (one word, no spaces).

Copy the EWS URL, located between the <EwsUrl> tags, without the tags.

. Go back to your OnceHub Account and paste the EWS URL in the appropriate field in the connection box.
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Managing Your OnceHub Integration With Microsoft
Exchange Calendar

This guide explains how to navigate your Microsoft Exchange Calendar integration in OnceHub and manage
related scheduling features effectively. Each section details specific functionality and provides instructions for

customizing your workflow.

Accessing the OnceHub Integration with Microsoft Exchange

To manage your Microsoft Exchange integration:

1. Click on your profile picture in the top right.
2. Select User Integrations from the dropdown.

3. Click on the Microsoft Exchange Calendar tile.

Retrieving Busy Time from Exchange

You can use the Busy Time Is Retrieved From option to determine how OnceHub retrieves your busy time. This
option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Exchange account.

e Calendars shared with your Exchange account, as long as they have at least Read-only permissions.

When are Exchange events treated as busy in OnceHub?

Free: OnceHub will not read this time as busy.

Working elsewhere: OnceHub reads this time as busy.
e Tentative: OnceHub reads this time as busy.
e Busy: OnceHub reads this time as busy.

e Away: OnceHub reads this time as busy.

PA
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If you are using Booking Calendars [New]

You can connect additional secondary calendars to retrieve busy times. For step-by-step guidance, refer to
the Connecting a Secondary Calendar article.

Copying Meetings to Sub-Calendars

If you're using Booking Calendars

You can use the Meetings Are Copied To option to automatically copy meetings to specific sub-calendars.
Whenever a meeting is scheduled, the specified sub-calendar(s) will be added as guests to the calendar event.
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This option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your Exchange account.

e Calendars shared with your Exchange account, as long as they have at least Read-and-write permissions.

Cancelling and Updating OnceHub Bookings Directly in Exchange

With the Two-Way Sync toggles, you can easily update bookings directly from your Exchange Calendar. The two
toggles allow you to do the following:

1. Cancel Meetings: Cancel bookings by simply deleting the corresponding calendar event.

2. Update Meetings: Easily make adjustments to existing bookings directly from your Exchange calendar.

* Reschedule Meetings: Change the time of a booking by moving it's calendar event.

¢ Allow Meeting Overlap: Change your calendar event status to free or busy to define whether meetings can
overlap.

Please see our article on Allowing for Meeting Overlaps with Booking Calendars if you would like to know how
it works.

Caching Busy Time for Faster Scheduling

OnceHub stores your busy time temporarily, so it doesn't need to fetch updates from your calendar in real-time
every time someone interacts with your booking links. This allows OnceHub to provide a faster and smoother
scheduling experience.

Note: We only retrieve whether you're marked as busy or free on your calendar and do not access any event
details, ensuring your privacy.

Configuring Default Exchange Calendar Reminders

You can customize how far in advance reminders should trigger for your Microsoft 365 calendar events. Use the
Default Exchange/Outlook Calendar Reminders drop-down list to select a time interval that fits your
preferences.
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Connect OnceHub to Your iCloud Calendar

Connecting OnceHub to your iCloud Calendar ensures a real-time integration between your calendar and
OnceHub.

How to Connect to Your iCloud Calendar

Follow these steps to connect your iCloud Calendar account:

Navigating to User Integrations

1. Click on your profile picture in the top right-hand corner.

2. Select User Integrations.

Connecting to Your iCloud Calendar

1. Click on the iCloud Calendar tile.
2. Click on Connect.
3. Enter your Apple ID and an App-specific password in the pop-up.

4. Click on Connect.

Note: An iCloud app-specific password is a unique password generated for third-party applications like OnceHub,
which require access to your Apple ID.

To learn how to generate this password, refer to Apple’s Sign into apps with your Apple Account using app-
specific passwords article.

When connecting to your iCloud Calendar account, you might see an alert about the browser's pop-up blocker
blocking the connection window.

There are two possible ways in which this can be fixed:

1. Create an exception for https://app.oncehub.com/. This will whitelist OnceHub with your browser and pop-ups
from OnceHub will not be blocked.

2. You can disable the pop-up blocker entirely.

The following links provide step-by-step instructions for each browser type:

e Google Chrome
e Mozilla Firefox

e Safari
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Managing Your OnceHub Integration With iCloud Calendar

This guide explains how to navigate your iCloud Calendar integration in OnceHub and manage related scheduling
features effectively. Each section details specific functionality and provides instructions for customizing your

workflow.

Accessing the OnceHub Integration with iCloud Calendar

To manage your iCloud Calendar integration:

1. Click on your profile picture in the top right.
2. Select User Integrations from the dropdown.

3. Click on the iCloud Calendar tile.

Retrieving Busy Time from iCloud Calendar

You can use the Busy Time Is Retrieved From option to determine how OnceHub retrieves your busy time. This
option lets you choose one or more sub-calendars, including:

e Sub-calendars you've created within your iCloud Calendar account.

e Calendars shared with your iCloud Calendar account, as long as they have at least Read-only permissions.

When are iCloud Calendar events treated as busy in OnceHub?

e Free: OnceHub will not read this time as busy.

e Busy: OnceHub reads this time as busy.

Note: All-day events in iCloud do not have the option to be set as Busy. Instead of using an all-day event, we
recommend creating a calendar event that's duration blocks out your working hours if needed.
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If you are using Booking Calendars [New]

You can connect additional secondary calendars to retrieve busy times. For step-by-step guidance, refer to
the Connecting a Secondary Calendar article.

Caching Busy Time for Faster Scheduling

OnceHub stores your busy time temporarily, so it doesn’t need to fetch updates from your calendar in real-time
every time someone interacts with your booking links. This allows OnceHub to provide a faster and smoother

scheduling experience.

Note: We only retrieve whether you're marked as busy or free on your calendar and do not access any event

details, ensuring your privacy.
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Configuring Default iCloud Calendar Reminders

You can customize how far in advance reminders should trigger for your iCloud Calendar events. Use the Default
iCloud Calendar Reminders drop-down list to select a time interval that fits your preferences.
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Connect Your Video Conferencing App

Easily integrate video conferencing apps with your account to help automate your online meetings. This article
outlines which apps can be connected and provides step-by-step guidance on how to connect.

Supported Video Conferencing Apps

Some video conferencing apps are automatically connected through your productivity suite, while others can be
integrated as standalone tools depending on your needs.

Productivity Suite-Based Apps

These apps are automatically connected by integrating your productivity suite with OnceHub:

e Google Meet (Google Workspace)
e Microsoft Teams (Office 365)
e Skype (Office 365)

Standalone Video Conferencing Apps

These apps can be connected directly:

e Zoom
e GoToMeeting
e Webex

How to Connect Your Video Conferencing App
Navigating to User Integrations

1. Click on your profile picture in the top right-hand corner.

2. Select User Integrations.

Connecting Your Video Conferencing App

1. Click on the tile of the video conferencing app you want to connect.
2. Click on Connect.

3. Follow the instructions in the pop-up.

When connecting to your video conferencing app, you might see an alert about the browser's pop-up blocker
blocking the connection window.

There are two possible ways in which this can be fixed:

1. Create an exception for https://app.oncehub.com/. This will whitelist OnceHub with your browser and pop-ups
from OnceHub will not be blocked.
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2. You can disable the pop-up blocker entirely.

The following links provide step-by-step instructions for each browser type:

e Google Chrome
e Mozilla Firefox

e Safari
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Zoom: Custom dial-in numbers

With our Zoom integration, you can provide dial-in numbers for multiple different countries.

When you set up your Zoom account, you can choose one or more countries that you commonly invite attendees
from. The dial-in numbers for the countries that you choose appear by default in OnceHub User notifications,
Customer notifications, and the calendar invitation.

Specifying the default dial-in countries on notifications

In your Zoom account, go to one of the following locations depending on your requirement:

Role Requirement Location
Administrator Specify a default set of countries for all Click Account Settings and select
meetings in your organization. the Telephone tab.
Administrator Specify a default set of countries for a specific Click Group Management and click the
group. name of the group. Then, click
Group Settings and select the Telephone
tab.
Meeting Organizer Specify a default set of countries for the Click My Meeting Settings and select
meetings that you host. the Telephone tab.

Next, follow the steps below:

1. In the Global Dial-in Countries/Regions section of the page, click the Edit icon. The Select Global Dial-in
Countries/Regions pop-up will appear.

2. Choose the countries that you expect to have meeting or webinar participants dial in from.
For example, if your meetings will have participants from the United States, Canada, and Australia, click the
check boxes next to those country names.
If you don't see the name of a country, type the first few letters of the country name in the Search for a
country/region box.

3. Click Save.

The selected dial-in numbers will appear in OnceHub User notifications, Customer notifications, and the calendar
invitation of any meetings scheduled via the connected Booking page.

Learn more about specifying default dial-in countries in your Zoom account
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Google Meet security best practices

At OnceHub, we designed our native Google Meet integration with security at the forefront of our minds. Our
integration features help you secure your meetings from uninvited guests.

Unique meeting IDs and links for every session

Each session needs its own meeting created, with its own meeting ID. There’s no need to waste time signing into
Google, creating the meeting on your Google Calendar, and sending a separate email with the conferencing
information.

When you connect our native Google Meet integration, OnceHub automatically creates a meeting in Google Meet
and includes all conferencing information in the booking confirmation notification and on the calendar event.

Note: Once you have a unique meeting ID, be sure only to share the conferencing information with those you want
to join. Many make the mistake of including a joining link on publicly available posters or websites. This increases
the risk of an insecure meeting.

Educate your team members before they go live

Be sure not to skip a dry run for each team member giving meetings. That dry run is one of the most important
steps helping them maintain professionalism in their video meetings. Especially if they've not used the video
conferencing app much, there's a learning curve they'll need to adjust to in order to feel comfortable leading their
session.

They should have a high awareness of all their available features. Notable settings that help them control the

experience include:

e Chat features, including disabling private chat

e Muting participants

Disabling video

Managing screen sharing of fellow attendees

Removing participants

If they'll be occupied with meeting content and a number of people will be present, it may be worth having another
person from your organization join. The team member leading the meeting can designate this additional team
member as a co-host. The co-host can control the above listed features while the original host leads the meeting.

Team members should also join a few minutes early, just in case they encounter technical difficulties. These can be
challenging to predict, so their best bet is always to join four or five minutes early, so they can address any
unexpected issues within their own or other attendees' environments.

With a strong handle on the features available to them, they'll be able to lead the session with authority and be
prepared to shut down any unanticipated security issues that come their way. For most sessions, they won't need
to use this knowledge, but everyone (except the uninvited guests) will be grateful they're ready if a security breach
occurs.
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GoTo Meeting security best practices

At OnceHub, we designed our native GoTo Meeting integration with security at the forefront of our minds. Our
integration features help you secure your meetings from uninvited guests. We also have a number of
recommendations to follow while conducting your meetings that can help you up your security game, keeping
your meetings safe and private.

Unique meeting IDs and links for every session

If you're used to offering a static link, like https://www.gotomeet.me/MyNameHere, break that habit fast and
connect our native GoTo Meeting integration instead. It may be simpler to use the same customized meeting link
to everyone meeting with you, but that opens a huge vulnerability for uninvited guests. Each session needs its own
meeting created, with its own meeting ID.

There's no need to waste time signing into GoTo Meeting, creating the meeting, and sending a separate email with
the conferencing information. When a customer books with you, OnceHub automatically creates a meeting in
GoTo Meeting and includes all conferencing information in the booking confirmation notification and on the
calendar event.

Note: Once you have a unique meeting ID, be sure only to share the conferencing information with those you want
to join. Many make the mistake of including a joining link on publicly available posters or websites. This increases
the risk of an insecure meeting.

A password for every session

Some hackers can use technology to guess unique meeting IDs or may take advantage of publicly-posted
information. Make sure anyone joining your session also receives a meeting password and don't advertise it
anywhere except among authorized attendees. This gives an additional measure of security, creating another
barrier for uninvited guests.

Using the Meeting Lock feature

If you're concerned for uninvited guests, be sure to use the Meeting Lock feature in the GoTo Meeting app. This
allows you to keep individuals in a waiting room before they're able to access your meeting. Uninvited guests may
have guessed your link or password, but they still won't be able to join your session without your express
permission.

Learn more about GoTo Meeting's Meeting Lock feature

Educate your team members before they go live

Be sure not to skip a dry run for each team member giving meetings. That dry run is one of the most important
steps helping them maintain professionalism in their video meetings. Especially if they've not used the video
conferencing app much, there’s a learning curve they'll need to adjust to in order to feel comfortable leading their
session.

They should have a high awareness of all their available features. Notable settings that help them control the
experience include:
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Chat features, including disabling private chat

e Muting participants

Disabling video

Meeting lock

Managing screen sharing of fellow attendees

e Removing participants

If they'll be occupied with meeting content and a number of people will be present, it may be worth having another
person from your organization join. The team member leading the meeting can designate this additional team
member as a co-host. The co-host can control the above listed features while the original host leads the meeting.

Team members should also ensure they've downloaded the correct software version before their session and join
a few minutes early, just in case they or any participants encounter technical difficulties. These can be challenging
to predict, so their best bet is always to join four or five minutes early, so they can address any unexpected issues.

With a strong handle on the features available to them, they'll be able to lead the session with authority and be
prepared to shut down any unanticipated security issues that come their way. For most sessions, they won't need
to use this knowledge, but everyone (except the uninvited guests) will be grateful they're ready if a security breach
occurs.
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Microsoft Teams security best practices

At OnceHub, we designed our native Microsoft Teams integration with security at the forefront of our minds. Many
of our integration features help you secure your meetings from uninvited guests.

Unique meeting IDs and links for every session

If you're used to offering a static link, break that habit fast and connect our native Microsoft Teams integration
instead. It may be simpler to use the same customized meeting link to everyone meeting with you, but that opens
a huge vulnerability for uninvited guests. Each session needs its own meeting created, with its own meeting ID.

There's no need to waste time signing into Microsoft Teams, creating the meeting, and sending a separate email
with the conferencing information. When a customer books with you, OnceHub automatically creates a meeting in
Microsoft Teams and includes all conferencing information in the booking confirmation notification and on the
calendar event.

Note: Once you have a unique meeting ID, be sure only to share the conferencing information with those you want
to join. Many make the mistake of including a joining link on publicly available posters or websites. This increases
the risk of an insecure meeting.

Using the lobby

If you're concerned for uninvited guests, be sure to use the lobby feature in Microsoft Teams. This allows you to
authorize individuals before they're able to access your meeting. Uninvited guests may have guessed your link or
password, but they still won't be able to join your session without your express permission.

If you have many people joining, we recommend defining an additional co-host to watch the waiting room
notifications and grant people access.

Learn more about changing Teams participant settings, including the lobby feature

Educate your team members before they go live

Be sure not to skip a dry run for each team member giving meetings. That dry run is one of the most important
steps helping them maintain professionalism in their video meetings. Especially if they've not used the video
conferencing app much, there’s a learning curve they'll need to adjust to in order to feel comfortable leading their
session.

They should have a high awareness of all their available features. Notable settings that help them control the
experience include:

e Lobby features

Chat features, including disabling private chat

e Muting participants

Disabling video
e Managing the Whiteboard
e Managing screen sharing of fellow attendees

e Removing participants
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If they'll be occupied with meeting content and a number of people will be present, it may be worth having another
person from your organization join. The team member leading the meeting can designate this additional team
member as a co-host. The co-host can control the above listed features while the original host leads the meeting.

Team members should also ensure they've downloaded the correct software version before their session and join
a few minutes early, just in case they encounter technical difficulties. These can be challenging to predict, so their
best bet is always to join four or five minutes early, so they can address any unexpected issues.

With a strong handle on the features available to them, they'll be able to lead the session with authority and be
prepared to shut down any unanticipated security issues that come their way. For most sessions, they won't need
to use this knowledge, but everyone (except the uninvited guests) will be grateful they're ready if a security breach

occurs.
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Webex Meetings security best practices

At OnceHub, we designed our native Webex Meetings integration with security at the forefront of our minds.

@ Important:

Webex has announced an end-of-life for its current meetings-related API. From March 31st, 2024, it will be
permanently replaced by their newer REST API. To ensure Webex meeting links continue to be generated
automatically, you must log into OnceHub and reauthenticate your Webex connection before March 31st.

Some existing features are not supported by the new API, so configuring your booking page will be a little
different:

e The new API supports only dynamic passwords
e Audio settings will be taken from your Webex account, and can no longer be set in OnceHub

e Meetings shorter than 10 minutes will not be supported.

¢ In booking pages: Customers will see an error message, and won't be able to schedule a meeting when
trying to book a Webex-hosted meeting shorter than 10 minutes.

¢ In booking calendars: The booking will be scheduled, but there will be no Webex link attached.

To reauthenticate your Webex connection, follow these steps:

1. Go to your profile settings by clicking the initials/profile picture at the top right of your screen
2. Click User Integrations and then click on Webex.

3. Beneath the Webex heading, click Reauthenticate and follow the prompts to complete the process

You are welcome to reach out to support@oncehub.com if you have any questions.

Unique meeting IDs and links for every session

If you're used to offering a static link to your Webex Meetings Personal Room, like
https://meetingsamer20.webex.com/meet/pr1234567890, break that habit fast and connect our native Webex
Meetings integration instead. It may be simpler to use the same customized meeting link to everyone meeting with
you, but that opens a huge vulnerability for uninvited guests. Each session needs its own meeting created, with its
own meeting ID.

There's no need to waste time signing into Webex Meetings, creating the meeting, and sending a separate email
with the conferencing information. When a customer books with you, OnceHub automatically creates a meeting in
Webex Meetings and includes all conferencing information in the booking confirmation notification and on the

calendar event.

@ Note:

Once you have a unique meeting ID, be sure only to share the conferencing information with those you want
to join. Many make the mistake of including a joining link on publicly available posters or websites. This

increases the risk of an insecure meeting.


https://developer.webex.com/docs/webex-xml-api-deprecation-announcement

A password for every session

Some hackers can use technology to guess unique meeting IDs or may take advantage of publicly-posted
information. Make sure anyone joining your session also receives a meeting password and don't advertise it
anywhere except among authorized attendees. This gives an additional measure of security, creating another
barrier for uninvited guests.

Educate your team members before they go live

Be sure not to skip a dry run for each team member giving meetings. That dry run is one of the most important
steps helping them maintain professionalism in their video meetings. Especially if they've not used the video
conferencing app much, there’s a learning curve they'll need to adjust to in order to feel comfortable leading their
session.

They should have a high awareness of all their available features. Notable settings that help them control the
experience include:

e Waiting room features
e Chat features, including disabling private chat
e Muting participants

e Disabling video

Turning off annotation
e Managing screen sharing of fellow attendees

e Removing participants

If they'll be occupied with meeting content and a number of people will be present, it may be worth having another
person from your organization join. The team member leading the meeting can designate this additional team
member as a co-host. The co-host can control the above listed features while the original host leads the meeting.

Team members should also ensure they've downloaded the correct software version before their session and join
a few minutes early, just in case they encounter technical difficulties. These can be challenging to predict, so their
best bet is always to join four or five minutes early, so they can address any unexpected issues.

With a strong handle on the features available to them, they'll be able to lead the session with authority and be
prepared to shut down any unanticipated security issues that come their way. For most sessions, they won't need
to use this knowledge, but everyone (except the uninvited guests) will be grateful they're ready if a security breach
occurs.

60



Zoom security best practices

At OnceHub, we designed our native Zoom integration with security at the forefront of our minds. Many of our
integration features help you secure your meetings from uninvited guests.

Unique meeting IDs and links for every session

If you're used to offering a static link, break that habit fast and connect our native Zoom integration instead. It may
be simpler to use the same customized meeting link to everyone meeting with you, but that opens a huge
vulnerability for uninvited guests. Each session needs its own meeting created, with its own meeting ID.

There's no need to waste time signing into Zoom, creating the meeting, and sending a separate email with the
conferencing information. When a customer books with you, OnceHub automatically creates a meeting in Zoom
and includes all conferencing information in the booking confirmation notification and on the calendar event.

Note: Once you have a unique meeting ID, be sure only to share the conferencing information with those you want
to join. Many make the mistake of including a joining link on publicly available posters or websites. This increases
the risk of an insecure meeting.

Dynamic passcodes for every session

Some hackers can use technology to guess unique meeting IDs or may take advantage of publicly-posted
information. Make sure anyone joining your session also receives a meeting passcode and don't advertise it
anywhere except among authorized attendees. This gives an additional measure of security, creating another
barrier for uninvited guests.

With OnceHub's native integration, you can ensure each Zoom session requires a dynamic passcode, different for
each booking. Our Zoom integration creates the dynamic passcode automatically and adds it to your meetings and
all conferencing information provided in notifications.

Using the waiting room

If you're concerned for uninvited guests, be sure to select the waiting room feature. This allows you to authorize
individuals before they're able to access your meeting. Uninvited guests may have guessed your link or passcode,
but they still won't be able to join your session without your express permission.

If you have many people joining, we recommend defining an additional co-host to watch the waiting room
notifications and grant people access.

Learn more about Zoom's waiting room feature

Starting video for host and/or participants when they join

Depending on your organization, you may prefer everyone use video upon joining, so you can understand who is
in your meeting and confirm no one is providing a name that isn't theirs to use.

In this case, you can opt to start video for all participants, or all participants and the host, upon joining the Zoom
session.

Educate your team members before they go live
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Be sure not to skip a dry run for each team member giving meetings. That dry run is one of the most important
steps helping them maintain professionalism in their video meetings. Especially if they've not used the video
conferencing app much, there’s a learning curve they'll need to adjust to in order to feel comfortable leading their
session.

They should have a high awareness of all their available features. Notable settings that help them control the
experience include:

e Waiting room features

Chat features, including disabling private chat

e Muting participants

Disabling video

Turning off annotation

Managing screen sharing of fellow attendees

e Removing participants

If they'll be occupied with meeting content and a number of people will be present, it may be worth having another
person from your organization join. The team member leading the meeting can designate this additional team
member as a co-host. The co-host can control the above listed features while the original host leads the meeting.

Team members should also ensure they've downloaded the correct software version before their session and join
a few minutes early, just in case they encounter technical difficulties. These can be challenging to predict, so their
best bet is always to join four or five minutes early, so they can address any unexpected issues.

With a strong handle on the features available to them, they'll be able to lead the session with authority and be
prepared to shut down any unanticipated security issues that come their way. For most sessions, they won't need
to use this knowledge, but everyone (except the uninvited guests) will be grateful they're ready if a security breach
occurs.
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Introduction to Booking Calendars [New]

Booking Calendars in OnceHub simplify scheduling by allowing you to share your availability so customers and
prospects can easily book time with you - eliminating back-and-forth coordination.

What is a Booking Calendar?

A Booking Calendar lets you share your availability, allowing customers or colleagues to schedule meetings with
you based on your predefined schedule. Whether you're coordinating with team members or scheduling client
appointments, it simplifies complex scheduling needs.

For example:

e A consultant can share their Booking Calendar instead of exchanging multiple emails.

e Customers can choose a time slot based on real-time availability, reducing scheduling delays.

Key Benefits of Using Booking Calendars

e Simplify Scheduling: Allow customers to self-book based on your availability.

e Prevent Scheduling Conflicts: Sync with tools like Google Calendar and Microsoft 365 to avoid overlapping
meetings.

e Enhance Professionalism: Provide a polished booking experience with customizable forms and automated
notifications.

Core Features of Booking Calendars

¢ Availability Management: Set working hours and location preferences to control when clients can book
meetings.

e Customizable Booking Forms: Collect essential details from clients before meetings.
e Automated Notifications: Send email and SMS reminders to keep clients informed.

e Seamless Integrations: Sync with tools like Google Calendar, Zoom, and CRM platforms for efficient
scheduling.

Common Scheduling Scenarios

¢ Single-User Scheduling: Ideal for solo professionals where clients book directly with one person.

e Team Scheduling: Share a calendar for multiple team members or distribute meetings evenly across your
team.

Get Started with Booking Calendars Today


https://help.oncehub.com/help/booking-calendar-availability-and-location-options
https://help.oncehub.com/help/booking-calendar-booking-forms
https://help.oncehub.com/help/booking-calendar-guest-notifications
https://help.oncehub.com/help/connecting-your-suites-and-integrations

Booking Calendars offer a streamlined way to manage meetings while ensuring professionalism and efficiency.
Explore OnceHub's scheduling tools to enhance productivity and provide a seamless experience for your clients.
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Configuring Your First Booking Calendar [New]

Booking Calendars simplify scheduling by letting you manage and share your availability, making it easy for
guests to book time with you. This guide covers how to create, edit, and share your Booking Calendar, including
embedding it on your website for client access.

As part of the onboarding process, a personal Booking Calendar is automatically created for you on your Home

page. You can:

e Use the Personal Calendar: Customize the existing calendar to match your preferences.

e Create a New Calendar: Create a fresh calendar from the Booking Calendar Lobby.

The Booking Calendar Lobby also allows you to rename, duplicate, or delete calendars as needed.

Configure Basic Settings

To configure your Booking Calendar:

1. Open the Booking Calendar Lobby from the left-hand menu.

2. Select your existing calendar or click Create booking calendar on the right to start a new one.

Begin by setting up essential details for your calendar:

e Set the Subject: Enter a descriptive name for your Booking Calendar that reflects the type of meeting you're
offering, such as “Client Consultations” or “Team Sessions.”

e Meeting Duration: Choose the duration of the meeting (e.g., 15, 30, or 60 minutes).

The remaining settings in the Booking Settings Tab are configured automatically:
e Hosts and Co-hosts: You are automatically assigned as the host of the Booking Calendar.
e Availability and location: By default, your availability and location is pulled from your profile settings:

o Default Availability: Initially, your calendar matches the availability set in your profile.

e Customizing Booking calendar-Specific Availability: If the Booking Calendar requires unique availability,
you can customize these settings directly within the calendar.

e Time Slot Settings: Define the spacing between available timeslots, choose how much advance notice you
need, and how far in advance guests can book.

Default Booking Form Fields

Each Booking Calendar includes a customizable Booking Form with default fields to collect guest information. You
can add additional fields in the Booking Form Tab as needed.

By default, the following fields are included in the Booking Form:

e Full Name: Collects the guest's name.
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e Email Address: Used for sending booking confirmations and notifications.

e Meeting Location: If multiple meeting locations are set up in your account, guests will see options such as in-
person, video, or phone during booking.

e SMS Notifications: If SMS notifications are enabled for the Booking Calendar, guests can opt in to receive
booking-related messages during the scheduling process.

Default Guest Notifications

Each Booking Calendar comes with these standard guest notifications:

e Meeting Confirmation: Sent upon successful booking.

e Meeting Reminder: Reminds your guests of the upcoming meeting, sent by default 1 hour before the
scheduled meeting.

Meeting Rescheduled: Alerts guests of schedule changes.

Meeting Reassigned: Notifies guests of a new host.

Meeting Cancellation: Confirms meeting cancellations.

These notifications are configured automatically, but you can set up advanced notification workflows with
additional options. For more on customizing customer notifications, see Booking Calendar Guest Notifications.

You can also configure the notifications you receive as a host or co-host in the User Notifications section of your
profile.

Sharing Options

Make it easy for clients to schedule with you using these sharing options:

e Share a Link: Generate a direct link for clients or add it to your email signature.

e Embed on Website: Place the calendar on your website, allowing clients to book directly from your page.

For detailed instructions on how to share or embed your Booking Calendar, refer to the Sharing and embedding
your Booking calendar help page.
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Connecting Your Productivity Suite and Standalone
Integrations [New]

Connecting your Booking Calendars to your productivity suites and standalone integrations is key to creating an
efficient and streamlined scheduling experience. OnceHub integrates with Google Workspace, Office 365, and
various standalone tools, ensuring all your systems work together smoothly.

Productivity Suites: Google Workspace and Office 365

Integrating with Google Workspace and Office 365 connects your scheduling tools to two of the most popular
productivity platforms. These integrations allow you to:

¢ Synchronize Calendars: Automatically sync your availability and prevent double-booking across your
calendars.

¢ Send Booking Emails: Use your personal email address to send booking notifications directly from your
mailbox.

e Generate Meeting Links: Create and share virtual meeting links automatically for scheduled appointments.

How to Connect Your Suite:

e During the onboarding process, connect Google Workspace or Office 365 as prompted.

e |f you skipped this step, navigate to your Profile menu in the top-right corner and select User Integrations to
setitup.

By connecting your productivity suite, you ensure smooth communication and calendar management for every
meeting.

Standalone Integrations

In addition to productivity suites, OnceHub offers integrations for calendars and video conferencing tools, helping
you manage bookings across various platforms.

Calendar Integrations

Syncing your personal calendar with OnceHub ensures organized scheduling and avoids conflicts.

Benefits of Calendar Integration:

¢ Real-Time Sync: Bookings are automatically added to your connected calendar.

e Conflict-Free Scheduling: Retrieves busy times from your calendar to prevent overlapping bookings.

Supported Calendar Platforms:

e Exchange

e iCloud
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Video Conferencing Integrations

Integrating third-party video conferencing tools simplifies the setup of virtual meetings.

These integrations save time by automatically generating and sharing meeting links for every appointment,
while also improving communication by delivering meeting details directly to guests.

Supported Video Platforms:

e Zoom
e GoTo Meeting (GTM)
e Webex

How to Connect Standalone Integrations

1. Click on your profile picture in the top-right corner.

2. Click on User Integrations.

3. Select the desired integration and follow the provided step-by-step instructions.
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Share and Embed Your Booking Calendar [New]

Once your Booking Calendar is set up, you can either embed it directly on your website, or you can use our Page
Designer to customize and brand your own standalone booking page which you can then share with your
customers.

Sharing Your Booking Calendar

You can use the Page Designer of your Booking Calendar to create a standalone page that you can customize
and distribute via various channels.

When to Share as a Page:

Share your Booking Calendar as a standalone page if you want to:

Share the calendar link via email, social media, or newsletters.

Include the link to your email signature for quick access.

Provide access outside your website, such as in PDFs or digital campaigns.

Use the link for targeted campaigns, like webinars or consultations.

For a unified experience, you can group multiple Booking Calendars into a Booking Hub, allowing guests to access
various calendars from a single location.

Key Features

Customization Options:

e Adjust background, text, and button colors to match your branding.
e Add images, logos, and a custom welcome message.

e Include links in the footer or welcome message for navigation or additional resources.

Live Preview (WYSIWYG): View real-time previews for both desktop and mobile as you design your Booking
Calendar page.

Sharing Options:

e Customize the calendar URL to reflect your brand.
e Generate one-time or single-use links for added security.

e Create a QR code for business cards, flyers, or other promotional materials.

Personalization and Tracking:

e Add UTM parameters to track booking activity and campaign performance.

¢ Pre-fill guest information manually or via third-party tools.

Social Links:
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e Add your social media links to dedicated clickable icons, allowing guests to easily navigate to platforms like your
website, X (formerly Twitter), YouTube, and others.

Embedding

Embedding your Booking Calendar directly on your website allows clients to schedule appointments without
leaving your site.

When to Embed on Your Website:

Embedding is ideal if you want to:

e Enable direct booking: Let clients schedule appointments directly on your website without being redirected.
e Maintain a unified experience: Display your services and booking options on the same page.
e Boost engagement: Keep visitors on your site longer by simplifying the scheduling process.

e Streamline service-based journeys: Perfect for businesses where scheduling is a core part of the user
journey, such as salons, fitness centers, or consulting services.

Embedding helps service-based businesses create a smooth, professional booking experience while keeping
clients engaged on their site.

How to Embed

1. Go to the Embed Designer Tab of the Booking Calendar you wish to embed.
2. Select a color scheme that matches your website’s branding.

3. Click Get the Code (bottom right) to generate the embed code.
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Creating Booking Calendar Booking Hubs [New]

Booking Hubs streamline scheduling by offering guests a single, centralized location to choose from multiple

services or team members. This streamlined approach makes booking easier and enhances the guest experience,

whether you're managing complex scheduling needs or providing flexible service options.

What Are Booking Hubs?

A Booking Hub combines multiple Booking Calendars into a single, easy-to-navigate interface for your guests.
This unified display allows visitors to choose from multiple services or team members, making the scheduling

process more versatile and intuitive.

Key Features of Booking Hubs

e Centralized Scheduling: Combine multiple Booking Calendars in one hub for easy guest access.
e Customizable Branding: Adjust the appearance to match your brand’s style.

e Flexible Sharing Options: Share the hub via direct link, QR code, or embed it on your website.

Creating a Booking Hub

Follow these steps to create a Booking Hub:

1. Click on Booking Hubs in the left-hand menu.
2. Click on Create booking hub.
3. Enter a Name for the hub and assign an Owner, then click Create.

4. Choose the Booking Calendars you want to include and click Apply to begin customizing your hub.

Customizing Your Booking Hub

In the Build Tab, you can:

e Add or Remove Calendars: Click Select items to adjust the included calendars.
e Reorder Calendars: Drag and drop calendars to change the display order.

¢ Edit Descriptions and Images: Click each calendar to add a Description and Image in the right panel.

Sharing Your Booking Hub

Once your Booking Hub is ready, you can share it using:

e Direct Link (Page Designer tab): Share the link via email or social media for direct access.
* QR Code (Page Designer tab): Generate a scannable QR code for easy guest access.

e Website Embedding (Embed Designer tab): Embed the Booking Hub directly on your website, allowing
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guests to book without leaving the page.

Get Started with Booking Hubs Today

Booking Hubs offer a powerful way to streamline scheduling for multiple services or team members. Customize
your hub to match your brand, simplify scheduling, and provide a seamless booking experience for your clients.
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Using Booking Calendars with Chatbots and Routing Forms
[New]

Integrating your Booking Calendar with Chatbots and Routing Forms streamlines scheduling by asking relevant
screening questions to qualify leads before committing your time and resources.

Benefits of Using Booking Calendars with Chatbots and Routing Forms:
e Lead Qualification: Ask tailored questions to identify the client's needs and route them to the appropriate
Booking Calendar for scheduling.

e Streamlined Scheduling Experience: Clients can book appointments directly within the Chatbot or Routing
Form, reducing friction and improving convenience.

Setting Up Booking Calendars in Chatbots

1. Click Chatbots in the left-hand menu.

Select the Chatbot you want to edit.

In the right-hand menu, scroll down to Booking Calendar Action.
Drag the Booking Calendar Action into your Chatbot workflow.

Use the Select a booking calendar dropdown to choose the desired calendar.

o v A~ W N

Click Save.

Setting Up Booking Calendars in Routing Forms

1. Click Routing Forms in the left-hand menu.

Select the Routing Form you want to edit.

In the right-hand menu, scroll down to Booking Calendar Action.
Drag the Booking Calendar Action into your Routing Form workflow.

Use the Select a booking calendar dropdown to choose the desired calendar.

o v~ W N

Click on Save.



Image Gallery [New]

How to use the image gallery

1. To download an image in this article, right click it and select Save image as... from the menu.

2. Save the image on your computer so that you can use it when selecting an image for your OnceHub product
features.

@ Note:

All images in this gallery are property of OnceHub and are protected under copyright law. Use is permitted for
your OnceHub product features only.

Image gallery
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Pre-filling Guest Information in Your Booking Calendar [New]

Pre-filling guest information on your Booking Calendar streamlines the process for both you and your guests. By
reducing manual data entry, it saves time, minimizes errors, and enhances the overall booking experience.

Before starting, make sure you've mapped your Booking Calendar Questions to Fields. For guidance on mapping,
refer to our Mapping Booking Calendar Questions to Fields article.

Enabling Personalization and Tracking

To create a pre-filled booking form link, follow these steps:

1. Click on Booking Calendars in the lefthand navigation menu.
2. Click on Share next to the Booking calendar you want to get a link for.

3. Check Personalization and Tracking in the popup.

Adding Tracking (Optional)

Under UTM parameters you can add your various UTMs that you use for tracking.

Configuring your pre-fill options

Under Booking Form URL Parameters you have 2 options for how you would like to pre-fill the booking form:

e For a specific guest: Manually enter guest information to populate the booking form when they use the shared
link. Use this option if you already have the guest details available.

¢ Via third-party tool: Generate a booking link with placeholder text. Use this option if you want to populate
guest information using third-party tools such as CRMs.

Finalizing the Link:

Once you have configured the parameters, click Copy & Close to generate and copy your pre-filled booking link.

Pre-filling the Booking Form for a Specific Guest
This method allows you to input a guest's information directly into the text fields representing your booking form’s

specific fields.

e Example: Enter details like Name, Email Address, or Phone Number.

e Once the guest uses the shared link to schedule an appointment, their pre-entered details will be auto-filled in
the booking form.

Pre-filling the Booking Form Dynamically via Third party tools

For more dynamic needs, you can use the booking links with third-party tools like CRMs or marketing platforms:

1. Enable toggles for the fields you'd like to populate dynamically (e.g., Name, Email, etc.).
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2. Aplaceholder (e.g., Name=XXXX) will appear in the generated booking URL.

3. Use automation in your third-party tool, such as a mail merge feature, to replace placeholders (XXXX) with

actual guest data.

4. Deploy the customized booking link in your campaigns or workflows.

e Once a guest clicks the link, their information will automatically populate the booking form.
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Booking Calendar availability and location options [New]

With Booking Calendars, you have the flexibility to define when and where you're available to meet. This
configuration can be tailored to suit different scenarios, ranging from simple weekly schedules to complex, multi-
location setups. This guide will walk you through how availability and locations are managed in OnceHub.

Where Availability is Pulled From
Availability settings can be managed at two levels:
1. Profile-Level Availability:

» By default, Booking Calendars use the availability set at the user profile level. This reflects your regular
working hours and standard meeting locations.

e To adjust profile availability, click your profile picture in the top-right corner and select Scheduled meeting
availability.

2. Booking Calendar-Level Availability:

¢ Each Booking Calendar can either inherit profile availability or be customized for specific needs.

e This is useful for unique scenarios, such as accommodating different time zones, VIP clients, or team events.

Configuring Locations

OnceHub allows you to define meeting locations as:

1. Virtual: Video conferencing through connected tools like Zoom or Google Meet.
2. Physical: Specific addresses, office spaces, or meeting rooms.

3. By Phone: Where you initiate a phone call with the number they provided.

Combining Location Options

OnceHub lets you tailor meeting locations to suit different scheduling needs.

You can set up a hybrid approach with specific locations assigned to different days of the week or give your guests
the flexibility to choose their preferred meeting type.

Hybrid Setup

Assign different location types to specific days of the week to accommodate a flexible work schedule.

e Example: A financial advisor could schedule in-office consultations from Monday to Wednesday, and then host
virtual meetings via Zoom on Thursday and Friday.

Guest Choice

Allow your guests to select their preferred meeting location for the same time slot.
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e Example: A consultant could offer the option of a virtual meeting on Google Meet or an in-person session at
their office.

e Example: A therapist might let clients choose between a phone call or an in-person appointment at the clinic.

These approaches help you align your availability with your guests' preferences while accommodating a flexible
work schedule.

Physical Locations and Resource Scheduling

Physical locations provide flexibility to accommodate simple setups, such as a single address, or more complex
configurations with multiple rooms or resources.

Here are examples of how to use physical locations effectively:

Single Location
Set a single physical address as the meeting location. This option is ideal for businesses operating from one office

or storefront.

e Example: A therapist schedules all in-person sessions at their main clinic address.

Dedicated Meeting Rooms
Assign multiple rooms within a physical location to efficiently manage your resources. Appointments are

automatically booked in the next available room using pooled availability.

e Example: A co-working space allows clients to book private offices, shared desks, or conference rooms based
on availability.

You can also include additional information such as parking instructions, building access codes, or directions,
which will be shared with guests in their booking confirmation.

To learn more about using resource scheduling, please see Booking Calendar room and resource scheduling.

Date-Specific Overrides

Once you've established recurring availability and meeting locations, you can use date-specific overrides to
manage unique scenarios. These overrides allow you to customize availability or locations for specific dates.

Examples of when to use Date-Specific Overrides:
1. Time Off: Remove availability for a week while you're on vacation.

2. Temporary Location Changes: Exclude a physical location if you're working remotely or traveling.

3. Special Events: Add a new physical location for meetings at a business convention.

You set this by clicking your profile picture in the top-right corner and then Scheduled meeting availability.

Customizing Availability and Locations for Multi-Host Booking Calendars

For Booking Calendars with multiple hosts, you can define shared or individual settings by selecting
the Customize availability and locations option in the Booking Settings Tab:
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e For All Hosts: Set unified availability and locations for all hosts and co-hosts.

e For Some Hosts: Customize availability and locations for each host individually.
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Configuring Profile-Level Availability for Booking Calendars
[New]

Control when clients can schedule meetings by defining your availability. This feature integrates with your
connected calendar, and coordinates with Meeting Locations to specify when and where meetings can be
scheduled.

For a guide on Meeting Locations, please see our Meeting Locations for Booking Calendars article.

Availability can be configured at two levels.
Availability can be retrieved from your user profile settings or customized on your Booking Calendar.

¢ Profile-Level Availability: Simplifies availability management when multiple Booking Calendars share the
same schedule.

¢ Booking Calendar-Level Availability: Allows for unique schedules for individual Booking Calendars.

Each Booking Calendar can be configured to use either its own unique availability, or to inherit the availability
defined in your profile.

Setting up Profile-Level Availability

When first setting up your availability, we recommend starting by configuring your default, recurring availability
under your profile settings.

Accessing Your Scheduled Meeting Availability:

1. Click on the profile icon located in the top-right corner.

2. Select Scheduled Meeting Availability from the dropdown.

OnceHub offers two methods to manage your availability:

e Weekly Working Hours: Your default, recurring booking times.

e Date-Specific Overrides: Override your default availability for specific dates, such as for vacation days or
special events.

Setting Your Weekly Working Hours:

Your account is preconfigured with default time slots from 09:00 to 17:00, Monday through Friday.
To modify these settings:
1. Click the Edit weekly working hours button.

2. Adjust the preset hours using the Add and Remove icons within the Weekly Working Hours tab.

3. For each time block, define the corresponding meeting location(s) by highlighting the location icon.
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Customizing with Date-Specific Overrides (optional)

1. Navigate to the Date-Specific Overrides tab, accessible from either the Weekly Working Hours popup or
the Scheduled Meeting Availability section.

2. Choose the date you wish to modify from the calendar on the left.

» Adjust Time Blocks: Add or remove time blocks to override your standard hours.

e Change your Meeting Location: Select or deselect location icons to override your meeting location.

To remove all availability for a specific day, simply remove all time blocks.
Saving Your Profile Settings

1. Once your availability is configured, click Apply to save the changes.

If you would like to set availability for specific Booking Calendar, please take a look at our Configuring Availability
for Specific Booking Calendars article.
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Configuring Availability for Specific Booking Calendars [New]

You can configure the availability settings for each Booking Calendar to either inherit your default user profile
availability or define unique availability specific to that Booking Calendar.

We recommend that you set your profile availability as your standard availability for all Booking Calendars, making
it easier to adjust if your regular work schedule changes. Then use Booking Calendar-specific availability to offer
certain meeting types during unique hours that differ from your usual schedule.

In this article we will be covering how you can customize the availability for a specific Booking Calendar.
How to Access Your Booking Calendar Settings:

1. Click Booking Calendars in the left-hand menu.
2. Select the Booking Calendar you want to modify.

3. Navigate to the Availability and Location section from the Booking Settings tab.
(Note: At least one host must be assigned to the Booking Calendar before this section is visible).

Customizing your Booking Calendar Availability

By default, your Booking Calendar inherits availability settings from your user profile.

To customize the availability for this specific calendar:

1. Select the Customize availability and location radio button.
Upon selection, you will see two tabs:

* Weekly Working Hours: Define your standard, recurring booking times here.

» Date-Specific Overrides: Use this section to adjust your typical availability for specific dates.

NOTE: Remember that any availability settings you specify here for this Booking Calendar will override the default
availability you've set in your user profile.

Defining Your Weekly Working Hours

The Weekly Working Hours tab allows you to define your standard booking schedule and the locations where
those bookings will occur for this Booking Calendar.

How to modify your weekly working hours:

1. Click the Edit link in the Weekly Working Hours tab.
2. Use the Add and Remove icons to adjust the preset time blocks.

3. Define the meeting location(s) for each time slot by clicking the corresponding meeting location icon.
(For more information on Meeting Locations, see the Meeting Locations for Booking Calendars article ).

4. Click Apply to save the changes.
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Customize with Date-Specific Overrides

The Date-Specific Overrides feature allows you to adjust your standard availability for specific dates. This is useful
for accommodating events, holidays, or other instances where your regular schedule may not apply.

Learn more about date-specific overrides:

For detailed instructions on how to use this feature, see the following articles:

e How to Extend your availability
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How to Extend Your Availability for One-Time Events [New]

To accommodate periods of high demand, such as seasonal peaks, you might need to temporarily offer more
meeting availability than your usual schedule allows.

Booking Calendars allows you to easily extend your availability as needed. The following steps will guide you
through the process.

Step 1: Determine Your Availability Level

First, determine whether your Booking Calendar is using your profile availability or whether availability is set
directly on the Booking Calendar.

Follow these steps to identify where your availability is configured:

1. Open Booking Calendars from the left-hand menu.
2. Select the specific Booking Calendar you want to modify.

3. Locate the Availability and Location section under the Booking Settings tab.
(This will indicate whether the Booking Calendar retrieves availability from the user profile settings or its own
customized availability.)

Step 2: Access Date-Specific Overrides and Add Availability
Once you've identified where your availability is retrieved from, you can add extra meeting slots for specific dates
using the Date-Specific Overrides feature.

If your availability is set at the Booking Calendar level:

1. Click on the Date-Specific Overrides tab.
2. Click Add date override.

3. Adjust your additional availability using the popup window.
(This allows you to set specific times outside your regular schedule for the chosen dates.)

4. Click Apply to save and close the popup.

5. Click Save at the bottom of the Booking Calendar to save your changes.

If your availability is retrieved from the user profile settings:

Open the Date-Specific Overrides feature by following these steps:

1. Click on your profile picture in the top-right corner of your screen.

2. Select Scheduled Meeting Availability from the dropdown menu.

From here, the process for creating additional availability is the same as when managing it at the Booking Calendar
level.

For more detailed instructions for managing or changing availability settings, refer to our Availability for Booking



Calendars article.
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How to Block Availability for One-Time Events [New]

Sometimes, unexpected events like business travel or personal time off require you to block your usual meeting
availability. With Booking Calendars, OnceHub makes it easy to adjust your schedule temporarily, so your

availability reflects your current commitments.

There are two simple methods to block your availability:

1. Using Your Connected Calendar
Create "Busy" events in your connected calendar (like Google or Outlook) to automatically block out your

availability in OnceHub. Learn how to block availability using your connected calendar.
2. Setting a Date-Specific Override in OnceHub
Customize availability directly in OnceHub for specific dates or times when you'll be unavailable. Find out how

to set up a date-specific override.

Both options allow you to maintain control over your schedule and ensure a smooth booking experience for your
invitees. Choose the method that best fits your needs, and reclaim your time when you need it most!
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How to Block Availability for One-Time Events From Your
Calendar [New]

There may be situations when you need to block off your usual meeting availability. For instance, you might be
traveling for business or taking personal time off.

With Booking Calendars, blocking your availability from your connected calendar is simple.

Blocking Availability Using Your Connected Calendar

You can easily block availability using either your default connected calendar or a sub-calendar

Using Your Default Calendar

Blocking availability on your default calendar is straightforward:

1. Open your calendar application linked to your account.

2. Create a "Busy" event for the specific time slots you want to block.

By using your default calendar in this way, it will immediately block off your availability in OnceHub.

Using a Sub-Calendar

If you prefer not to clutter your default calendar, you can utilize an existing sub-calendar or create a new one
specifically for blocking availability.

1. Create or designate a sub-calendar on your calendar application.
e For example, name it "Blocked Availability".
2. Go to User Integrations in OnceHub.
3. Find the option labeled Busy Time Is Retrieved From and update this to use your sub-calendar.

e This step ensures that the system retrieves availability information from the correct calendar.

Once set up, you can create "Busy" events on the sub-calendar just as you would on the default calendar. This
method keeps your main calendar tidy and separates blocked time from other events.

Additional Help

If you need more detailed instructions for managing or changing availability settings, refer to our Availability for
Booking Calendars article for further guidance.

90


https://help.oncehub.com/help/configuring-availability-for-booking-calendars

How to Block Availability for One-Time Events in OnceHub
[New]

There may be situations when you need to block off your usual meeting availability. For instance, you might be
traveling for business or taking personal time off.

With Booking Calendars, you can easily block availability directly within OnceHub in just a few steps:

Step 1: Determine Your Availability Level

First, determine whether your Booking Calendar is using your profile availability or whether availability is set
directly on the Booking Calendar.

Follow these steps to identify where your availability is configured:

1. Open Booking Calendars from the left-hand menu.
2. Select the specific Booking Calendar you want to modify.

3. Locate the Availability and Location section under the Booking Settings tab.
(This will indicate whether the Booking Calendar retrieves availability from the user profile settings or its own

customized availability.)

Step 2: Access Date-Specific Overrides and Remove Availability
Once you've identified where your availability is retrieved from, you can remove availability for specific dates using
the Date-Specific Overrides feature.

If your availability is set at the Booking Calendar level:

1. Click on the Date-Specific Overrides tab.
2. Click Add date override.

3. Adjust your availability using the popup window.
(This allows you to override specific times for the chosen dates.)

4. Click Apply to save and close the popup.

5. Click Save at the bottom of the Booking Calendar to save your changes.
If your availability is retrieved from the user profile settings:
Access the Date-Specific Overrides feature by following these steps:

1. Click on your profile picture in the top-right corner of your screen.

2. Select Scheduled Meeting Availability from the dropdown menu.

From here, the process for removing availability is the same as when managing it at the Booking Calendar level.

Note: To completely remove all availability for a specific day, simply remove all time slots.
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Additional Help

If you need more detailed instructions for managing or changing availability settings, refer to our Availability for
Booking Calendars article for further guidance.
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Meeting Locations for Booking Calendars [New]

Meeting locations define where your guests can meet with you when scheduling an appointment. These options
integrate with your availability settings, ensuring that the offered meeting locations are relevant for the selected
time slots.

Meeting Location Types

You can offer three types of meeting locations:

Video Conferencing:

e Use connected tools like Zoom or Google Meet to conduct virtual meetings.

e Choose the type of video link you would like to use based on your preferences:

¢ Unique Links for Each Booking: Generate a unique video link for every individual booking, ensuring each
meeting has its own dedicated space.

e Static Link for All Bookings: Use a single, pre-defined video link provided by your video conferencing tool
for all meetings.

e Video links will automatically be added to both the calendar event, as well as the notification emails sent to you
and your guest.

Phone:

e |nitiate a phone call with your guest using their provided phone number.

e Guests will automatically be prompted to enter their phone number during booking.

Physical Location:

e Specify an address, office, or meeting room for in-person meetings.

Defining Availability for Locations

Meeting locations are set up along with your weekly recurring, or date specific availability, by selecting the location
icon next to each availability time slot.

For detailed steps, see the Configuring Availability for Booking Calendars article.

Learn more about Physical Locations and Resource Scheduling

Physical meeting locations can be set up to accommodate various scenarios, ranging from a straightforward
configuration using a single office calendar room to more complex setups involving shared workspaces.

To learn more about these options and how to manage resource scheduling, read the Booking Calendar Room

and Resource Scheduling article.
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Booking Calendar Room and Resource Scheduling [New]

Integrating Booking Calendars with your productivity suite’s room directory simplifies the process of managing
physical meeting spaces, such as meeting rooms or conference rooms. OnceHub allows you to connect room
workspaces, ensuring that bookings align with room availability while eliminating scheduling conflicts.

Supported Platforms

e Microsoft 365 Room Workspaces.

e Google Workspace Room Workspaces.

How to Connect Your Room Workspace

Follow these steps to integrate room scheduling with your OnceHub account:

1. Click the gear icon in the top-right corner and then Locations and Rooms.
If no Location exists, click Add location and provide the address.

Select Add rooms and choose the workspace you wish to connect.
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Click Connect and follow the on-screen instructions to complete the process.

How It Works

Once connected, you can create a Location in OnceHub and designate specific rooms for scheduling. Depending
on your configuration:

¢ Single Room: Bookings are assigned to a specific room, with events automatically added to its calendar.

e Multiple Rooms: Bookings are dynamically allocated to any available room from the selected pool.

Key features include:

e Conflict-Free Scheduling: OnceHub reads busy times from the connected room calendars to prevent
overlapping bookings.

e Automated Updates: Calendar events are created directly in the selected room'’s calendar for better
coordination.

Using Rooms with Booking Calendars

After creating a Location and assigning its associated rooms, they will be available for use as physical meeting
locations in Booking Calendars.

e Access for Users: All users can assign these Locations to their Booking Calendars.

¢ Admin Management: Only administrators can manage the Locations and Rooms lobby to configure room
resources.



Benefits of Room and Resource Scheduling

1. Optimized Resource Usage: Dynamically allocate rooms to ensure efficient use of meeting spaces.

2. Accurate Availability: Prevent double bookings by automatically syncing room schedules with calendar
events.

3. Time-Saving Automation: Eliminate manual room allocation with automatic booking and calendar updates.

4. Customizable Configurations: Tailor room setups for single or multiple resource scenarios based on your
needs.
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Connecting a Secondary Calendar [New]

Connecting a secondary calendar allows you to pull busy time from additional calendars, ensuring events like
personal appointments are considered when managing bookings. For example, connecting your personal calendar
as a secondary calendar can prevent bookings from overlapping with events such as doctor appointments or
family commitments.

How to Connect a Secondary Calendar

Follow these steps to connect a secondary calendar:

Accessing User Integrations

1. Click on your profile icon located in the top-right corner of the screen.

2. Select User Integrations from the dropdown menu.

Connecting Your Calendar

1. Select the type of calendar you want to connect under Available Integrations (e.g., Google Calendar, iCloud
Calendar).

2. Click on Connect a secondary calendar.

3. Follow the on-screen prompts to complete the calendar connection process.

Managing Your Secondary Calendar

Secondary calendars are used exclusively to retrieve busy time—OnceHub bookings can not be created in them
directly. If your connected secondary calendar includes multiple sub-calendars, you can specify which sub-
calendars should be used to pull busy time.

Follow these steps to manage your secondary calendar:
Accessing User Integrations

1. Click on your profile icon located in the top-right corner of the screen.

2. Select User Integrations from the dropdown menu.

Managing Your Secondary Calendar

1. Click on the tile representing the secondary calendar you want to manage.
Click Edit next to the option labeled Busy Time Is Retrieved From.

Use the checkboxes to choose which sub-calendars should be used to pull events indicating busy time.
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Click Save to confirm your changes.

Additional Actions:

Disconnecting a Secondary Calendar: If you no longer wish to use the secondary calendar, you can disconnect it:



e Click Disconnect to remove the secondary calendar.

e Remember, disconnecting a secondary calendar will stop busy time retrieval.

Frequently Asked Questions (FAQs)

Can | connect more than one secondary calendar?

Yes, multiple secondary calendars can be connected as long as they are supported.

Can | connect different types of calendars, such as Google and Microsoft 365?

Yes, you can connect calendars of mixed types to pull busy time.

What happens if there's a connection issue with my secondary calendar?

If a connection error occurs:

e Busy time from the secondary calendar will temporarily not be retrieved.

e Bookings may overlap with events on the secondary calendar since only busy time from your primary calendar
will be used.

e You will receive an email alert and see an in-app notification to help you reconnect the secondary calendar.

What happens if | disconnect my primary calendar?

If your primary calendar is disconnected, all secondary calendar connections will automatically be disconnected.
You will need to reconnect both the primary and secondary calendars to resume pulling busy time.

Can | use this feature with Booking Pages?

No, the secondary calendar feature can only be used with Booking Calendars.
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Booking Calendar Meeting Types [New]

Booking Calendars offer flexible meeting types to accommodate a range of scheduling needs, including single-
host, multi-host, and multi-guest setups. Whether you're scheduling one-on-one meetings, team collaborations,
or group sessions, these options ensure you can customize the booking experience for your requirements.

Meeting Types Overview

Single-Host Meeting (Pre-Assigned): A specific host is designated upfront.

Single-Host Meeting (Dynamic): The host is selected dynamically from a predefined Team.

Multi-Host Meeting (Pre-Assigned): Specific hosts and co-hosts are assigned upfront.

Multi-Host Meeting (Dynamic): Hosts and co-hosts are selected dynamically from a predefined Team.

Multi-Guest Meeting: Allows additional guests to be included during booking.

Meeting availability and locations can be customized individually for each Booking Calendar or pulled directly
from the host's profile settings, ensuring flexibility across all meeting scenarios.

Single-Host Meeting Types

Single-Host Meetings are ideal for sessions requiring only one host. These meeting types fall into two categories:

Pre-Assigned Single-Host Meetings:

A single designated host manages all meetings, ideal for solo professionals or service providers managing their
own schedules.

Examples:

¢ Consultations with a Specialist: A fitness trainer offering one-on-one sessions.
e Client Appointments: A lawyer scheduling legal consultations.

e Interview Scheduling: A recruiter conducting candidate interviews.

Dynamic Selection Single-Host Meetings:

Dynamic selection single-host meetings use Teams to assign meetings to available team members based on
predefined distribution methods, such as round-robin or load balancing.

Examples:
e Customer Support Sessions: Assign the next available support agent to a client query.

e Sales Demos: Rotate available sales representatives for product demonstrations.

e Onboarding Calls: Distribute new clients among onboarding specialists.

Multi-Host Meeting Types

Multi-Host Meetings are ideal for sessions requiring multiple hosts or co-hosts. These meeting types also fall into
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two categories:

Pre-Assigned Multi-Host Meetings:

Specific hosts and co-hosts are permanently assigned to a Booking Calendar, ensuring the same team members
attend every meeting.

Examples:

e Group Interviews: A hiring committee interviewing a candidate together.

e Customer Success Calls: A customer success manager and sales development representative hosting a
success call.

Dynamic Selection Multi-Host Meetings:

Hosts and co-hosts are dynamically selected from predefined teams using distribution methods based on
availability or workload. Each Booking Calendar can assign multiple teams and distribution methods
simultaneously.

Examples:

e Technical Support Calls: Assign both support agents and developers for advanced client queries.
e Sales and Onboarding: Schedule meetings with both a salesperson and an onboarding specialist.

e Recruitment and Onboarding: Schedule sessions with both a recruiter and an HR coordinator.

Multi-Guest Meeting Types

Multi-Guest Meetings allow clients to invite additional participants, such as colleagues, partners, or family
members, during the booking process. This feature can be enabled using the Additional Guests option in
the Booking Form settings.

Examples:

e Couples Therapy Sessions: A therapist hosting sessions for couples.
e Family Consultations: A school counselor meeting with parents and students.

e Wedding Planning Meetings: A planner meeting with a couple and their family.

By leveraging these Booking Calendar Meeting Types, you can create a tailored scheduling experience for any
scenario—whether managing solo meetings, team collaborations, or group sessions. Customize your Booking
Calendar settings to maximize flexibility, efficiency, and client satisfaction.
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Setting up Booking Calendar Team Scheduling Scenarios
[New]

Host and Co-Host(s) (Panel Meeting)

In a panel meeting setup, guests book a session where the host and co-hosts participate together in the same
meeting.

Availability is determined by the time slots where all assigned users are available simultaneously.
How to set up a panel meeting

1. Open the Booking Calendars lobby by clicking on Booking Calendars in the lefthand side menu.
2. Click on the Booking Calendar you want to edit.

3. Use the Add host and co-hosts dropdown to select all users or Teams that should attend the booking, then
click on Add.

e If the Booking Calendar did not have a host before, a pop-up will appear to confirm who the host should be.

e The email settings and Meeting locations that will be available for your guests to choose from is
determined by the host you select.

* You can change the host at any time in the Host and co-hosts section by clicking on the three dots to the
right of the users added to the Booking Calendar and clicking Set as host.

After assigning your hosts, review the Availability and Location settings to ensure they align with your scheduling

needs.

Distributed Meeting (Dynamic Host Selection)
Dynamic host selection uses a pre-created Team to distribute meetings among available members based on a

chosen distribution method:

How to set up dynamic host meeting types

1. Open the Booking Calendars lobby by clicking on Booking Calendars in the lefthand side menu.
2. Click on the Booking Calendar you want to edit.
3. Use the Add host and co-hosts dropdown to the Team that should be used for bookings, then click on Add.

e The email settings and Meeting locations that will be available for your guests to choose from is
determined by the member of the Team that is being booked with.

4. Next you can choose the distribution method of the bookings for the Team right beneath the Add host and
co-hosts dropdown.

¢ Any Available Team Member: Ideal for offering guests the widest range of available time slots to choose
from.

¢ Round Robin (Equal Distribution): Perfect for ensuring an even distribution of meetings across your team.

5. Next you can click on Manage next to Workload to define a maximum number of bookings that a team
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member can accept

These scenarios offer flexibility to match a variety of team structures and scheduling needs. Whether you're
managing a collaborative meeting, balancing team workloads, or providing centralized scheduling options, multi-
host setups ensure a seamless experience for both guests and hosts.
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Booking Calendar Meeting Distribution Options [New]

OnceHub Teams allows you to distribute meetings among team members, helping you:

e Optimize Scheduling Efficiency: Evenly distribute meetings without conflicts.
e Balance Workloads: Prevent overbooking for individual team members.
e Enhance Guest Flexibility: Allow guests to book based on shared team availability.

e Improve Resource Management: Tailor meeting distribution based on meeting type and team capacity.

Meeting Distribution Methods

Booking Calendars offers two primary distribution methods:
Any Available Team Member:

e Displays the combined availability of all team members in a single calendar view.
e Guests can select the time that best suits them from the shared availability.

e Assign priority levels so team members with higher priority are booked first when multiple members share the
same time slot.

Round Robin (Equal Distribution):

e Automatically assigns meetings to team members in a balanced rotation.
e Only one team member's availability is shown at a time.

e Once a guest books with a team member, the system rotates to the next available member.

Creating Teams

You can create teams through the Account Menu or directly within a Booking Calendar.
From the Account Menu:
1. Click the gear icon in the top-right corner and select Teams.

2. Click Add Team.

3. Enter a Team Name, assign members, and click Save.

From a Booking Calendar:

1. Open the desired Booking Calendar.
2. Click the Host and Co-Hosts dropdown and select Create New Team.

3. Name the team, add members, and click Save.
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Selecting Distribution Methods for Individual Booking Calendars

Once a team is created, you can customize the Meeting Distribution Method for each Booking Calendar:

1. Open the desired Booking Calendar.
2. Go to the Host and Co-Hosts dropdown.

3. Select the team and choose the preferred distribution method:

e Any Available Team Member

e Round Robin (Equal Distribution)

This flexibility ensures the meeting distribution aligns with the specific scheduling needs of each calendar.

Choose the set up that best aligns with your team’s structure and scheduling needs for a more efficient, client-
friendly booking experience.
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Booking Calendar Time Slot Settings [New]

Time slot settings control how your availability is presented to clients, including when bookings can be made, how
often time slots appear, and how far in advance meetings can be scheduled. Properly configuring these settings
helps you manage availability effectively and avoid overbooking.

Accessing Time Slot Settings

1. Click Booking Calendars in the left-hand menu.
2. Select the Booking Calendar you want to edit.

3. Scroll to the bottom and click Time Slot Settings.

Lead Time

Lead Time determines how much advance notice is required before a meeting can be booked. This setting
ensures you have enough time to prepare before each meeting.

Example: If you set a lead time of 1 day, clients will only see available slots starting 24 hours from the current time.

Timeframe Window
Timeframe Window controls how far in the future clients can book appointments, restricting availability to a

specific time range.

This setting is useful when you want to avoid long-term bookings that may require adjustments closer to the
meeting date, such as in industries where demand fluctuates.

e You have the option to set the window as a sliding window. This can be configured based on either a specified
number of calendar days or bookable days in the future.

e Or, you can set a specific date range for once off timeframe windows.

Example: If you set a 30-day limit, clients can only schedule meetings up to 30 days from the current date. Beyond
this period, no time slots will be available.

Time Slot Display

Time Slot Display determines the minimum gap between available booking times, as well on which minute marks
slots should appear. For example, available time slots can be set to appear every 15 minutes, 45 minutes, or 2
hours.

It is useful when you have a large amount of availability and want to space out how often slots appear in the
calendar. Note that it does not account for existing calendar events (see Buffer Time below).

Example: If you set the increment to 15 minutes and the start times to HH:00 & HH:15, available slots will appear
at 9:00 AM, 9:15 AM, 10:00, 10:15 AM, and so on.
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Buffer Time

Buffer Time adds a gap before and after each booked meeting to prevent back-to-back scheduling and allow
preparation or travel between meetings.

Example: If you set a 30-minute buffer before and after each meeting, a 1-hour meeting scheduled at 10:00 AM
will block availability from 9:30 AM to 11:30 AM.
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Booking Calendar Workload Management [New]

Workload Management prevents team members from becoming overwhelmed by limiting the number of
bookings they can receive per day, week, or month. This helps maintain productivity while ensuring a balanced

workload.

How Workload Management Works

e Set Booking Limits: Specify the maximum number of bookings a team member can accept per day, week, or
month.

¢ Independent Per Calendar: Each Booking Calendar has its own separate booking limit. Bookings made
with Calendar A will not affect the limit for Calendar B, even if the same host is used in both calendars.

Where to Find the Setting

To Manage Workload Limits:

1. Click Booking Calendars in the left-hand menu.
Select the Booking Calendar you want to edit.

Navigate to the Host and Co-Hosts section in the Booking Settings Tab.
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Click Manage next to Workload and adjust the limit as needed.

By setting workload limits, you can ensure that your team remains productive without becoming overburdened,
creating a balanced and efficient scheduling process.
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Booking Calendar Booking Forms [New]

The Booking Form gathers essential guest information to streamline the scheduling process. By default, it includes

fields for Full Name and Email, as well as conditional fields for Meeting Location and SMS notifications. The
form is also highly customizable, allowing you to collect additional information from guests.

Customizing Field Order and Labels

You can customize the Booking Form to better suit your needs by:

¢ Editing Field Labels: Change both the internal and guest-facing labels to clarify the type of information
required.

e Reordering Fields: Drag and drop fields to rearrange their order.

e Marking Required Fields: Mark fields as required, which will display an asterisk (*) next to the field to indicate
it must be completed.

Conditional Questions

Conditional Questions only appear on the Booking Form when specific settings are enabled in your account or
Booking Calendar.

e Location: Appears when multiple meeting location options (e.g., physical address, phone call, virtual meeting)
are configured for the host.

You have the option to present these choices to your guests as either a dropdown list or radio buttons while
they complete the booking form.

e SMS Notifications: Displays when SMS notifications are enabled, giving guests the option to opt in for text
message updates.

Adding Additional Guests
You can allow guests to add up to 10 additional guests during the booking process. These additional guests will
receive guest notification emails and be invited to the meeting.

To Enable Additional Guests:

1. Open the Booking Calendar you wish to edit.
Select the Booking Form Tab.

Drag the Additional guests question from the toolbar on the right into the form section.
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In the right toolbar, choose which information should be entered when an additional guest is added.

e Email address (Required)
o Full name

e Relationship
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Adding Custom Questions

You can add extra fields to collect more information from your guests.
To Add a Question:

1. Open the Booking Calendar you wish to edit.
. Go to the Booking Form Tab.
. Drag the desired question type from the toolbar on the right into the form section.

2
3
4. Alternatively, click on a question in the toolbar to automatically add it to the bottom of the form.
5

. Configure the question’s settings and click Save.

Custom Question Options

You can add as many questions as needed and customize each one using the following settings:

¢ Internal Label: Only visible to internal users for organizational purposes.
e Question Text: The visible text displayed to guests on the Booking Calendar.

e Answer Storage: Choose whether the response is stored only in the booking details or stored to a specific
Custom Field for use with downstream integrations.

e Answer Required: Decide if the question must be answered before the booking can be completed.

Question Types and Customization
e Text Question:

e Character Limit: Set the maximum number of characters allowed in the answer.

¢ Hidden Field: Configure the question to be hidden from guests, enabling you to pass internal information
without exposing it to your guests.

e Single Select and Multi-Select:

* Answer Options: Provide a list of options for guests to choose from.

® Question Style: Choose whether the options appear as a Dropdown List or Buttons.

e Phone:

* Number capture: Allows you to capture the guest's phone number without needing to enable SMS
notifications.

Redirecting Guests to an External URL After Booking

You can redirect clients to an external URL after they complete their booking, which can be useful for:

e Thank You Pages: Redirect clients to a confirmation or thank you page.
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e Payment Pages: Direct clients to complete payment after booking.

e Survey Forms: Collect feedback or additional details through a post-booking survey.

For steps on how to redirect to an external URL, please click here.
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Mapping Booking Calendar Questions to Custom Fields [New]

In this guide, you will learn how to efficiently map questions in your Booking Calendar to save data in custom fields,
as well as pre-fill your Booking Calendar with guest information using booking links.

For information on creating custom Contact Fields, please take a look at our Fields Library article.

Understanding Field Types

When mapping questions in your Booking Calendar, it's crucial to determine whether the data should be stored in
a Meeting field or a Contact field. Here's how they differ and when to use each:

Meeting Fields

Use Meeting Fields for information that is unique to a specific meeting, such as:

e Details about the purpose or context of the meeting.
e Mapping data to Salesforce Event and Case fields.

e Mapping data to Hubspot Meeting fields.

Contact Fields

Use Contact Fields for information that identifies or describes the individual, such as:

e Personal details, like name and email.
e Mapping data to Salesforce Contact or Lead fields.

e Mapping data to Hubspot Contact fields.

How to Map a Question to a Field

Each Booking Calendar allows you to configure which Questions will be saved into a custom field using the
following steps:

1. Open the Booking Form Tab of the Booking Calendar.
2. Select the Question you want to save to a custom field.
3. Select the field you want to map to using the Field Mapping dropdown in the pane on the right.

4. Click on Save.

Once completed, the responses to the mapped questions will be automatically saved in OnceHub and can be
included in integrations with tools like Salesforce, Hubspot, or Zapier.

Pre-filling Information in Your Booking Calendar

After mapping your questions to fields, you can create customized booking links to pre-fill your guests' details. Pre-
filled booking forms save time and reduce errors by avoiding the need for manual data entry. Within OnceHubyou
have 2 options for how to pre-fill Booking Calendars for your guests:
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e For a specific guest: Manually enter guest information into the booking link. Use this option if you already have
the guest details available.

e Via third party tool: Toggle on placeholders for specific fields in the booking link. Then, use a mail merge or

similar feature in your third-party tool (e.g., a CRM or email platform) to dynamically insert guest details.

Please take a look at our Pre-filling Guest Information in Your Booking Calendar article for a detailed guide.
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How to Pass Booking Data using Hidden Fields [New]

Hidden fields in Booking Calendars allow you to add invisible text questions to your booking form. These fields are
never shown to guests filling out the form, enabling you to pass internal data like campaign sources, tags, or
known customer details discreetly.

This feature is particularly valuable for campaign tracking, lead tagging, and integrating customer information
seamlessly into your workflows.

Key Benefits of Hidden Fields

¢ Discreet Data Handling: Pass internal data without displaying it to guests or relying on URL parameters.

e Enhanced Tracking: Simplify campaign tracking and lead tagging for marketing and operational needs.

How Hidden Fields Work
With any Free Text question in your booking form, you can enable the Hide this question from visitors toggle.

This ensures that:

e The question will not be visible to guests filling out the form.

e The field remains hidden in the transcript in the guest’s notification emails and the calendar event associated
with the booking.

When you enable the Hide this question from visitors toggle, you can populate the hidden field data in two
ways:

1. Pre-Fill via URL: Use the pre-fill feature to populate the hidden field dynamically through the URL. If data is
pre-filled via URL, it will override any set fallback value.

2. Fallback Value: Set a default value that will be used if no data is provided via URL.

Note: When you toggle Hide this question from visitors, the Answer required toggle becomes unavailable.
Since the question is hidden from guests, it's not possible to require an answer.

How to Create a Hidden Field

Here's how you can set up a hidden field in your booking form:
Navigating to the Booking Form Tab

1. Click on Booking Calendars in the left-hand side menu.
2. Select the Booking Calendar you want to modify.

3. Go to the Booking Form tab.

Creating the Hidden Field
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1. Select Free Text in the Add Questions pane on the right.

Provide an internal label and enter the question text.

Map the question to a field using the Field Mapping dropdown.
Toggle on Hide this question from visitors.

(Optional) Enter a Fallback value to use in case no pre-fill data is provided.
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Click Save.

Pre-Fill Hidden Fields Using a URL

You can pass information through a URL without displaying it to your guests.

To achieve this, first map the question to a Field. Once mapped, you can utilize our Pre-fill feature to construct
a URL that includes the data you wish to capture in the hidden field, and then share this URL with your guests.

Sending Hidden Field Data to Third-Party Tools
Hidden field data can be mapped to Fields for integration with third-party tools like CRMs or automation platforms

(e.g., Zapier).

To achieve this, first map the question to a Field. Once mapped, you can set up mapping for the third-party tool
that includes the hidden field. For guides on setting up mapping for various third-party tools, please take a look at
the following articles:

¢ Integrating OnceHub with Salesforce
¢ Integrating OnceHub with HubSpot
e Automate Your Scheduling Workflow by using Zapier

e Automate Your Scheduling Workflow with Our API

Using hidden fields enables you to pass valuable data silently while maintaining a clean and distraction-free
experience for your guests. By combining fallback values, URL pre-filling, and third-party integrations, you unlock
powerful possibilities for tracking, segmentation, and workflow automation.
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Booking Calendar Guest Notifications [New]

Guest notifications in Booking Calendars keep clients informed by automatically sending confirmation and

reminder messages related to their appointments. This guide explains how to configure standard notifications and

create custom workflows for more personalized communication.

Default Guest Notifications

Each Booking Calendar includes standard notifications that are automatically set up to keep guests informed
about their bookings. These default notifications ensure that guests receive essential updates without requiring
additional setup.

Standard Notifications (Automatically Enabled):

Meeting Confirmation: Sent immediately after a booking is made to confirm appointment details.

Meeting Reminder: Sent, by default, 1 hour before the scheduled meeting.

Meeting Rescheduled: Notifies clients when the meeting date or time is changed.

Meeting Reassigned: Alerts clients when the meeting host changes.

Meeting Cancellation: Informs clients when a meeting has been canceled.

These default notifications provide a consistent client experience, ensuring that clients stay updated throughout
the booking process. You can customize these notifications or create advanced workflows for more tailored
communication.

Creating a Custom Notification Template

For more control over the timing and content of notifications, you can create a Custom Notification Template.
This allows you to set multiple notifications at different stages of the booking lifecycle, including multiple
reminders.

To Create a Custom Notification Template:

1. Click the gear icon in the top-right.

2. Select Guest Notifications from the dropdown.
3. Click + New notifications template.

4. Enter aTemplate Name and click Create.

5

. Choose your notification types: Email, SMS, or both by checking the appropriate boxes for each stage of the
booking lifecycle.

Adding Meeting Reminders:

e Add up to 3 reminders for both Email and SMS by clicking + Add reminder.

e Specify the reminder timing using the dropdown menu.

SMS Consent:
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If you include SMS notifications in your notification template, a consent checkbox will automatically appear on the
Booking Form to collect the guest's phone number and consent. Without consent, SMS notifications will not be
sent.

Your new account comes with 25 complimentary SMS credits, and additional credits can be purchased in the billing
section as needed.

Customizing Emails:

e Click Customize email to personalize the subject line and message body.

e Align the content with your brand'’s tone and style.

Note: Only account administrators can create or edit Custom Notification Templates. Member users can apply
existing templates to their Booking Calendars but cannot modify them.

Email Customization Options

Personalizing your notification content ensures guests receive relevant information in a professional format
aligned with your brand.

You Can Customize:

e Text Formatting: Font size, Bold, Italics, Underline, Strikethrough, Font Color
e Layout Formatting: Content Align, Bulleted List, Numbered List
¢ Free Text Sections: Add custom messages, instructions, and images.

e Variables: Insert dynamic details like guest names, meeting times, or rescheduling links.

Using Variables in Guest Notifications:

When customizing the email template, simply type @ to access a list of available variables. From this list, you can
select a variable to automatically populate the email with the relevant guest or meeting details. Both system fields
(predefined fields) and custom fields (fields you've created) can be used as variables.

Please read our Mapping Booking Calendar Questions to Fields article if you want to learn how to map
questions from your Booking Calendars to Fields so that they can be used in your guest notifications.

Examples of Variables:

e Contact Data: Full name, Email address, Phone number

e Meeting Data: Date, Time, Reschedule link

Testing and Activating Your Notifications

To ensure your notifications work correctly, test them before applying them to live calendars.

To Activate and Test Notifications:

1. Click Booking Calendars in the left-hand menu.
Select the Booking Calendar where you want to apply the workflow.

Go to the Notifications Tab.
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Select your custom template from the dropdown menu and click Save.
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5. Test Your Setup: Create a test booking to verify notifications are received as expected.
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Booking Calendar User Notifications [New]

User notifications, help hosts stay informed about booking-related events. Notifications can be sent via SMS or
email. This guide explains how to configure your notifications to suit your preferences and manage them
effectively.

What Are User Notifications in OnceHub?

User notifications are alerts sent to hosts to inform them about important booking events, such as scheduled
meetings, cancellations, or reminders. Notifications are customized for each host in their Profile to ensure they
only receive relevant updates.

Notification Methods: SMS and Email

Notifications can be sent using the following methods:

1. Email Notifications (Primary Method):

e Email is the default and primary method for sending notifications.

e Hosts can receive detailed updates directly in their inbox, ensuring they stay informed even without access
to their phone.
2. SMS Notifications (Optional):

e SMS can be enabled as a supplementary method to ensure urgent notifications are received promptly.

e SMS messages will be sent to the mobile number provided in your profile.

Customizing Your Notification Preferences

Tailor your OnceHub notifications to stay informed about your scheduled events.

To customize your notifications:

1. Go to your Notification Settings:

e Click your profile icon in the top right corner.

e Select User Notifications from the dropdown.

2. Choose your notification methods:

e Use the checkboxes to select email, SMS, or both for each notification type.

e Notification types include:

Meeting scheduled
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Meeting rescheduled
Meeting reminder
Meeting reassigned

Meeting canceled

3. Set up SMS notifications:

e Enter your mobile number in the Mobile Number field at the bottom of the User Notifications section to
receive SMS alerts.

Creating Booking Notifications for Your Team

Stay informed about booking activities across your team using the Alert Center. This feature lets you create alerts
for specific booking lifecycle events, such as confirmations, cancellations, or reschedules. You can also choose who
receives these alerts, ensuring key updates are delivered to the right team members.

To learn about setting up and managing alerts, visit the Alert Center Help Article.

Important Notes

e Email Priority: Email notifications are the preferred method and are typically used for detailed updates.

e SMS Notifications: Enabling SMS notifications requires SMS credits, which can be purchased separately. To
learn more, visit our SMS Credits in OnceHub article.

¢ Flexibility: Hosts can choose the combination of notification methods that work best for their needs.
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Calendar Events in Booking Calendars [New]

Calendar events are an indispensable tool for keeping your bookings organized and professional. They save time,
ensure attendees have all the critical details, and enhance your workflow.

With OnceHub, every booking automatically generates a calendar event in the User's connected calendar, while
also adding the guest, as well as any other attendees, for a smooth scheduling experience.

If your calendar is not yet connected to OnceHub, we recommend reviewing our guide for detailed instructions on
how to set it up.

Customizing Calendar Events in Booking Calendars

Customizing calendar events ensures that your bookings include clear, personalized details for you and your
guests. Whether you need to make adjustments to event titles, add dynamic information, or exclude specific
details, Booking Calendars provides versatile options to manage event notifications effectively.

1. Accessing the Booking Calendars Section

* Navigate to Booking Calendars in the left-hand menu.

2. Selecting a Calendar

e Choose the specific Booking Calendar you want to edit.

3. Customizing the Template

e Open the Notifications tab to control and customize how calendar events are generated. Within this tab,
you have two key options:

Exclude Guests: Check the Exclude guests box to exclude guests from the calendar event when
necessary.

Customize the Calendar Event: Click Customize to modify the calendar event to better suit your needs.

4. Saving Your Updates

e After completing your changes, click Save to confirm and apply the updates.

Customization Options

Booking Calendars allows you to tailor calendar events with a range of options for adding context and relevant
details to every booking notification.

What You Can Customize

¢ Free Text Sections: Include custom messages or instructions tailored to the event.
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e Variables: Use variables to dynamically populate event details such as guest names, booking times, or
rescheduling links.

Using Variables in Calendar Events

When customizing your calendar template, simply type @ to access a list of available variables. From this list, you
can select a variable to automatically populate the calendar event with the relevant guest or meeting details. Both
system fields (predefined fields) and custom fields (fields you've created) can be used as variables.

Please read our Mapping Booking Calendar Questions to Fields article if you want to learn how to map
questions from your Booking Calendars to Fields so that they can be used in your guest notifications.

Examples of Variables:

e Contact Data: Full name, Email address, Phone number

e Meeting Data: Date, Time, Reschedule link
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Booking Calendar Redirect [New]

The Booking Calendar redirect feature allows you to redirect guests to an external URL after they complete a

booking. This is useful for:

e Thank You Pages: Redirect guests to a confirmation page after booking.
e Payment Pages: Direct guests to complete payment after booking.

e Survey Forms: Collect feedback or additional information post-booking.

How to Set Up Redirects
To Set Up a Redirect After Booking:

1. Click Booking Calendars in the left-hand menu.

2. Select the Booking Calendar you want to edit.

3. Go to the Booking Form Tab.

4. Scroll to the bottom and locate Redirect to an External URL.
5

. Toggle the option On to enable redirection.

Specify a Custom URL for Each Scenario:

In the right-side toolbar, you can specify unique URLs for the following actions:

e After guest schedules: Direct guests to a confirmation page.
o After guest reschedules: Redirect guests to a page confirming the updated meeting time.

e After guest cancels: Guide guests to a cancellation confirmation page.

Send Meeting Information to the Redirected Page

You can use the Include mapped fields data on redirect page toggle in the right-side toolbar to send the
following data via URL to the page that is redirected to:

e Booking Calendar ID

Meeting subject

Meeting status

e Meeting creation time

Meeting starting time

Guest name and email

Questions mapped to fields
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By using Booking Calendar redirects, you can guide guests seamlessly to the next steps after booking, improving
the overall scheduling experience and ensuring follow-up actions are completed smoothly.
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Adding UTMs to Your Booking Calendar [New]

UTM parameters are tags added to your booking links to track booking sources, refine marketing, and boost
bookings. By understanding where your bookings originate, you can tailor your marketing strategies for maximum
effectiveness.

Add UTMs to your Booking link when sharing as a Page

Follow the steps below to add UTM parameters when sharing your Booking Calendar as a standalone page:

1. Navigate to the Booking Calendar Lobby:

e Open the Booking Calendars Lobby.
e Locate the Booking Calendar you wish to share.

e Click the Share button associated with that calendar.

2. Enable UTM Parameters:

¢ In the pop-up window, check the UTM Parameters checkbox.
3. Enter Your UTM Values:
¢ Enter the appropriate values for each UTM parameter (e.g., utm_source, utm_medium, and utm_campaign).

4. Copy and Share:

e Click Copy & close to copy the URL with UTM parameters to your clipboard.

You can now share this URL with your guests.

Adding UTMs to your personal webpage where you have an embedded Booking Calendar

Follow the steps below to add UTM parameters to your Booking Calendar which is embedded directly on your
website:

1. Begin UTM Parameters:

* Add a question mark (?) to the end of your webpage URL. This marks the beginning of your UTM parameters.

2. Enter UTM Parameters:

e Add your desired UTM parameters immediately after the question mark.
e Format each parameter as parameter=value.

e Example: utm_source=LinkedIn.

3. Include Additional UTM Parameters (if applicable):

e If you need to add more UTM parameters, separate them with an ampersand (&).

e Example: &utm_medium=Social&utm_campaign=JanuaryPromo.
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e The resulting URL will resemble: https://yourwebsite.com?
utm_source=LinkedIn&utm_medium=Social&utm_campaign=januaryPromo.

Use this full URL to direct visitors to your site with the added UTM tracking.

Key Points to Remember:

e Consistency is Key: Maintain consistent naming conventions for your UTM parameters across all campaigns

e Accurate Values: Ensure the values you enter accurately reflect the source, medium, and campaign of your
link.

e Testing: Always test your UTM parameters by clicking on the generated URL and verifying the data is being
recorded correctly in your analytics platform.

Adding UTM parameters provides vital data that helps you understand the effectiveness of your marketing efforts.

This data enables you to make informed decisions, optimize your campaigns, and ultimately drive more bookings.
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Managing Guest Activities [New]

Activities is the centralized hub where you can manage all guests’ activities. It provides advanced filtering options
to quickly locate the information you need and create valuable datasets that can serve as the foundation for
creating comprehensive reports.

Furthermore, Activities allows you to execute various actions, including managing meetings, reviewing chatbot
conversations, and viewing routing form responses.

Accessing Activities and Viewing Details

To access Activities click on Activities in the left-hand navigation menu.

Once inside the Activities section, you'll see a list of all guest interactions. Each activity contains details such as
activity type, time, and status.

e By clicking on any activity, you'll open the Details pane, which shows all information captured for that specific
activity.

e The Contact Details pane on the right displays a summary of the guest's information along with their recent
activity history.

Viewing Related Activities
Sometimes you'll need to trace how an interaction evolved, such as seeing a rescheduled meeting or a cancellation

associated with a specific activity. Here’s how to do that:

1. Click on the activity you'd like to investigate.
2. Click on the three-dot menu at the top of the activity’s Details pane .

3. Select View related activities from the dropdown menu.

This will display any connected activities, providing you with a clearer context of the guest's interaction timeline.

Managing Meetings in Activities

Activities allows you to take several important actions to manage your meetings efficiently. For more information
about each action, please take a look at the articles linked below:

e Cancel Meetings: Cancel a meeting directly from the Activities section if the meeting is no longer needed.

Reschedule Meetings: Either reschedule a meeting on behalf of the guest or send them a request to choose a
new time.

Reassign Meetings: Assign the meeting to another user on your account to ensure the right team member
handles the interaction.

Allow Meeting Overlap: Select whether a specific meeting can be scheduled over to accommodate double
bookings.

Mark Meetings as No-Show: If a guest misses a meeting, you can mark it as a no-show to maintain accurate
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attendance and reporting records.

Using Activities for Reporting

Activities isn't just for managing interactions, it's also a powerful tool for reporting. Make use of the following
features to generate and export data:

e Advanced Filtering: Apply filters to narrow down activities based on criteria like meeting type, date range, or
status. This helps you focus on specific data quickly.

e Export Datasets: After applying filters, export a dataset containing all the relevant activities. You can use this
for reports, record-keeping, or sharing with team members.
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Cancelling Meetings Made with Booking Calendars [New]

Managing meeting cancellations effectively ensures that all parties are informed and updated. This article will help
you to understand the effects of cancelling meetings and how to properly cancel them.

Effects of Cancelling a Meeting

When a meeting that was made using a Booking Calendar is cancelled:

e Calendar Update: The calendar event's status changes to free, and CANCELLED is added to the event title for
easy identification.

¢ Guest Notification: Cancelation notifications are sent to the guest based on the Guest notification
template that was used by the Booking Calendar.

e User Notification: Cancellations notifications are sent to the hosts based on their User Notifications settings.

How to Cancel a Meeting from Your Connected Calendar Application

If you are using the Two-Way Sync feature found within User Integrations in your account, you can cancel a
meeting directly from your connected calendar.

1. Open your calendar application.
2. Locate the scheduled event for the meeting.

3. Delete the event to cancel the meeting.

Once deleted, the cancellation will sync automatically with OnceHub and notify the relevant parties.

Note: This feature is not available for hosts that make use of iCloud Calendars.

How to Cancel a Meeting from Within OnceHub

You can also cancel a meeting directly in OnceHub through the following steps:

Navigating to the Meeting

1. Click on Activities in the left-hand navigation menu.

2. Select the meeting you want to cancel from your list of activities.

Canceling the Meeting

1. Click the Cancel button near the top of the meeting information pane.
2. Enter a Cancellation Reason in the pop-up.

3. Click Cancel the meeting to confirm.
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Reassigning Meetings Made with Booking Calendars [New]

Managing meeting reassignments effectively ensures that all parties are informed and updated. This article will
help you to understand the effects of reassigning meetings and how to properly reassign them.

Note: Meeting reassignment is only available on selected plans..

Effects of Reassigning a Meeting

When you reassign a meeting that was made using a Booking Calendar, several updates occur automatically.
Here's what to expect:

e Calendar Update: The original calendar event is deleted, and a new calendar event is created using the new
host's integrated calendar.

e Guest Notification: Reassignment notifications are sent to the guest based on the Guest notification
template that was used by the Booking Calendar.

e User Notification: Reassignment notifications are sent to the hosts based on their User Notifications settings.

How to Reassign a Meeting to a New Host

Follow these steps to smoothly reassign a meeting to a new host while ensuring all relevant details are updated.

Navigating to the Meeting

1. Click on Activities in the left-hand navigation menu.

2. Select the meeting you want to reassign from your list of activities.

Reassigning the Meeting to a new Host

1. Click the Reassign button near the top of the meeting information pane.
2. Select the new host in the pop-up.
3. Click on Next.

Updating the Meeting Location
When reassigning you can decide how to manage the Meeting location:

e Keep the original location

e Generate a new meeting link using the new host's video conferencing integrations.

Confirming the Reassignment

Once you've selected your preferred location option, click Reassign to confirm the changes.
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Rescheduling Meetings Made with Booking Calendars [New]

Managing meeting reschedules effectively ensures that all parties are informed and updated. This article will help
you to understand the effects of rescheduling meetings and how to properly reschedule them.

Effects of Rescheduling a Meeting
When you reschedule a meeting that was made using a Booking Calendar, several updates occur automatically.

Here's what to expect:

e Calendar Update: The calendar event is updated to the new time slot.

e Guest Notification: Notifications about the reschedule are sent to the guest based on the Guest notification
template that was used by the Booking Calendar.

¢ User Notification: Notifications are sent to the hosts based on their User Notifications settings.

How to Reschedule a Meeting on Behalf of the Guest

OnceHub simplifies rescheduling meetings. If you've already discussed a new time or are currently on a call with
your guest, you can easily reschedule on their behalf.

Rescheduling a Meeting from Within OnceHub

You can reschedule a meeting directly in OnceHub by following these steps:

Navigating to the Meeting

1. Click on Activities in the left-hand navigation menu.

2. Select the meeting you want to reschedule from your list of activities.

Rescheduling the Meeting

1. Click the Reschedule button near the top of the meeting information pane.
Select Reschedule on behalf of the guest.

Click on Next.

Select the new date and time for the meeting.

Provide the Reschedule reason.

o v oA~ W N

Click on Reschedule to confirm.

Rescheduling a Meeting from Your Connected Calendar Application
If you are using the Two-Way Sync feature found within User Integrations in your account, you can reschedule a

meeting directly from your connected calendar.

1. Open your calendar application.
2. Locate the scheduled event for the meeting.

3. Move the event to the desired time slot to update the meeting.
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The change will sync automatically with OnceHub and notify the relevant parties.

Note: This feature is not available for hosts that make use of iCloud Calendars.

How to Send a Reschedule Request to your Guest

Should you need to reschedule a meeting with your guest and are unsure of their availability, you can send them a
reschedule request, allowing them to choose a new time at their convenience.

Navigating to the Meeting

1. Click on Activities in the left-hand navigation menu.

2. Select the meeting you want to reschedule from your list of activities.

Rescheduling the Meeting

1. Click the Reschedule button near the top of the meeting information pane.
Select Ask the guest to reschedule.
Click on Next.

Provide the Reschedule Reason.

ok W

Click on Cancel and request reschedule to send the request to them.

After the request is sent, the original meeting will be cancelled and the calendar event updated. A new meeting will
be created once the guest books using the request notification that was sent to them.
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Allowing for Meeting Overlaps with Booking Calendars [New]

The Meeting Overlap feature empowers you to accept new meetings, even if they occur simultaneously with
existing scheduled meetings. This functionality provides enhanced flexibility, productivity, and booking efficiency.
Below, we outline the benefits, functionality, and steps to enable meeting overlaps either directly within OnceHub
or through your connected calendar.

Benefits of Meeting Overlap

e Maximize Productivity and Revenue: Keep your calendar optimized by addressing no-shows and increasing
the number of qualified meetings you conduct.

e Enhanced Flexibility: Dynamically manage your schedule by accepting meetings, even when slots are
occupied.

¢ Increased Booking Capacity: By freeing up overlapping time slots, you can boost the total meetings booked.

¢ Seize Opportunities: Never miss a potential meeting simply because a time slot appears occupied.

How it works

The Meeting Overlap feature gives you control over whether already existing scheduled meetings can be booked
over or not. This setting determines if new meetings can be scheduled during overlapping time slots.

e You can configure overlap settings on a per-meeting basis within the Activities section in OnceHub.

e |f your account uses the Two-Way Sync integration with a connected calendar, status updates (such as marking

an event as Free or Busy) will be automatically synced to OnceHub.

Note: This feature only works with one-on-one Meetings.

How to Allow for Meeting Overlaps from Within OnceHub

You can easily allow for meeting overlaps directly in OnceHub through the following steps:
Navigating to the Meeting

1. Click on Activities in the left-hand navigation menu.

2. Select the meeting you want to reschedule from your list of activities.
Setting the Overlap Meeting preference
Use the Meeting Overlap feature within the meeting’s details pane to choose if the overlap is allowed.

¢ Not Allowed: Disallow meetings from overlapping with the existing meeting.

¢ Allowed: Allow new meetings to be scheduled even if they overlap with the existing meeting.
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How to Allow for Meeting Overlaps from Your Connected Calendar Application
If you are using the Two-Way Sync feature found within User Integrations in your account, you can allow for
overlaps directly from within your connected calendar.

Toggling on Two-Way Sync in OnceHub

1. Click on the gear icon in the top-right.

2. Select User Integrations from the dropdown.
3. Click on your primary calendar integration tile.
4

. In the Two-Way Sync section, toggle on Updating the meeting in [calendar application] updates the
meeting in OnceHub.

Updating the Event in Your Calendar Application

1. Open your calendar application.
2. Locate the scheduled event for the meeting.

3. Change the event's status to update the meeting.

* Busy: Disallow meetings to overlap with the existing meeting.

* Free: Allow new meetings to be scheduled even if they overlap with the existing meeting.

The change will sync automatically with OnceHub.

Note: This feature is not available for hosts that make use of iCloud Calendars.
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Filtering Your OnceHub Activities [New]

OnceHub provides a powerful filtering feature that enables you to easily find and analyze the activities of your
guests who have interacted with your OnceHub products. Use filters to narrow down your search and save time by
focusing on the most relevant activities.

Activities can be accessed by clicking on Activities in the left-hand navigation menu

Free Text Filter

The Free Text filter, located in the top-left corner of the Activities, allows you to search for activities like meetings
or form submissions that include specific text.

How to Use the Free Text Filter
e Simply type any text into the filter box to find activities that match your query.
e For more precise filtering, use specific search operators as described below:
Search Operators for Free Text Filter:

e OR Operator: Use OR to search for multiple terms. Results will include activities containing either or both
terms.

Example: “John@example.com OR Bob@example.com” will return matches for activities involving either email
address.

e AND Operator: Use AND to combine filters and retrieve activities that meet all specified conditions.

Example: “Scheduled AND Reassigned” will return activities that are both scheduled and reassigned.

Advanced Filter Options

Advanced filters offer more specific criteria to narrow down your search.
How to Use Advanced Filters

1. Click the filter box next to the Free Text filter.

2. Select one or more filters to limit the results according to the chosen parameters.

Note: You can further refine your search by combining multiple advanced filters or applying the Free Text filter
alongside them.

Custom Filters

If you frequently use certain filter combinations, you can save them as Custom Filters for quick access in the
future. Saved filters allow you to reproduce the same search criteria without needing to manually re-enter the
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details every time.
Saving a Custom Filter:

1. Apply the desired filters in Activities.

2. Click the Save as link next to the applied filters.

3. Enter a name for your new filter in the pop-up window.
4

. Click Save new filter to finalize.

Accessing Custom Filters:

Your saved filters are stored in the Custom Filters section on the left-hand menu of the Activities page.
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Exporting Your OnceHub Activities [New]

Our export feature allows you to generate a dataset of all guest activities in your account, with optional filtering to
help you refine the data as needed. This guide will detail the export process, providing you with a valuable dataset
that can serve as the foundation for creating comprehensive reports.

Available Export Formats

Reports can be exported in the following formats:

e CSV

e Excel

Refining Your Dataset Before Exporting

To ensure your exported dataset includes only the data you need, you can apply filters to narrow down the
records. For more details on filtering options, refer to our Filtering Your OnceHub Activities article.

How to Export Activities
Navigating to the Activities

1. Click on Activities in the left-hand navigation menu

Applying Filters (Optional)

1. Apply filters or select a Custom filter as required.

Exporting the Activities

1. Click on Export in the top-right corner.

2. Select your preferred export format from the dropdown menu (e.g., CSV or Excel).
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Automate Your Scheduling Workflow by using Zapier [New]

Automating your workflow with Zaps can save you time and reduce repetitive tasks. By connecting OnceHub to
Zapier, you can transfer Booking Calendar data to your preferred applications effortlessly. Depending on how you
collect and manage guest information, you can set up Zaps using either Meeting Fields or Contact Fields. Here's
how to get started:

What Are Zaps?

Zaps are automation workflows that link different apps through Zapier. For OnceHub users, Zaps allow the
automatic transfer of guest information to your tools of choice, ensuring efficient data management.

Automating with Meeting Fields

Meeting Fields are specific to a meeting that was booked during the scheduling process, like meeting details or
preferences. If you're looking to automate data from these fields, please see our guide on Setting up a Zap for
Booking Calendars Using Meeting Fields.

Automating with Contact Fields

Contact Fields contain guest-specific information, such as names and email addresses, rather than details tied to a
single meeting. To automate processes using Contact Fields, please see our guide on Setting up a Zap for
Booking Calendars Using Contact Fields.
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Setting up a Zap for Booking Calendars Using Contact Fields
[New]

In this guide, you will learn how to automate guest information transfer from Booking Calendar Contact fields to
your preferred applications via a Zap.

For information on how to capture guest data in Contact Fields, please take a look at our Mapping Booking
Calendar Questions to Global Fields article.

Setting up the Zap

After mapping your data in OnceHub, follow these steps to create a Zap that retrieves the correct contact when a
guest interacts with you.

Step 1: Opening the Zapier pop-up
1. Navigating to Zapier Settings:

e Click the gear icon located in the top-right corner of the page.

e Select Zapier from the dropdown menu.

2. Initiating Zap Creation:

* Go to the Add Zaps section.

e Search for the application with which you want to create a Zap.

Step 2: Choosing a Template

1. Alist of Zapier templates will appear below. Select the one that best fits your needs.

2. Click Add Zap to use your chosen template.

Step 3: Configuring the Trigger Step
1. Confirm the Trigger event and OnceHub account that should be used.

e For example, you can use the Booking Lifecycle Event trigger to have the Zap trigger whenever a change to
a booking is made.

2. Complete the test step to ensure the trigger functions correctly.

Step 4: Adding a New Zap Step

1. In the flowchart, click on the + (Add step) button to introduce a new step.

2. Choose OnceHub from the list of applications.

Step 5: Adding the Find Contact Action
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1. Select Find Contact from the Action event dropdown.
Click Continue to proceed to the Configure step.
Select Contact email from the Find Contact by dropdown.

Click the + and select Contact - Email for the Value field.

vk W

Complete the test step to verify the action.

Step 6: Mapping Data to Your Application

1. In the Action for the destination application, proceed to its Configure step.

2. Add values to required fields by clicking the +.

e Select Find Contact in OnceHub, to map data from the corresponding OnceHub contact fields.

e Or Booking Scheduled in OnceHub, to map booking related data such as Meeting time.

w

. Click Continue once you are done mapping data to your application.

»

Complete the test step to ensure the data is successfully sent to your application.

Step 5: Publishing the Zap

Once you are happy with your configuration, click on Publish to turn on the Zap.
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Setting Up a Zap for Booking Calendars Using Meeting Fields
[New]

In this guide, you will learn how to automate guest information transfer from Booking Calendar Meeting fields to
your preferred applications via a Zap.

For information on how to capture guest data in Meeting Fields, please take a look at our Mapping Booking
Calendar Questions to Custom Fields article.

Setting up the Zap

After mapping your data in OnceHub, follow these steps to create a Zap that retrieves the correct contact when a
guest interacts with you.

Step 1: Opening the Zapier pop-up
1. Navigating to Zapier Settings:

e Click the gear icon located in the top-right corner of the page.

e Select Zapier from the dropdown menu.

2. Initiating Zap Creation:

* Go to the Add Zaps section.

e Search for the application with which you want to create a Zap.

Step 2: Choosing a Template

1. Alist of Zapier templates will appear below. Select the one that best fits your needs.

2. Click Add Zap to use your chosen template.

Step 3: Configuring the Trigger Step
1. Confirm the Trigger event and OnceHub account that should be used.

e For example, you can use the Booking Lifecycle Event trigger to have the Zap trigger whenever a change to
a booking is made.

2. Complete the test step to ensure the trigger functions correctly.

Step 4: Mapping Data to Your Application

1. Inthe Action for the destination application, proceed to its Configure step.

2. Add values to required fields by clicking the + to insert data.

* Meeting fields that you created will be labeled as Custom Fields and at the bottom of the list in the pop-up.

3. Click Continue once you are done mapping data to your application.
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4. Complete the test step to ensure the data is successfully sent to your application.

Step 5: Publishing the Zap

Once you are happy with your configuration, click on Publish to turn on the Zap.
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Getting started with Booking pages [Classic]

Booking pages can be customized in many different ways. However, you only need to follow a few basic steps to start receiving
bookings:

1. Set up your meetings

2. Customize your branding

3. Share your link

Step 1. Set up your meetings

Set your availability

You may have already configured your availability in the onboarding wizard. If you're satisfied with the rules you set for your
availability, you can skip this.

Every User can set their own availability, which OnceHub applies to all the Booking pages they own. You can update your User
availability in your profile by selecting your profile picture or initials in the top right-hand corner - Profile settings — Availability —»
Scheduled meetings.

@nESEHb Meetings © © Live chats = Qo ® @ ®
Chatbot: =S|
@ e Chatbots @ \ .

D @ chatbots lobby

(@ Targeted chatbot settings % Filter with free text Vv

= Meetings  Emails
chatbet Type Status Started  Complsted  Abandoned ' [“RCBS RO
2
CRMBot
Targeted ® Published 0 0 0 o o
Q Dec 10,2020 argete ublishe
o Elva .
Dec 17,2020 Targeted Draft 0 0 0 0 o
ExampleBot
Nov 27, 2020 Targeted ® Published 19 8 1" e .
HealthyB
ealthyBot Targeted ® Published o 0 0 0 0
Dec 10, 2020
Industries 3, 4,5 Targeted ® Published 0 0 0 0 0
Dec 01, 2020
New visitors Targeted ® Draft [] o 0 0 0
# % Need help? Dec 10, 2020
L %7 We're herel )
NiceCo standalone A N N . . .

Figure 1: Update your availability
Learn more about your availability

Connect your calendar

With a connected calendar, OnceHub knows not to offer times you're busy to people booking with you. It also adds all booked
appointments to your calendar automatically.

If you didn't already connect your calendar in the onboarding wizard, you can update your OnceHub profile and integrate. In the top
right-hand corner, select your profile picture or initials = Profile settings — Availability — Calendar connection.
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Figure 2: Connect your calendar

By default, OnceHub reads busy time from your main calendar. If your connected account has multiple calendars—for instance, one
for work and another for personal events—you can opt to have OnceHub read busy time from them as well.
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Figure 3: Associated calendars retrieving busy time

Learn more about how OnceHub reads busy time

Connect your video conferencing

Booking Pages seamlessly integrates your booking activities with Zoom, Google Meet, Microsoft Teams, GoToMeeting, or Webex
Meetings through all phases of the booking lifecycle. When a booking is made, video conferencing session details are integrated with

Next step: Select Google Meet in the Booking page conferencing settings. Learn more

When connected to Office 365 Calendar via OAuth, dynamic Microsoft Teams links can be

OnceHub communicates with GoToMeeting using an encrypted OAuth 2.0 connection.

OnceHub communicates with WebEx Meetings using an encrypted OAuth 2.0 connection.

< 0@ (@

+/ Connected

all Booking Pages notifications and a video conferencing session will be created automatically.

Your customer will receive all connection details in the scheduling confirmation email and calendar invite.
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Figure 4: Connect to video conferencing

If you're taking video meetings, you'll need to update your Booking page to reflect this.
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Figure 5: Add video conferencing to your Booking page location

Adjust Event types

You can offer one or more Event types to the people booking with you. With your new account, you have three Event types ready-

made:

e 15-minute meeting
e 30-minute meeting

e 60-minute meeting

If you only want one or two, you can remove the extra from your Booking page. Hover over the left-hand menu and go to the Booking

pages icon = Booking pages — your Booking page — Event types.
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Figure 6: Adjust your Event types
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If you'd like, you can adjust the Event types' names, time duration, and more by clicking Edit while you're adjusting the associated
Event types at Event types — relevant Event type.

To update the name, click on the three horizontal dots next to the Event type's name and select Primary settings.

To update the time duration, go to Time slot settings — Event type duration.
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Figure 7: Update your Event type settings

Learn more about Event types

Step 2. Customize your branding

Add customer-facing details

Schedule
Booking page [ suzarmeem v

®m

L3

Price Configuration

63 Edit
83 Edit
€3 Edit

Privacy notice

You can include a headshot, welcome message, and more by updating the Public content section at Booking pages — your Booking

page — Public content.
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Figure 8: Add customer-facing details

Step 3. Share your link

You can grab your link to share it by clicking the quick share icon in the top menu.
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Figure 9: Share your link

That's it! You're all set to receive bookings.

Want to learn more?

e Offer multiple locations or conferencing options from a single link
¢ Make date-specific exceptions to your availability

e Manage your bookings
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Working With vs. Without a Connected Calendar [Classic]

When using OnceHub, you have the option to operate with or without connecting your personal calendar. While
it's possible to accept bookings without a connected calendar, integrating your calendar is strongly recommended
to improve the efficiency and accuracy of your scheduling process.

Recommendation

Using OnceHub without connecting a calendar may be suitable for simple use cases or one-off scenarios where
you don't need to integrate with a personal schedule. However, for a more automated and convenient booking
experience, we strongly recommend adding a connected calendar. This ensures accurate, real-time availability

management and reduces the risk of scheduling conflicts.

To make an informed decision, it's important to understand how working with a connected calendar compares to
working without one. Here's what happens in both scenarios.

Working With a Connected Calendar

When you connect a personal calendar to OnceHub, you enjoy several benefits that make managing your bookings
more efficient:

Automated User Calendar Events

OnceHub automatically adds new bookings as events to your connected calendar. This saves you time and ensures
your calendar always reflects your updated schedule.

Automated Guest Calendar Events

Oncehub automatically adds the guest to the user’s calendar event. This helps keep the guest up to date and
reduces the risk of no-shows.

Shared Busy Time Across Booking Pages

Busy time from your calendar blocks availability across your Booking Pages, preventing double bookings or
scheduling conflicts.

Advanced Integration Features

With a connected calendar, you can reschedule OnceHub bookings directly by adjusting the relevant event in your
calendar. The changes are automatically updated in OnceHub.

Note: This feature is not supported for iCloud calendars.

Working Without a Connected Calendar

You can still use OnceHub without connecting a personal calendar, but there are some important limitations to
consider:

Independent Busy Times on Booking Pages

Each Booking Page operates in isolation, meaning bookings made on one page will not block availability on others.
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If you manage multiple Booking Pages, you must manually monitor and avoid overlapping bookings.

Manual Calendar Updates

OnceHub provides ICS file links in scheduled meeting emails. These files allow you to create calendar events
manually for each booking. While functional, this requires extra effort to keep your schedule synchronized.
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Using Booking pages with your video conferencing app
[Classic]

In this article, you will learn how to configure your booking pages for use with your video conferencing app.

Our integration with video conferencing apps automatically creates meetings in your third-party app. Customers
receive a single OnceHub confirmation, including all meeting details in their local time zone. You can configure
your Booking pages to use the video call app by editing the Conferencing / Location section of the Booking page.

Connect OnceHub to your third-party video conferencing app first, and then follow these steps:

1. Hover over the left hand menu and go to the Booking pages icon - Booking pages — relevant Booking page
- Conferencing / Location (Figure 1).

< @ Booking page: Suzie main page -

Overview Conferencing / Location

Event types @ Meeting channel

Associated calendars Will be added to the location and description fields in the calendar event
(®) Virtual meeting: Video conferencing or phone call

Recurring availabilit
8 Y () Face-to-face meeting: Address or location

Date-specific (O Don't use conferencing or location

availability

Conferencing / 5

Location @ Who provides conferencing information?

User notifications (® Conferencing information is provided by the Owner (you)

() Conferencing information is provided by the Customer
Public content

Share & Publish [
@ Edit conferencing information

Conferencing information header *

Conferencing information

Display this information to customers when they pick a date and time *

Figure 1: Conferencing / Location section
2. Inthe Meeting channel step, select Virtual meeting: Video conferencing or phone call.

3. For Who provides conferencing information? step, select Conferencing information is provided by the

Host (you).

z 148


https://help.oncehub.com/help/introduction-to-booking-pages
https://help.oncehub.com/help/booking-page-location-settings-section
https://help.oncehub.com/help/connect-your-video-conferencing-app
https://help.oncehub.com/help/booking-page-location-settings-section

4. To Edit conferencing information step, select the third-party video conferencing app you wish to use. (Figure
2).

@ Edit conferencing information

Conferencing information header *

‘ Conferencing information

Display this information to customers when they pick a date and time *

‘ This is a virtual meeting. The details will be sent to you.

Zoom video conferencing
You are not connected with Zoom. Connect your Zoom account

Google Meet video conferencing
The Google Meet connector requires a connected Google Calendar. Learn more

O] * Microsoft Teams video conferencing

v/ Connected with: naresh@fruitsbunch.com
Dynamic Microsoft Teams links will be added automatically to all notifications and calendar events. Learn more

Figure 2: Available video conferencing apps with Microsoft Teams video conferencing selected.

5. Click Save.

Using Session packages with video conferencing

When you use Session packages, each session includes its unique video conferencing details.

e Schedule and reschedule notification emails that are sent to a Customer include a Conferencing info link next
to each selected time.

e When the Customer clicks on the link, the scheduling confirmation page opens as if a single booking was made,
displaying the full booking details including the video conferencing information for the session.

e Every reminder that the Customer receives includes the full booking details including the video conferencing
information, as if a single booking was made.

e All calendar events for the Host and Customer include the complete video conferencing information for each
session.

@ Note:

OnceHub recommends working with a connected calendar. Learn more about the differences between
working with a connected calendar vs. working without a connected calendar

Setting the number of participants for a video conferencing session

1. Connect OnceHub to your video conferencing app.
2. Select your video conferencing app in the Conferencing / Location section for your Booking page.
3. Go to the Scheduling options settings of your Booking page or Event type.

e If you have associated your Booking page with at least one Event type, the Scheduling options are found by
going to the relevant Event type - Scheduling options.
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e If you have not associated your Booking page with at least one Event type, the Scheduling options are found
by going to the relevant Booking page - Scheduling options.

4. In the One-on-one or Group session? field, select Group session.

5. Use the drop-down menu to select the number of Customers you want to allow to attend.

6. Click Save.

@ Note:

The number of bookings per time slot set in OnceHub should not exceed your video conferencing app plan's
meeting capacity.

You're all set! When a booking is made, the session details for your selected video conferencing app are integrated
with all OnceHub notifications and the appropriate session will be automatically created. A video call will be
automatically created based on the settings you selected. When multiple Customers sign up for the same session,
such as a webinar, each booking receives the same video call details.

Learn more about using OnceHub to schedule webinars and classes
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Using Profile-level Availability with Booking Pages [Classic]

To simplify scheduling across multiple Booking Pages with various meeting locations (e.g., Zoom, in-person), you
can define your availability at the profile level. This ensures all Booking Pages share the same settings, eliminating
the need for individual configurations.

Types of Availability Settings

Profile availability is set using two methods:

e Weekly Working Hours: Define your standard, default recurring availability for each week.

e Date-Specific Override: Adjust your availability for particular dates by adding or removing time slots.

How to Use Profile-Level Availability for Booking Pages:

To use profile availability for Booking Pages, you will need to:

1. Set up your availability directly within your profile settings.

2. Configure each Booking Page to use your profile’s availability instead of using their own.

Step 1: Set up your availability directly within your profile settings.
Accessing Your Profile Settings

1. Click on the profile icon located in the top-right corner.

2. Select Scheduled Meeting Availability from the dropdown.

Setting Your Weekly Working Hours

1. Define your default, recurring availability for each week on the left.

Adding Date-Specific Overrides (optional)

1. Modify your availability for specific dates by adding or removing time slots on the right.

Saving Your Settings

1. Click Save to apply your changes.

Step 2: Configuring Booking Pages to use your profile’s availability instead of using their own.

After defining your profile-level availability, you can enable Booking Pages to adopt these settings automatically.
Accessing Booking Page Configuration

1. Open the Booking Page scheduling setup from the left-hand menu.
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2. Select the specific Booking Page you want to configure.

Using Weekly Working Hours

1. Click on Recurring availability in the left-hand menu.

2. Select Use recurring availability from [Your Name] profile.

Using Date-Specific Overrides (optional)

1. Click on Date-specific availability from the left-hand menu.

2. Select Use date-specific overrides from [Your Name] profile.

If you would prefer to set availability for each Booking Page individually, please see our Booking pages: Recurring
availability article.
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Zoom: Dynamic or static passcodes [Classic]

It's important always to use a passcode for your video meetings, in order to prevent unwanted guests from joining.

Our Zoom integration provides two options for this: a dynamic passcode or a static passcode.

Dynamic passcodes

If you're using dynamic passcodes, OnceHub assigns every Zoom meeting scheduled with a unique passcode, just
for that meeting. Dynamic passcodes are highly preferred over static passcodes because they are much more
secure. Anyone who's booked with you in the past or merely seen your conferencing information could have the
static passcode. They may try to use it again and unexpectedly joining another session.

Once you switch to dynamic passcodes, OnceHub generates a unique passcode with maximum complexity for
every single Zoom meeting, never used before and never repeated again. This is one of the most significant steps
you can take to reduce Zoom security risk.

Static passcodes

Although dynamic passcodes are more secure and highly recommended, some may wish to use a static passcode
instead. A static passcode uses the same passcode for all Zoom meetings scheduled.

The meeting ID will still be unique for each meeting but the passcode providing an extra step of security will
remain the same from meeting to meeting.
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Introduction to Booking pages [Classic]

Booking pages are the basis of OnceHub's scheduling approach. They are pages through which bookings are
made.

You can set up your Booking pages in different ways, based on your specific scheduling scenario. Each Booking
page is completely independent in its settings. Booking pages can be used with or without Event types, and can be
included in a Master page.

When included in a Master page, the availability of multiple Booking pages can be combined into one booking
calendar. Learn more about Pooled availability

You do not need an assigned product license to configure and update Booking pages, though for some features,
you do need to be an Administrator. Learn more

Booking page sections

Each Booking page contains the following sections, which you can customize for your scheduling requirements:

Overview

A summary of the Booking page's main properties. Here you can also enable or disable the Booking page with one
click. Learn more about the Overview section

Scheduling options

Define your scheduling scenario in this section. Here you can decide:

e |f you want to use Automatic booking or Booking with approval mode.
e |f Customers will book single sessions or Session packages.

e If you want to offer one-on-one sessions or Group sessions.

Learn more about Scheduling options

@ Note:

When your Booking page is associated with Event types (recommended), the Scheduling options section is
located on the Event type and not on the Booking page.

Time slot settings

Control how time slots are displayed to your Customers. You can use these settings to:

Set the meeting duration.

Control how often time slots are offered.

Set limits on the available time presented to your Customer.

Control time zone behavior.

Learn more about the Time slot settings
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@ Note:

When your Booking page is associated with Event types (recommended), the Time slot settings are located on
the Event type and not on the Booking page.

Recurring availability

Specify your availability pattern that repeats every week. Learn more about the Recurring availability section

Date-specific availability

Specify your availability for specific days if your availability differs on specific calendar dates, or if your availability
pattern is highly variable from week to week. Learn more about the Date-specific availability section

Associated calendars

Control all the settings that relate to your connected Calendar. Learn more about the Associated calendars section

Conferencing / Location settings

Specify the type of meeting location you use: a virtual meeting or a face-to-face meeting. You can also choose
whether it's set by the Owner or the Customer. Learn more about Conferencing / Location settings

Booking form and redirect

Set the meeting subject, choose the Booking form you wish to use, and decide what happens when your Customer
submits the Booking form. Learn more about the Booking form section

@ Note:

The Booking form and redirect section can be located either on the Event type or the Booking page,
depending on your Event type sections.

Customer notifications

Control the email and SMS notifications sent to your Customers, including scheduling confirmations, reminders,
and follow-ups. Learn more about the Customer notifications section

@ Note:

The Customer notifications section can be located either on the Event type or the Booking page, depending on
your Event type sections.

User notifications

Control the email and SMS noatifications that you and any additional stakeholders will receive. The User
notifications are independent of the Customer notifications. Learn more about the User notifications section

Cancel/reschedule policy

Define the time frame during which Customers are permitted to cancel and reschedule a booking, customize the
policy description presented to Customers, and choose whether Customers should provide a
cancellation/reschedule reason. Learn more about the Cancel/reschedule policy section
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Public content

Provide information about the Booking page owner. This will be displayed to Customers when they make a
booking. Here you can also set Tags, which are useful when you have a number of Booking pages combined under
a single Master page. Learn more about the Public content section
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Creating a Booking page [Classic]

Booking pages are powerful and versatile pages through which bookings are made. Booking pages can be used

with or without Event types, depending on your specific scheduling scenario.

OnceHub creates a new Booking page for every User you add. However, you may wish to add more pages to
support your organization's needs. In this article, you'll learn how to create a new Booking page.

Requirements

To create Booking pages, you must be either a OnceHub Administrator or a Member with the permission enabled

in your Profile.

You do not need an assigned product license to create a Booking page. Learn more

Creating a new Booking page

1. Go to Booking pages in the bar on the left.

2. Click the Plus button @) in the Booking pages pane. If you already have another Booking page similar to the
one you're creating, it may be quicker to duplicate the existing Booking page.

3. The New Booking page pop-up appears (Figure 1).

New Booking page

Aweb page for your Customers to schedule with you. Learn more

Public name*

Internal label*

Public link*

Owner*

Event types

Image or photo

Cancel

https://go.oncehub.com/

John Smith

15-minute meeting

Choose file
Booking

page image Need an image for
(optional) your page? See our
image gallery.

Save & Edit

157


https://help.oncehub.com/help/introduction-to-event-types
https://help.oncehub.com/help/user-type-member-vs-admin-team-manager
https://help.oncehub.com/help/common-use-cases-for-users-without-a-scheduleonce-license
https://help.oncehub.com/help/booking-pages-how-to-duplicate-a-booking-page

Figure 1: New Booking page pop-up
. Define the properties for your Booking page.

* Public name - The Public name is visible to Customers as the page title. It can be changed later in the Public
content section.

¢ Internal label - The Internal label is only visible internally and is not visible to your Customers. We
recommend using a recognizable label because the Booking page will be identified with this label
throughout our system. It can be changed later in the Overview section.

e Public link - This is the link used by Customers to access the page. The Public link must be unique and
include at least four characters. It can be changed later in the Overview section. The unique link extension
you define can be added to any of our domains in order to share the link.

e Owner - The Owner is the User who receives the bookings. Booking page ownership can be changed later in
the Overview section or the Profile of the target User.

» Editors (optional) - Editors are Users who can edit/view the page and receive User notifications. This
feature is available in multi-User accounts only.

e Event types - Event types are the meeting types offered to the Customer. We recommend associating your
Booking page with at least one Event type. The association can be changed later in the Event types section
of the Booking page.

* Image or photo (optional) - You may add a photo or image to your page, which will be visible to
Customers. It can be changed later in the Public content section.

. Click Save & Edit. You will be redirected to the Booking page Overview section to continue editing your
settings.
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Booking page access permissions [Classic]

Booking pages in a multi-User account are portable and shareable. This means they can be moved between User profiles
and accessed by multiple Users. Additionally, any User in the account can choose to subscribe to email or SMS User

notifications for a specific Booking page.

In this article, you'll learn about the different types of Booking page access permission.

Access permission levels

Access to Booking pages is determined by a User's Access permission for that specific page. There are four levels of
permission that Users can have for a Booking page: Owner, Editor, Viewer, and No access. See below for more details on

each level.

To edit Booking page access permissions, you must be a OnceHub Administrator. However, you do not need a license. Learn

more

Editing Booking page access permissions

1. In OnceHub, click Booking Pages in the left-hand navigation bar.

2. Then, open the Booking page action menu (three dots) in the Booking pages pane (Figure 1).

3. Select Booking page access.

Booking pages

Sarah Jones

* Owned by Sarah Jones (You are a

@ New Booking page
Laura Wilde [ New Category

Owned by Laura Wilde (You are a
https://go.oncehub.com/Laurawi

I Booking page access I

Learn about Booking pages

HY +

https://go.oncehub.com/Sarahj1

Figure 1: Booking page action menu

4. Use the User drop-down in the top right-hand corner to switch between Users. Use the Access permission drop-down
to determine the User's access permissions for each Booking page in the account.

£ Booking page access

Owner of Booking pages: John Smith

@ Click the » icon to manage granular permissions

Booking page Public link Owner
> John Smith ./JohnSmith5 John Smith
> Laura Wilde ./Laurawilde Laura Wilde
../Sarahj1 Sarah Jones

Sarah Jones

Figure 2: Booking page access

User:

John Smith v

Access permission Configuration

Owner @ Edit
& e

Alternatively, go to Booking pages in the bar on the left, then select the relevant Booking page — Overview section. Here
you can edit the specific Booking page's Owner and Editor (Figure 3). This method is only possible if the Administrator is
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able to edit the specific Booking page.

< @ Booking page: Sales call - Booking page | Sales call v
Overview > Overview Accept bookings ®lm
Event types Share & Publish E: 3 Owner Dana Fisher &

‘._;*i https://go.oncehub.com/salescall221 & N
Associated calendars peirie . . Editors None
¢ Personalize for a specific Customer

« Share dynamic links Time zone Eastern time (GMT-4:00) [DST] (Edit)

Recurring availability

* Publish on your website Category  None v (New)
Date-specific Locale ‘System - English (US) (default) "
availability Theme ‘ Light system theme (default) "

Location settings

User notifications A55°C'3F9d with 1lEV9“t type @ ] Included in Master pages (©)
+ 15-minute meeting

Add/remove Event types
Public content P

Share & Publish [3»

Figure 3: Edit the Owner and Editors in the Booking page Overview section

@ Note:

If you change the Owner of a Booking page, any User notifications settings you have previously customized for the
Owner will be returned to the default settings for the new Booking page Owner.

Booking page access permission levels

There are four levels of permission that Users can have for a Booking page.

Owner

This level of permission is available for both Administrator and Member User roles. The Booking page Owner is the person
who receives the bookings created via the Booking page. The Owner is the only User who can see the details of their
calendar appointments. The Owner also receives the Booking page's activity in their Activity stream and is automatically
subscribed to all email User notifications for that Booking page. There can only be one Owner for each Booking page.

e When using booking pages with a connected calendar, the booking is automatically created in the Owner’s connected
calendar.

e When using booking pages without a connected calendar, the Owner and any additional Editors can receive a scheduling
confirmation email with a calendar event that can be manually added to the calendar.

You must be assigned a scheduled meetings license to be Owner of an enabled Booking page. Learn more

Learn more about Booking page ownership

Editor

This level of permission is available for both Administrator and Member User roles. By default, an Editor has almost
complete access rights to the Booking page. An Editor also receives all activity for that Booking page in their Activity stream.
An Editor can't view the detailed information of the appointments from the Owner's calendar in the Date-specific Availability
section. The Editor can subscribe to all email and SMS User notifications for that Booking page.

You do not need an assigned scheduled meetings license to be Editor of a Booking page. Learn more

Viewer
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Only Admins can have this access level and it is the default permission when an Administrator User is created.

Viewers can see all Booking pages, Event types, and Master pages on the Booking pages setup page. Viewers also receive
all activity for all Booking pages in the Activity stream. Viewers can't edit the settings of Booking pages and don't receive
booking notifications.

You do not need an assigned scheduled meetings license to be Viewer of a Booking page. Learn more

No access

This level of permission is available for Member User role only. With this access level, the specific Booking page won't show
at all in the Member's account. Only Members can have this access level and it is the default permission when a new
Member User is created.

Granular-level access permissions

In addition to the four access levels described above, you can define granular-level (section-specific) access (Figure 4) to
Booking page sections. This applies to both Owner and Editor access levels. An Administrator editing a User profile can
choose whether to grant that User read-only or editing privileges for all Booking page sections.

To edit these settings, go to the Booking page access section and click the 2 licon at the left of each row where the User is
Owner/Editor.

Booking page Public link Owner Access permission Configuration

> John Smith .4JohnSmith5 John Smith Owner v @3 Edit

s Laura Wilde JLaurawilde Laura Wilde 5@3 Edit

John's permissions for Laura Wilde

[+ Can edit the Overview section [v/] Can edit the Location settings section

[ Can edit the Event types section [v Can edit the Booking form and redirect section
[+ Can edit the Associated calendars section [~/ Can edit the Customer notifications section

[v] Can edit the Recurring availahility section [v] Can edit the User notifications section

[+ Can edit the Date-specific availability section [+ Can edit the Cancel/reschedule policy section
[« Can edit the Scheduling options section [+/] Can edit the Salesforce settings section

[v] Can edit the Time slot settings section [v] Can edit the Public content section

Figure 4: Granular permissions
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Adding Event types to Booking pages [Classic]

Event types are a powerful tool to standardize the meeting types that will be offered on different Booking pages.
We recommend associating your Booking page with at least one Event type. This enables better modeling of
advanced scheduling scenarios (for example, multi-User scenarios using Pooled availability) and provides a better
scheduling experience for your Customers.

In this article, you'll learn about adding Event types to Booking pages.

Location of scheduling sections

When you associate Event types with Booking pages, some of your scheduling settings are related to the Event
type and some are related to the Booking page.

The table below shows the settings that are related to each:

Event type Booking page
Scheduling options Associated calendars
Time slot settings Recurring availability
Customer notifications Date-specific availability
Booking form Location settings
Payment and cancel/reschedule policy User notifications

Public content

@ Note:

If you prefer that the Booking form section and Customer notifications section are related to the Booking
page, even when you are using Event types, you can change this in the Event type sections.

Requirements

To associate Event types with a Booking page, you must have permission to edit the Event types section of the
Booking page.
Associating Event types

1. Go to Booking pages in the bar on the left. Create the Event types that you wish to use. Note that you can
also duplicate existing Event types.

2. Select the relevant Booking page.
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3. Select the Event types section of the Booking page. You will see a list of Event types you have created in your
account (Figure 1).

< Q Booking page: john -

Overview Event types
Event types > I Associated Event types: Sales demo, Consultation, Introduction
Associated calendars Select Event types for John
Recurring availability Event type Name Duration
Date-specific Sales demo 15 minutes
availability

Consultation 2 hours

Location settings ,
Introduction 15 minutes

User notifications

Figure 1: Event type section

4. Check the checkbox next to each Event type that you want to associate with this Booking page.

5. Click Save.
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Booking pages Overview [Classic]

The Booking page Overview section summarizes the main properties of a specific Booking page. It includes the Booking
page's main settings, the associated Event types, any Master pages it is included in, and share and publish options.

In this article, you'll learn about the Booking page Overview section.

To switch between the Overview sections of different Booking pages without returning to Booking page
scheduling setup, use the shortcut drop-down in the top right corner. You can disable your page to stop accepting
bookings, or enable it by clicking on the Accept bookings toggle on the top right.

‘3
@nceHUb Meetings @ ¢ Live chats @ g 0 @
Formerly Scheduleonce
[e o) . N . ) v
<  Booking page: Jessica Johnson - Booking page | Jessica Johnson
>
Overview > Overview Accept bookings @ ®» ‘
Event "
& venttypes 0 Share & Publish @ Owner Eloise Karin Brink &~
Ees
https://go.oncehub.com/Sarahjones &~ :
®© Associated calendars & pelie ! Editors None &
s Personalize for a specific Customer
« Share dynamic links Time zone Cape Town, Johannesburg, Pretoria
B Recurring availabilty « Publish on your website (GMT+2:00) (Edit)
X Category None ¥ (New)
&R Date-specific
availability Locale System - English (US) v
3
Conferencing 7 Theme Light system theme v (Edit)
& Location
a User notifications Associated with 3 Event types () _11 Included in Master pages (i)
* 30-Minute Meeting %
=3 public content * 60-Minute Meeting
* Product demo
2 Share & Publish [ Add/remove Event types

Figure 1: Booking page Overview section

Below you can find out more about the different parts of the Booking page Overview section.

Booking page primary settings

To access the Booking page primary settings, click the action menu (three dots) next to your Booking page name above
the Overview section. In the drop-down menu, click Primary settings.

Alternately, you can click on the pencil (edit) icon next to the Booking page link, the Owner field or the Editors field.

To assign someone as Owner of an enabled Booking page, they must first be assigned a scheduled meetings license.
Learn more
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Booking page primary settings [z X

A web page for your Customers to schedule with you. Learn more

Public name* John Smith )
Internal label* John Smith @
Public link* https://go.oncehub.com/ | JjohnSmithsBookingPage @
Oowner* John Smith Y ®
Event types v (@

Image or photo Choose file

Delete image

Need an image for
L your page? See our
image gallery.

Figure 2: Booking page primary settings
In the Booking page primary settings pop-up, you can edit the following:

e Public name: The Public name is visible to Customers as the page title. It can be changed later in the Public content
section.

e Internal label: The Internal label is only visible internally and is not visible to your Customers.

e Public link: This is the link used by Customers to access the page. The Public link must be unique and include at
least four characters.

e Owner: The Owner is the User who receives the bookings.

e Editors (optional): Editors are Users who can edit/view the page and receive User notifications. This feature is
available in multi-User accounts only.

e Event types: Event types are the meeting types offered to the Customer.

¢ Image or photo (optional): You can add or edit a photo or image to your page, which will be visible to Customers.

Sharing and publishing
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Share & Publish
https://go.oncehub.com/SalesCall &

* Personalize for a specific Customer
* Share dynamic links
* Publish on your website

Figure 2: Share & Publish section

The Share & Publish section (Figure 2) contains the following:

e Public link: This is your page link that your Customers can use to schedule bookings with you. Learn more about
Booking page links

¢ Personalize for a specific Customer: Creates a static link for a specific Customer. With this link, your Customer will
be able to book without having to fill out their name and email. You create this type of link for each Customer
individually. Learn more about creating a Personalized link

& Tip:
You can use the OnceHub for Gmail extension to schedule with Personalized links directly from your Gmail
account. You can generate Personalized links, copy them in a single click, and send them in an email.

Learn more about OnceHub for Gmail

e Share dynamic links: Creates a dynamic link which you can share via your CRM or mass email campaign tool. Learn
more about using Personalized links

e Publish on your website: Generates code that you can add into your website code so that you can integrate
scheduling into your website. Learn more about publishing Booking pages on websites

Main settings

@ Owner Dana &~
Editors None &7
Time zone Eastern time (GMT-4:00) [DST] (Edit)
Category None ¥ (MNew)

Locale System - English (US) ¥

Theme Light system theme ¥

Figure 3: Main settings section

The Main settings section (Figure 3) contains the following:

e Owner: The Owner is the User who receives the bookings. Each Booking page has one Owner. Learn more about
Booking page ownership

e Editors: Editors are Users who can edit/view the page and receive notifications. Any account Administrator or
Member can be an Editor.

e Time zone: Usually, this is the time zone of the Owner or the location. If you're using calendar integration, the
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Booking page time zone should be the same as the time zone of the connected calendar. Learn more about time
zone settings

e Category: Categories organize Booking pages for you and your Customers. Learn more about categories

e Locale: The selected locale sets the date/format and the language of the page. Learn more about localization

e Theme: The theme you apply to the Booking page determines the logo, design and branding on your Booking page.

Associated Event types

Associated with 2 Event types (i)
* 30-minute meeting

* G0-minute meeting
Add/remove Event types

Figure 4: Associated Event types
Use this list to review the Event types that are associated with the Booking page. To edit an Event type, click on it in this
list to navigate to it. We recommend associating your Booking pages with at least one Event type.

Adding Event types to a Booking page allows your Customer to choose between different meeting types when they book
with you. If your Booking page is only associated with one Event type, your Customers will not need to choose a
meeting type and they will bypass this step.

To associate an Event type with a Booking page, go to the Event types section of the Booking page.

Included in Master pages

—‘h] Included in 1 Master page (i)
% s Sales

Figure 5: Included in Master pages

Booking pages can be included in Master pages to create a single point of access for your Customers. Use the list in this
section to review the Master pages that include this Booking page. To edit a Master page, click on it in this list to

navigate to it.

When a Customer schedules on a Master page, they either manually select a provider or they are automatically
assigned a provider using pooled availability. In either case, the Customer will be able to schedule a booking using any o
the Booking pages included in that Master page.

To include a Booking page in a Master page, go to the Assignment section of the Master page.
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Booking pages: Associated calendars [Classic]

The Associated calendars section is the heart of our integration with your calendar. To be able to configure the
Associated calendars section of your Booking page, you need to connect a calendar.

Location of the Associated calendars section

To locate the Associated calendars section, go to Booking pages. Select the relevant Booking page - Associated
calendars.

@nceHUb Activity Setup v ‘ @ @ @

@ > < {jm”fazei] Booking page: Sales callback -+ Booking page ‘ Sales callback M ‘
|

Overview Associated calendars
<&
® Event types Connected to Google Calendar account: suzieschedule@gmail.com (Change)

Main booking calendar: Suzie - clients

Associated calendars Lo . .
v > Busy time is retrieved from: Suzie - clients

. . . Additional booking calendars: None
=3 Recurring availability

Configure the calendars associated with this Booking page

o0,
00

Date-specific
availability

% Calendar Main booking calendar Busy time retrieval Additional booking calendars
Location settings
& _
Suzie - clients (® NA
User notifications
EA
Contacts O NA
[z Public content o
Suzie - personal @) O O
» Share & Publish [=»
Discard
© Copyright OnceHub 2020. All rights reserved. Privacy Policy

Figure 1: Booking page: Associated calendars section

You are able to use calendar settings from profile level or set associated calendars for the specific booking page you've
selected.

If you have selected to set associated calendars for the specific booking page, you can set the following:
e The main calendar in which bookings are created

e One or more calendars from which busy time is retrieved

e Any number of additional calendars to which the calendar event from a new booking can be added.
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Configure the calendars associated with this Booking page

calendar Main booking calendar Busy time retrieval Additional booking calendars
©) ® ®

Suzie - clients ® NA

Contacts J NA

Suzie - personal O v OdJ

Figure 2: Choosing your associated calendars

Main booking calendar

The calendar events for your bookings are created in your main booking calendar. The Main booking calendar column
lists all of the calendars in your account. These can be your own calendars or calendars that are shared with you,
depending on the calendar that you are connected to. To be able to book in a main booking calendar, you need to have
full read/write permissions for this calendar.

Busy time retrieval

The Busy time retrieval column is where you select the calendars that busy time is retrieved from. By default, busy
time is always retrieved from the main booking calendar that your bookings are created in. Note that this can't be
changed because it's necessary in order to ensure you don't get double-booked. It's also required in order to control
the number of bookings per slot.

You can select any number of additional calendars in the Busy time retrieval column. These can be any calendars
displayed in the list, with any level of permission: your calendars, calendars that others shared with you, or public
calendars like a holiday calendar.

Additional booking calendars

The Additional booking calendars column is where you select the additional calendars where events will
automatically be added to. Note that if the additional booking calendar is a third-party calendar feed, it can't accept
bookings.

There are two possible scenarios when you use an additional booking calendar:

e The additional booking calendar is a calendar that you own in your connected calendar account. In this case,
the calendar event will be created in the calendar and you will not receive a calendar invite.

e The additional booking calendar is shared with your connected calendar account: In this case, the calendar
event will be created in the shared calendar. Also, the calendar Owner can receive a calendar invite if the calendar
invite is enabled in the Customer notifications section. In addition, Owners of shared calendars can configure their
calendar to notify them when a booking is made.

FAQs

e Why is busy time not blocking my availability on my booking pages?
There may be a number of reasons, depending on your Booking page settings and the calendar that you've
connected to. Learn more about troubleshooting Booking page issues with busy time.

e Why are all-day events not blocking my availability on my booking pages?
By default, all day events are set to "Available" or "Free" in your calendar. You should open the event in the calendar
and change its status to “Busy." If this does not help, you can try some other solutions from our article
on troubleshooting Booking page issues with busy time.
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e Why am | receiving a settings conflict when attempting to select a calendar for busy time retrieval?
This is because you're also using the Group sessions setting in the Scheduling options section.

z 170


https://help.oncehub.com/help/introduction-to-the-scheduling-options-section

Booking pages: Recurring availability [Classic]

Availability is always managed per Booking page. Availability settings on one Booking page are separate from the
availability settings on another Booking page. OnceHub uses two types of availability: Recurring availability and Date-
specific availability.

You can use Recurring only, Date-specific only, or both. Recurring availability is defined on a weekly basis, allowing you
to create a pattern that repeats every week.

You do not need an assigned product license to access and update the Recurring availability section, though you do
need the right Booking page access permissions. This means an assistant or other collaborator can update your
availability on your behalf, without paying for an extra license. Learn more

In this article, you'll learn about using the Recurring availability section.

When to use Recurring availability
Recurring availability is best to use if your availability is consistent from week to week. This is especially true if you

have connected your calendar and you use busy times to block out your availability.

If you have exceptions to your Recurring availability, you can use Date-specific availability to edit your availability
without changing your weekly pattern. Date-specific availability overrides Recurring availability, and can be used to
reduce or increase your availability.

Requirements

To edit the Recurring availability section, you must be an Owner or Editor of the Booking page with the permission
enabled in your Profile.

Editing the Recurring availability section

1. Go to Booking pages in the bar on the left.
2. Select the relevant Booking page.

3. Click on the Recurring availability section of the Booking page (Figure 1).
The default weekly recurring availability is set between 9 AM and 5 PM based on the Booking page time zone.
Note that only a weekly pattern without dates is displayed. Busy time from your connected calendar is not shown.

( 9 Booking page:]ohn P Booking page | John ¥
Overview Recurring availability ®
Event types Click and drag to add or remove weekly recurring availability
Associated calendars

Discard Availability time zone: United States; Eastern time (GMT-4:00) [DST] (Change) 1
mramringalEiily 2 I #\ Expand I Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Date-specific SOCEN
availability Monday, 9:00 AM - 5:00 PM

9:00AM-5:00PM | . . i 9:00 AM - 5:00 PM 9:00 AM - 5:00 PM
9:00 AM Click and drag to remove availability

Location settings ‘

10:00 AM
User notifications

Figure 1: Recurring availability section
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4. To update the time zone for this entire Booking page, click the time zone Change link (Figure 2). Note that your
connected calendar must be set to the same time zone.

Availability time zone: United States; Eastern time (GMT-4:00) [DSTR (Change)

Wednesday

Thursday

Friday

Saturday

Figure 2: Change time zone

5. To modify the hours displayed in the grid, click Expand and define your preferences (Figure 3).

A\ Expand

Sunday

8:00 AM

9:00 AM

Figure 3: Expand hours

6. To add availability, click and drag over white (unavailable) slots, to mark them green (Figure 4). This will increase

your availability for all weeks.

Awgilability time zone: United States; Eastern time (GMT-40

| Monday ‘ Tuesday | Wednesday ‘ Thursday | Friday

Figure 4: Adding availability

7. Toremove availability, click and drag over green (available) slots, to mark them white (Figure 5). This will reduce

your availability for all weeks.

Awailability time zone: United States; Eastern time (GMT-4:0

Monday

Tuesday ‘ Wednesday | Thursday |

Friday

530 AM . 5:00 F)

Figure 5: Removing availability

8. Click Save.
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Booking pages: Date-specific availability [Classic]

@ Important:

We recommend always updating your availability with User availability, located on your User profile. This article is only relevant
for those who need an individual Booking page to reflect different availability from their standard User availability.

When you define availability for a specific Booking page rather than through your User profile, you can use two types of availability:
Recurring availability and Date-specific availability. Date-specific availability is defined for specific days so that you can designate your
availability for each calendar day.

You do not need an assigned product license to access and update the Date-specific availability section, though you do need the right
Booking page access permissions. This means an assistant or other collaborator can update your availability on your behalf, without
paying for an extra license. Learn more

In this article, you'll learn about using the Date-specific availability section.

When to use Date-specific availability

If your scheduling is limited to specific days, or if your availability pattern is highly variable from week to week, it may be best to use
Date-specific alone. This is the most precise method, but it requires more maintenance.

Using Date-specific availability can also be a good solution if your calendar is not connected and busy times cannot block out your
availability.
Your Recurring availability weekly pattern will serve as a basis for your Date-specific availability. Any changes that you make in your

Date-specific availability will apply to the edited days only. Date-specific availability will always override your Recurring availability on
those dates.

Adjusting your availability

You can used Date-specific availability to reduce or increase your availability:

¢ Increase availability: Use Date-specific availability to add availability on top of Recurring availability. For example, if you were on
vacation on a certain week, the week after the vacation you could make up for it by making yourself available until late in the
evening.

e Reduce availability: Use Date-specific availability to block parts of your Recurring availability. For example, you normally work
Mon-Fri as a repeating pattern, but you need to block off two specific dates due to a business trip. You could remove availability for
those two dates on the Date-specific availability calendar.

Requirements

To edit the Date-specific availability section, you must be an Owner or Editor of the Booking page with the permission enabled in your

Profile.

You must toggle OFF User availability by opting not to use the Booking page owner's recurring availability, located at the top of the
section.
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@nceHub sy seun v
C/) > < a Booking page: Suzie main page - Booking page | Suzie main page v

Ed

Overview Date-specific availability ®
&
® Event types

Use Booking page owner’s date-specific availability. Time zone is set in Booking page overview. Learn more @ ‘

Associated calendars

v
Your future availability on edited dates (overrides recurring)

= Recurring availability
d § Monday, February 15, 2021 Not available
83 Date-specific N

availability N
1~ Monday, February 22, 2021 01:00 PM - 05:00 PM available

Conferencing /
& Location
% User notifications
1)

Public content

Share & Publish [3>

© Copyright OnceHub 2021. Al rights reserved. Privacy notice

Figure 1: Toggle off User availability

How to edit Date-specific availability:

1. Go to Booking pages in the bar on the left.
2. Select the relevant Booking page.

3. Click on the Date-specific availability section of the Booking page (Figure 1).
The default Date-specific availability is displayed based on your Recurring availability in the Booking page time zone.
Note that busy time retrieved from your connected calendar will appear in blue blocks on the Date-specific availability grid.

< @ Booking page: ohn - sookngpsge o 7|

Overview Date-specific availability ®
Eventtypes Your future availability on 2 dates was edited (View)
Associated calendars Click and drag to add or remove availability on specific dates
Recurring availability
Discard Availability time zone: United States; Eastern time (GMT-4:00) [DST] (Change)
Date-specific > September 8 - 14 (Week 36), 2019 < >
availability
A Expand Sun 09/08 Mon 09/09 Tue 09/10 Wed 09/11 Thu 09/12 Fri09/13 sat 09/14

Location settings

08:00 AM
User notifications

09:00 AM
Salesforce settings Wed Sep 13, 09:00 AM - 05:00 PM ‘

10:00 AM I Click and drag to remave availability ‘

|

Public content 10:45 AM-05:00 PM 10:45 AM-05:00 PM

11:00 AM

Share & Publish [

Figure 2: Date-specific availability section

4. To update the time zone for this entire Booking page, click the time zone Change link (Figure 2). Note that your connected
calendar must be set to the same time zone.

Awvailability time zone: United States; Eastern time (GMT-4:00) [DSTChange)

September 8 - 14 (Week 36), 2019 4 >
Figure 3: Change time zone

5. To modify the hours displayed in the grid, click Expand and define your preferences (Figure 3).
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Figure 4: Expand hours

6. To see previous or future weeks in the grid, click the arrows at the top right corner (Figure 4).

Availability time zone: United States; Eastern time (GMT-4:00) [D5T] (Change)

September 8 - 14 (Week 36), 2019 < >

Tue 09/10 Wed 09/11 Thu 09/12 Fri09/13 Sat 09/14

Figure 5: Select week

7. To add availability, click and drag over white (unavailable) slots, to mark them green (Figure 5). This will increase your
availability for this date only.

Figure 6: Adding availability

8. To remove availability, click and drag over green (available) slots, to mark them white (Figure 6). This will reduce your availability
for this date only.
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Figure 7: Removing availability

. Review your Date-specific availability by clicking the View link (Figure 7).

Date-specific availability @

Your future availability on 2 dates was edited (View)

Figure 8: View link

. Click Save.
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Booking pages: Location settings [Classic]

In the Conferencing / Location section of your Booking page, you can decide whether or not to use a meeting
channel.

In this article, you'll learn about setting up the Conferencing / Location section.

Accessing the Conferencing / Location section

To access this section, go to Booking pages in the bar on the left. Select the relevant Booking page -
> Conferencing / Location (Figure 1).

/ "
@nceHUb Meetings @ € Livechats @ < Q @

Formerly ScheduleOnce

<« ] . . . .

: < Booking page:Jessica Johnson - Booking page | Jessica Johnson v ‘
B>

Overview Conferencing / Location &}
&l
& Event types @ Meeting channel
@ Associated calendars Will be added to the location and description fields in the calendar event
®) Virtual meeting: Video conferencing or phone call

5 Recurring availability )

= Face-to-face meeting: Address or location
fat 3 Date-specific Don't use conferencing or location

° availability

Conferencing /

o Location ? @ Who provides conferencing information?
s User notifications ®) Conferencing information is provided by the Owner (you)
% Conferencing information is provided by the Customer

Public content

Share & Publish [
@ Edit conferencing information

Conferencing information header *

‘ Conferencing information

Figure 1: Conferencing / Location section

Conferencing / Location options

If you decide to set a meeting channel, the Booking page Conferencing / Location settings allow you to specify
four types of locations for the meeting. The four different options are explained in the sections below.

Virtual location provided by you

In this case, the meeting is virtual and conducted over the phone or via audio or video conferencing. In the Edit
conferencing information step, you should enter the details that the Customer needs in order to connect to the
conference (Figure 2).
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@ Edit conferencing information

Conferencing information header *

‘ Conferencing information

[v] Display this information to customers when they pick a date and time *

‘ This is a virtual meeting. The details will be sent to you.

(® Video conferencing: Zoom

Audio options

<
—J

{ Both

Require meeting password ()

‘ AF798AS1 ‘

Record meeting automatically
() on the local computer @
(® In the cloud (Paid Zoom plans only) @

Start video when joining a meeting:

[] Host

[] Participants
Figure 2: Edit conferencing information

You can provide your own video conferencing details, or integrate your account with one of our native video
conferencing integrations: Zoom, Google Meet, Microsoft Teams, GoToMeeting, or Webex Meetings.

When the Customer makes a booking, they will be notified that this is a virtual meeting (Figure 3), and they will
receive all connection details in the scheduling confirmation email and calendar invite.

Pick a date and time

Duration: 60 minutes

Virtual location provided
by the Customer

Your time zone: United States; Eastern time (GMT -4:00) [DST] (Change) In this case, the meeting is virtual and

Conferencing information: This is 3 virtual meeting. The details will be sent to you.

Figure 3: Conferencing information when a virtual location provided by you ~ conducted over the phone or via audio
or video conferencing. However,

conferencing information for the meeting is provided by the Customer and not by you.

When the Customer makes a booking, they will be notified that this is a virtual meeting and they will be providing
the conferencing information (Figure 4).

The information that the Customer provides will then be available in the scheduling confirmation email and
calendar invite.

Pick a date and time

Duration: 60 minutes
Conferencing information: This is a virtual meeting. You will provide your Skype 1D.
Your time zone: United States; Easterntime (GMT -4:00) [DST] (Change)

Figure 4: Conferencing information when virtual location provided by the
Customer

Information displayed to Customers when they select a date and time
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This setting allows you to control the text that displays in the Pick a date and time step when Customers select a
time on your Booking form. This information is important, as the meeting location may impact the Customer's
time selection. For example, if the Customer knows that this is a virtual meeting, they may want to have it sooner
rather than later. They'll also know that they don't need to plan for travel time.

Fam, grsang .
(3 ) Edit conferencing information

Conferencing information header *

Sales Call

| Display this information to customers when they pick a date and time *

This is a virtual meeting. The details will be sent to you.

Figure 5: Date and time information

Physical location set by you

In this case, the location is a physical address. You can choose to show the Customer the location with a link to a
map in the Pick a date and time step of the Booking form (Figure 6). The Customer will be able to take this
information into account when they select a booking time.

To display the location information on the

Pick a date and time

Duration: 50 minutes the header and address when customers
Lecation: Main Library, 100 Larking Street, 5an Francisco, CA 94102 (map) | gelect a date and time (Figure 7)

Your time zone: United States; Easterntime (GMT -4:00) [D5T] (Change)

Booking form, check the box marked Show

Figure 6: Location details when the physical location set by you

A : . : "
(:g) Edit location information
Meeting location header *

Face to face meeting

Enter address or any other location information *

+| Show the header and address when customers select a date and time

Figure 7: Entering the physical meeting information

When the Customer makes a booking, the location details will be available in the scheduling confirmation email
and calendar invite.

Physical location set by the Customer

In this case, the location is an input field that the Customer must provide information for. You can choose to tell
the Customer in the Pick a date and time step that they need to provide a location (Figure 8). They will be able to
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take this information into account when selecting a time.

Pick a date and time To diéplay the location information on t.he
Booking form, check the box marked Display

Duration: 50 minutes .. .
. this information to customers when they
Location: This is a face-to-face meeting. You will set the location. A .
select a date and time (Figure 9).

Your time zone: United States; Easterntime (GMT -4:00) [DST] (Change)

Figure 8: Location details when the physical location is set by the
Customer

@3‘ Edit location information

+| Display this information to customers when they select a date and time *

This is a face-to-face meeting. You will set the location.

Meeting location label * (i)

Location

Figure 9: Location information when the Customer provides the location

The location the Customer provides will then be available in the scheduling confirmation email and calendar invite.

The Meeting location header

The Meeting location header is used to name the location field. The header will be available in all places where the
location is displayed, including communication emails and calendar events.
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Booking pages: Public cont

ent [Classic]

The Public content section is where you enter information to help Customers understand what your Booking page is for. You can

enter basic information about yourself or your staff member, your meeting type, location, and write a welcome message to the

Customers who schedule time with you. You can also add tags that enable your Customers to filter Booking pages grouped in a Master

page.

The Public content you add is used when your page is in Enabled status as well as in Disabled status. When you disable your page, you
can keep the Public content section as is or change it to display a different message.

Location of the Public content section

To access this section, go to Booking pages in the bar on the left. Select the relevant Booking page = Public content section (Figure

@ Choose file
)

J(\ Delete image

Need an image for
your page? See our
image gallery.

Er
Iy

[ Include image in default Customer

notification emails

< 0@
Booking page ’Jessicajohnson—"

]

Logo and design
Design, logo, and branding are set
by the theme: Light system theme oy

Change | Edit

‘ Jessica Johnson

‘ Sales Executive

‘ Cactus Co

1).
G '
nceHub Meetings @ 6 Live chats @
Formerly ScheduleOnce
[« [ . X .
< & Booking page: Jessica Johnson -+

B>

Overview Public content
&
@ Eventtypes Booking page image
© Associated calendars
& Recurring availability
3% Date-specific
° availability
=3

Conferencing / Name *
& Location

Title 1
A User notifications
% Public content y Title2
»
Share & Publish [=> Welcome message

Figure 1: Public content section

Public content features

Add a Booking page image

Cactus Co is a boutique financial advising
firm with over a decade of experience.

You can add your photo or any other image. For best results, upload an image in JPG, PNG or GIF format (max 200KB). It will be
cropped or scaled to a 200 x 200 pixels rectangle as part of the upload process. If you check the checkbox marked Include image in
default Customer notification emails, the image will be included in all relevant Customer notifications such as email confirmations

(Figure 2).

Dear Tom Jones,

your calendar, please use the calendar links provided

Your booking is confirmed

Your booking is confirmed. See below for more information. If the event is not already in

below to add it.

Figure 2: Customer notification email
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@ Note:

Booking pages created before December 20t" 2015 will have this option turned off by default. If you want to enable it for your
existing booking pages, you can simply check the Include image in default Customer notification emails checkbox.

Add a Name

Choose the name of your page here. It can be your name, your organization's name, or the type of meeting your Customers are
booking.

Add Titles

You can enter subheadings to the name of your page.

Add a Welcome message

You can enter up to 2,000 characters with spaces.
The welcome message can include hyperlinks (clickable URLs). The Welcome message also allows you to include HTML links.

For instance, adding this code in the Public content session:

Welcome message ) ) ) ,
g Book a virtual session with us and we'll

create a plan together that is both
manageable and beneficial for your body
and lifestyle.

f(a
href="http://www.nutritionclinicdemo.co
m/aboutus.htm|">Learn more about

\us</a>

Figure 3: HTML link in the Event type description

@ Note:

Do not create a line break after <a at the start of the code. In the above graphic, it wraps to the next line automatically due to
spacing. However, your entry should not have any extra line breaks.

...results in this link shown on the customer end:
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wraseMD

AT -

NUTRITION
CLINIC

NG

Nutrition Clinic MD

Are you staying at home and not sure
you're staying healthy?

We can help!

Book a virtual session with us and we'll
create a plan together that is both
manageable and beneficial for your
body and lifestyle.

( Learn more about us )

R . &

Figure 4: Event type description including HTML link

Add Phone and Email

Enter a phone number and email address for your Customers to contact you.

Add a Website link

Enter a URL to reference your organization's website or another relevant site you want to provide to Customers booking with you. The
link entered will also automatically make the header logo at the top left of the Booking form clickable, directing to the same URL.

Add social media links
Add a Twitter link
Copy and paste your full Twitter URL. It can be a personal or company handle, and must start with https://twitter.com/

Add a LinkedIn link

Copy and paste your full LinkedIn URL. It can be a personal or company profile, and must start with https://www.linkedin.com/

Add a Facebook link

Copy and paste your full Facebook URL. It can be a personal or company page, and must start with https://www.facebook.com/

TWittET} ‘ Enter your full Twitter URL ‘ https://twitter.com/YourHandle
Linkedin ‘ Enter your full LinkedIn URL ‘ https://www.linkedin.com/Your-Profile
Facebook ‘ Enter your full Facebook URL ‘ https://www.facebook.com/Your.Page

Figure 5: Social media options
Note:

By default, the customer-facing interface also includes OnceHub branding in the left pane of your Booking page; for instance,
"Powered by OnceHub." You can adjust this according to your preference in your OnceHub account Settings page. Learn more

Tags sub-section

In this sub-section, you add tags to your Booking page by entering keywords separated by a comma (Figure 4). The maximum
character limit per tag is 25. Tags can be very useful when you group Booking pages under a Master page.
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Tags

Tags enable customers to filter Booking pages when grouped under a Master page. Learn more

| [+ sales ‘ | [+] New Customer ‘ | [+ Dana ‘ | [+] Quote ‘

Enter keywords, separated by comma

8148 0a 8§ 688% add a new filtering dimension to your Booking page. For example:

e When OnceHub is used for scheduling meetings in conferences, trade shows and other events, attendees can filter the host list by
host properties.

e When OnceHub is used for room and resource scheduling, Customers can filter the room list by room properties.

e When you're offering multiple providers for a service, you can use tags as another level of organization to allow Customers to find
providers with the skill(s) they need, such as language fluency.

When you add a tag to a Booking page, the box for the tag is checked by default. The added tag is also made available in all Booking
pages in your account. When you edit the Public content section of a different Booking page, you'll be able to see that added tag and
check it.

@ Note:

In order to improve tag management, a tag that is not checked in at least one Booking page will not be saved in the system and
will be automatically deleted.
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Booking pages: Time zone settings [Classic]

In addition to a wide range of time zone features, OnceHub has developed its own time zone and Daylight Saving Time
database. We track Daylight Saving changes worldwide to ensure that you never have a time zone mishap.

Time zone settings

By default, the time zone on the Booking page is the same as the time zone in the Date and time section in the Booking
page owner's OnceHub Profile (Figure 1). You can access this by signing into your OnceHub Account, opening the left
navigation bar and selecting Profile -> Date and time section.

Date and time

Default time zone United States v Please select time zone region v

This does not change the time zone on your existing Booking pages

Date format USA (e.g. Mon, Apr 08, 2019) v @ These settings only apply to the
ScheduleOnce User app.
ScheduleOnce Customer-facing

Time format AM/PM v settings are in the Localization editor.

Week start day Monday v

Figure 1: Date and time section

e You can change the time zone setting in the Overview, Recurring availability, or Date-specific availability sections of each
Booking page.

e When you change the time zone in one of these sections, it automatically updates the other sections. The timezone on
the User's profile is not affected.

The ability to have different time zones for different Booking pages is handy in the following scenarios.

Accepting appointments for distributed teams across multiple time zones

If you have Team members in multiple time zones, create a Booking page for each Team member. Each Team member's
Booking page can be set to their local time zone. Bookings will be created directly in their calendar according to their local
time zone.

This configuration is very useful for distributed teams such as sales teams, online tutors, consultants, and more. Learn more
about User management

Scheduling for frequent travelers

If you travel often, one of the biggest challenges in scheduling your appointments is the need to manage scheduling for at
least two locations and time zones: your home location and the destination location.

You can create a separate Booking page for each location or travel destination. You can set each Booking page to its own
individual time zone and use Date-specific availability to specify the days and times of your stay in the local time zone. Learn
more about scheduling meetings for a business trip
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Booking page ownership [Classic]

In this article, you'll learn about assigning Booking page ownership to a User.

The ownership of Booking pages can be changed by any OnceHub Administrator with a scheduled meetings license. You

do not need to have a license to assign Booking page ownership. Learn more

Assigning Booking page ownership

There are two ways to assign ownership of a Booking page to a User:

1. Go to Booking pages in the bar on the left = Booking pages action menu (three dots) -» Booking page access. In this

section, you can determine which Booking pages each specific User owns.

Booking pages
Laura Wilde
e Owned by Laura Wilde (You are an Editor)
https://go.oncehub.com/LauraWilde
Sarah Jones

= Owned by Sarah Jones (You are a Viewer)
24 https://go.oncehub.com/Sarah;j1

John Smith
Owned by you
https://go.oncehub.com/johnsmiths

Figure 1: Booking page action menu

[1©

2 e
1 e
3 e

2. Go to Booking pages in the bar on the left » Relevant Booking page — Overview section (Figure 2). Here you can

edit the specific Booking page's Owner.

Overview

Share & Publish
https://go.oncehub.com/LauraWilde ¢
» Personalize for a specific Customer

» Share dynamic links

e Publish on your website

Figure 2: Booking page Overview section

@ Note:

€3

Accept bookings @ ®

I Owner Laura Wilde (Not signed in yet) &/ I

Editors John Smith
Time zone Pago Pago (GMT-11:00) (Edit)

Category None ¥ (New)

Locale | System - English (US) (default) v

Theme Light system theme ¥

If you change the Owner of a Booking page, any User notifications settings you have previously customized for the
Owner will be returned to the default settings for the new Booking page Owner.

Assignment scenarios
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Users can be connected to various applications: a calendar, a video conferencing solution, and also a CRM system. When
you assign Booking pages, you might experience inconsistencies in application connections.

There are three assignment scenarios:

Assigning Booking page ownership to a new User

In this case, the new User profile does not yet exist. The Administrator invites the User to join the organization’s account
and at the same time assigns ownership of one or more Booking pages. Booking pages remain enabled even if the Owner
has not signed up yet.

It is recommended that the new User review the settings of the Booking page, especially the Associated calendars section,
to ensure that the desired calendars are selected.

The User must have a scheduled meetings license assigned to them in order to be Owner of an enabled Booking page.
Learn more

New Owner of a Booking page are not connected to any application, or connected to the same
application

If both the original and new Owners of a Booking page are connected to the same account within a specific application,
they will remain connected and no action is required.

No connection differences between the original Owner and new Owner of a Booking page

In this case, the original Owner will be disconnected from the applications. When you update the changes in the new
Owner's User profile, a message appears indicating the changes that will occur upon transfer of ownership.

An Administrator unassigns the Owner's scheduled meetings license

If you unassign someone's scheduled meetings license and they were Owner of a Booking page, that Booking page will be
disabled automatically. If you prefer, you can reassign ownership to another User with a license.

Disconnection scenarios

The following disconnection scenarios can occur:

¢ When disconnecting from a calendar: The Booking section is reset to its default settings. The Booking page is set to
Booking with approval with unlimited bookings per slot and unlimited bookings per day. The Time slot duration setting
is set to 15 minutes and Starting times for time slots is set every 15 minutes.

¢ When disconnecting from a video conferencing application: The Conferencing / Location section of the Booking
page is automatically set to the Don't use conferencing or location option. You will need to update the Conferencing /
Location settings manually.

¢ When disconnecting from a CRM: the Booking pages will not create or update records in the CRM.
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Duplicating a Booking page [Classic]

Duplicating Booking pages or Event types can save precious time for you when you're setting up and maintaining
your OnceHub app. Duplication will instantly clone all your Booking page settings, associations with Event types

and even images.

In this article, you'll learn how to duplicate Booking pages.

Duplicating Booking pages

To duplicate a Booking page, follow these steps:

1. Go to Booking pages in the bar on the left and click the action menu (3 dots) of the relevant Booking page
(Figure 1).

Booking pages : e

Sales
@ Owined by you % 1

https://go.oncehub.com/SalesDana
{0} Edit

@ Duplicate

[ Open Public link

Figure 1: Individual Booking page action menu

2. Select Duplicate.

3. Inthe Duplicate Booking page popup window (Figure 2), enter the details for the new Booking page such as
the Public name, the Public link and the Booking page Owner. You can also add an image if desired.
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Duplicate Booking page

Public name*

Internal label*

Public link*

Owner*

[F] X
A web page for your Customers to schedule with you. Learn more
‘ Marketing ‘ 0)
‘ Marketing ‘ O)
https://go.oncehub.com/ | MarketingCall ‘ O]
‘ Dana v ‘ 0)
30-minute meeting ® | 60-minute meeting * v (i)

Event types

Image or photo

Cancel

Choose file

Delete image

Need an image for
your page? See our
image gallery.

Save & Edit

Figure 2: Duplicate Booking page popup

4. Once you click the Save & Edit button, you're brought to the settings of the newly duplicated Booking page.

Duplication rules

e Duplication of Booking pages follows the same rules as creation of new Booking pages. Members with the

permission to create new Booking pages can also duplicate a Booking page.

e The User duplicating the Booking page is the default Owner, but they choose the Owner of the duplicated

Booking page, as well as any Editors. On-screen messages will indicate if the ownership change has impact on

page functionality.

e The new Booking page duplicates all the settings from the source Booking page, including associations with

Event types.

e Inclusion in Master pages is not duplicated.

e Booking page access permissions are not duplicated in a multi-user account.
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Disabling your Booking page [Classic]

To disable a Booking page, go to the Booking page's Overview section and toggle the On/Off switch in the top right
corner (Figure 1).

4
@}nceHUb Meetings © ¢ Live chats @ g 0 @
Formerly Scheduleonce
[« e . . . Booki ) v
< (~ Booking page: Jessica Johnson .. ooking page | Jessica Johnson
B>
- Overview > Overview Accept bookings @ ®| @
E N
& vent types ? Share & Publish Owner Eloise Karin Brink &
https://go.oncehub.com/Sarahjones ¢~ "
© Associated calendars &2 psi/e ) . Y Editors None &
« Personalize for a specific Customer

- Share dynamic links Timezone Cape Town, Johannesburg, Pretoria

B Recurring availabilty « Publish on your website (GMT+2:00) (Edit)

Category None ¥ (New)

2% Date-specific
availability Locale System - English (US) v
B2
4 . Theme Light system theme ¥ (Edit)
Conferencing /
o Location
EA User notifications Associated with 3 Event types (i) —‘1 Included in Master pages (i)
* 30-Minute Meeting %

= Public content * 60-Minute Meeting

= Product demo

»
Share & Publish [ Add/remove Event types

Figure 1: Booking page Enable/Disable toggle
Alternatively, you can completely delete the Booking page by going to Booking pages in the bar on the left, clicking

the action menu [z=7] of the relevant Booking page, and selecting Delete (Figure 2). In the Delete Booking
page popup that opens, click Yes.

Booking pages : e

Sales
@ Owned by you E] 2 @

https://go.oncehub.com/SalesCall
83 Edit

[5) Duplicate

[ Open Public link
= Share & Publish

[33] Add to Category

1]
ﬁ Delete

Figure 2: Deleting a Booking page
Effects of disabling your Booking page

e Customers will not be able to make new bookings.
e Customer will not be able to cancel existing bookings.

e Customer will not be able to reschedule existing bookings on that same page.

e |f an existing booking was booked through a chatbot, and the disabled page is an additional team member in a
panel, they can reschedule the meeting if there are others available. However, the existing calendar event,
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notifications, and any other data will not be updated.

e The Public content section is still visible to your Customers whether your page is enabled or disabled. Consider
changing your personal message if you're thinking about disabling your Booking page.

e On the Booking page's Overview section, the Accept bookings toggle switch is in the Off position, and an alert
message is displayed under the Booking page name with a link to enable the page (Figure 3). To facilitate accurate
setup, the status of disabled pages is indicated in most Booking page lists within the app.

< @ Booking page: Sales -

A The page is disabled and cannot accept bookings. Enable

Overview > Overview

( Share & Publish
9 https://go.oncehub.com/SalesCall &

+ Personalize for a specific Customer

Public content

¢ Share dynamic links
¢ Publish on your website

Figure 3: Booking page Enable link

e The Booking page will also be labelled as [Disabled] in the Booking page scheduling setup page (Figure 4).
Booking pages : e

Sales [Disabled]
@ Owned by you IE] 2 b

https://go.oncehub.com/SalesCall

Figure 4: Disabled Booking page

e A No times are currently available message will show on your Booking page when Customers try to book with

No times are currently available.
Please contact the person you would like to schedule with.

) Figure 5: No times are currently available message
you (Figure 5).
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You do not need an assigned license to disable or enable Booking pages. Learn more
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Ensuring Customers reschedule with the same Booking page
[Classic]

If your Master page includes multiple Booking pages and associated Event types, you can define how bookings will be
assigned during the scheduling process. You can decide whether or not a rescheduled booking is assigned to the same
Team member originally assigned to it.

If you enable this option, the same Team member is responsible for the service provided to the Customer during the
entire booking lifecycle, resulting in a smooth Customer experience.

In this article, you will learn how to ensure that Customers reschedule with the same Booking page.

Requirements

To enable this rescheduling option:

e You must be a OnceHub Administrator
e You must be working with Event types

e The Master page scenario must be Event types first, Booking pages first, or Booking pages only

How to enable restricted rescheduling

During the rescheduling process, you have the option to limit rescheduling to the same Booking page that the
Customer made the original booking with. To enable this restricted rescheduling option, use the following steps:

—_

. Go to Booking pages in the bar on the left.
2. Select the relevant Master page.

3. Select the Assignment section.
4

. If your Master pages uses Rule based assignment with Static rules: in the Distribution method section, check the
box marked Rescheduling is only possible on the page on which the booking was made (Figure 1).

» € %% Master page: Sales - Master page | Sels Y

Overview Assignment

Labels and () Dynamic - Event-based assignment with Resource pools and Booking pages (i)

instructions _ . . .
(@) Static - Based on existing Event type-Booking page associations @

Public content
Share & Publish [ 23 @ Distribution method

(@ Pooled availability (D)
() Pooled availability with priority (i)

() Find member by time ()

[v| Rescheduling is only possible on the page on which the Booking was made (i)

Figure 1: Limiting rescheduling on a Master page which uses Static rules
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@ Note:

If a Master page is using Dynamic rules or Resource pools, then a Customer can only reschedule with the
original Booking page.

5. If your Master pages uses Event types first or Booking pages first: in Assignment upon reschedule section, check
the box marked Reschedule is only possible on the page on which the booking was made (Figure 2).

{ 4% Master page: Marketing - Master page ‘ Marketing M

Overview Assignment =

@ Included Booking pages

This Master page can only include Booking pages with Event types.

Labels and
instructions )
‘ Add Booking pages v
Public content
Booking page Event types
Share & Publish [5»
DanaFisher 30-minute meeting, 15-minute meeting, 60-minute meeting Remove

@ Assignment upon reschedule

[¥] Reschedule is only possible on the page on which the booking was made (1)

Figure 2: Limiting rescheduling on a Master page using Event types first or Booking pages first

6. Click Save.

Scheduling scenarios

When the Customer reschedules a booking while restricted rescheduling is enabled, they will be presented with the
same Booking page that the original booking was made on. The reschedule option is available whether you work with
Automatic mode or Booking with approval.

@ Note:

If the Booking page ownership has been changed, the Customer will see the updated Booking page, rather than
the original one.

The reschedule option is applied to the following scheduling scenarios:

Customer reschedules a booking

The Customer clicks the Cancel/reschedule link from the booking confirmation notification and reschedules the
booking.

¢ If the Booking owner and Booking page owner are the same: In the Activity stream, the original event is simply
updated with the new time and moved in the calendar as a Rescheduled activity. There is no canceled activity and
one calendar event is used for the entire booking lifecycle, keeping your records more consistent and efficient.

¢ If the Booking owner and Booking page owner are different: In the Activity stream, the original activity is
canceled and a new activity is created. Learn more about Booking reassignment

Learn more about rescheduling by a Customer
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User sends a request to reschedule for the same Event type

In this case, the Customer clicks the Reschedule now button in the reschedule request email notification (Figure 3) and
reschedules the booking. In the Activity stream, the original activity is canceled and a new activity is created when the
Customer reschedules. Learn more about rescheduling by User with Event types

Please reschedule your booking

Dear John,

The person you were scheduled to meet canceled your booking and would like you to
reschedule. If the event is in your calendar, please remember to cancel it.
Reschedule reason

Sorry John, I won't be able to attend this meeting. Please reschedule for a time that suits

you.

N

Figure 3: Reschedule request email notification to Customer

@ Important:

If the Booking page cannot accept bookings, the Customer will not be able to reschedule.
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Introduction to Event types [Classic]

Event types represent the different services you offer. You can create several different meeting types, and each can
have a different duration, price, and other properties which you can define. Event types can be associated with
Booking pages or included on Master pages to create unique scheduling scenarios that suit you.

For example, let's say you are an accountant who holds three types of meetings: a free 15-minute discovery
session, a 60-minute tax return preparation session with a fee of $100, and a 90-minute financial planning session
with a fee of $150. You can create each meeting type as an Event type and set a different duration and price for
each meeting. Customers who go to your Booking page will choose which Event type they need, pay accordingly,
and your time will be blocked respectively.

Event type sections

When your Booking pages are associated with Event types (recommended), the following sections are located on
the Event type by default:

e Scheduling options: Select the options that correspond to the scheduling scenario that you require.
e Time slot settings: Select how time slots are displayed to Customers and set limits on your available time.

e Booking form and redirect: Select the settings of the form that Customers will fill out when they make a booking
with you. If you would prefer for this section to be related to the Booking page, you can change its location. See
below for more details

e Customer notifications: Select which notifications you want to send to Customers and the timing of reminder
and follow-up notifications. If you prefer this section to be related to the Booking page, you can change its
location. See below for more details

e Payment and cancel/reschedule policy: Set the payment and pricing settings and the time frame in which your
Customers can cancel or reschedule bookings. When using Payment integration, you can collect payment via
OnceHub and process refunds via OnceHub.

e Public content: Manage all the information that is available to your Customers when they book an appointment.

Booking form and Customer notifications sections

When you work with Event types, you have the option to define whether the Booking form and Customer
notifications sections will be related to the Event type or the Booking page.

The location of the Booking form and redirect section depends on whether or not your Booking page has any
Event types associated with it.

e For Booking pages associated with Event types, go to Booking pages - select the relevant Event type -
Booking form and redirect section.

e For Booking pages not associated with Event types, go to Booking pages - select the relevant Booking page
- Booking form and redirect section.

You can change the location of the Booking form and redirect section and Customer notification section to be
located on the Booking page or the Event type. To set the location, go to Booking pages - Event types pane
- action menu (three dots) - Event type sections. Learn more about Event type sections
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Managing these settings by the Event type ensures that all Customers booking a specific Event type will be asked to
provide the same information and receive the same notifications, no matter which Booking page the appointment
is related to. If you prefer these settings to be related to the Booking page, each Booking page owner can
determine the Booking form and notifications that Customers booking on that page will encounter, regardless of
the Event type booked.

It's important to decide where you want the Booking form and Customer notifications sections to be located prior
to creating Event types. To decide which setup is right for you, consider your scenario and how you want to collect
information.

Learn more about the location of the Booking form and Customer notifications sections and the impact it has on
your scheduling scenario.

Availability and location

When you're thinking about your scheduling scenario, it is important to keep in mind that the Recurring availability,
Date-specific availability, and Conferencing / Location sections are always located on the Booking page and not
on Event types.

If you want to offer meetings in different locations or some meetings at a particular time, you will need to offer
them on different Booking pages. These Booking pages can be combined into a Master page to provide a single
point-of-access for your Customers. Learn more about using Booking pages for multiple meeting types

Event types and Booking pages can also be combined to offer your Customers range of meeting types at several
locations and times to create the right scenario for your organization. Learn more about using both Event
types and Booking pages for multiple meeting types

197


https://help.oncehub.com/help/event-type-sections
https://help.oncehub.com/help/booking-page-recurring-availability-section
https://help.oncehub.com/help/booking-page-date-specific-availability-section
https://help.oncehub.com/help/booking-page-location-settings-section
https://help.oncehub.com/help/introduction-to-booking-pages
https://help.oncehub.com/help/introduction-to-master-pages
https://help.oncehub.com/help/multiple-meeting-types--using-booking-pages
https://help.oncehub.com/help/supporting-different-locations-or-times

Creating an Event type [Classic]

An Event type defines a type of meeting offered to Customers. Creating new Event types is easy, and you can
create as many as you need. You can create a new Event type from scratch or duplicate an existing Event type to
copy all your settings.

In this article, you'll learn how to create a new Event type.

Requirements

To create Event types, you must be a OnceHub Administrator.

Creating an Event type

1. Go to Booking pages in the bar on the left.

2. Click the Plus button ° in the Event types pane. Another way to create a new Event type is by duplicating
an existing one that is similar to the one you're creating.

3. The New Event type pop-up appears (Figure 1).

New Event type X

An Event type defines a type of meeting offered to Customers. Learn more

Public name 60 min consultation

Image or icon Choose file
Event type

image MNeed an image for
{optional) your page? See our

image gallery.

Cancel Save & Edit

Figure 1: New Event type pop-up

4. Define the properties for your Event type:

e Public name: The Public name is visible to Customers as the meeting type title. It can be changed in the
Public content section later.

* Image or icon (optional): You may add an icon or image that will be visible to Customers. It can be changed
in the Public content section later.

» Additional properties will be available after clicking Save & Edit.

5. Click Save & Edit. You will be redirected to the Event type Overview section to continue editing your settings.
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Event Types Overview [Classic]

The Event type Overview section summarizes the main properties of a specific Event type. It includes the main settings,
associated Booking pages, Users who provide the Event type, and Master pages it is offered through.

To switch between Overview sections of different Event types without returning to Booking pages setup, use the
shortcut dropdown in the top right corner (Figure 1).

< % Event type: Product demo - Event type | Product demo v |
. >
Overview > Overview ® | @
Scheduling options D . . —1. ,
e uration 15 minutes (Edit) ] Offered through 0 Master pages (i)
image | . .
Time slot settings ™ Price Do not display (Edit)
Mode Automatic booking (Edit)
BO‘?ki“g form and Category None v (New)
redirect
Customer N
notifications Associated with 2 Booking pages (i) Provided by 2 Users (i)
% * John Smith ¢ John Smith
« Samantha Lewis * Samantha Lewis (Not signed-in yet)

Payment and
cancel/reschedule

policy

Public content

Figure 1: Event type Overview section

Main settings

e Duration: The duration of the slot allocated for each booking. Learn more about Time slot display

Price: Each Event type may show a price. Users can collect payment via OnceHub, show a price only, or show no
price.

Mode: Select from between Automatic booking mode and Booking with approval mode. Learn more about
Scheduling options

Category: Categories organize Event types for you and your Customers. Learn more about Categories

Associated Booking pages

Use this list to review Booking pages associated with this Event type (Figure 2). Click on the Booking pages here to
navigate to any that you would like to edit.
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Associated with 2 Booking pages (i)
% * John Smith

+« Samantha Lewis

Figure 2: Associated Booking pages

Event types are a powerful tool to standardize the meeting types that will be offered on different Booking pages. Create
one or more Event types with specific meeting requirements, then associate them with one or more Booking pages by
going to the Event types section of the Booking page.

Users that provide the Event type

Use this list to review Users that provide this Event type (Figure 3). Event types are indirectly related to Users through
Booking pages. As mentioned above, Event types can be associated with Booking pages. In turn, each Booking page has
an Owner who is the User who will be accepting the bookings. When the Booking page is associated with one or more
Event types, the User who owns the Booking page will be providing these Event types.

Provided by 2 Users (i)
* John Smith

s Samantha Lewis (Not signed-in yet)

Figure 3: Users that provide the Event type

To set up this relationship, you need to do the following steps:

1. Associate Event types with a Booking page in the Event types section of the Booking page.

2. Set that Booking page to be owned by the User in the Overview section of the Booking page.

Master pages that offer the Event type

Use this list to review Master pages that offer this Event type (Figure 4). Navigate to any of them that you would like to
edit. Master pages provide a single point of access to several Booking pages, and may offer different Event types.

Offered through 1 Master page (i)

% ¢ Product

Figure 4: Master pages that offer the Event type

Event types can be directly or indirectly linked to a Master page, depending on the Master page's scenario. If you're
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using a Rule-based assignment Master page with Dynamic rules, the relationship is direct. You can select Event types to
associate with your Master page.

In all other scenarios, the relationship is indirect. Which Event types are offered in your Master page is determined by
the Booking pages included in your Master page. The Event types associated with those Booking pages will be offered in
your Master page.

To set up this relationship using Rule-based assignment with Booking pages only, Event types first, or Booking
pages first
1. In the Event types section of each Booking page, choose Event types to associate with the Booking page.

2. Set up your Master page with one of the following scenarios: Event types first, Booking pages first, or Rule-based
assignment.

3. In the Assignment section of your Master page, include these Booking pages in the Master page.

To set up this relationship using Rule-based assignment with Dynamic rules

1. Set up your Master page with Rule-based assignment.
2. In the Assignment section of the Master page, in the Rule types step select Dynamic rules.

3. In the Event-based rules step, add rules with the Event types you would like to offer in your Master page.

G Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page
using Rule-based assignment with Dynamic rules.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be
able to use it for the intended booking and will not have access to your underlying Booking page. One-time links
can be personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form.
Learn more about one-time links
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Public content [Classic]

The Public content section includes all the information that is available to your Customers when they book with you online.

Location of the Public content section

Public content

Event type image Choose file
Event type

image Need an image for
(optional) your page? See our
image gallery.
Event type name 15-minute meeting ‘

Event type description

Discard

Figure 1: Public content section

Event type image

Upload an image in JPG, PNG or GIF format (max 200KB). It will be cropped or scaled to a 200 x 200 pixels rectangle as part of the
upload process.

Event type name

You can use up to 75 characters, including spaces.

Event type description

You can enter up to 2,000 characters, including spaces.
The Event type description allows you to include HTML links.

For instance, adding this code in the Public content session:
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Public content

Event type image

Choose file

Delete image

Need an image for
your page? See our
image gallery.

Event type name

Nutrition counseling session

Event type description

If you are a current client, select this for
your counseling session or deeper
discussions.

,

N

What happens in one of our counseling
sessions? <a
href="http://www.nutitionclinicdemo.com
/counselingsessions.html">Find a detailed
description here</a> on our website.

Figure 2: HTML link in the Event type description

@ Note:

Do not create a line break after <a at the start of the code. In the above graphic, it wraps to the next line automatically due to
spacing. However, your entry should not have any extra line breaks.

...results in this link shown on the customer end:

Please select an event type

Duration: 15 min

Quick call
— 15 > # .
= Quick call. 15 minutes max.

Intro session

Duration: 30 min
If you're a new client, select this for your intro session.

o—<  Nutrition counseling session

9 Duration: 60 min
>~ If you are a current client, select this for your counseling session or deeper discussions.

What happens in one of our counseling sessions? Find a detailed description here on our website.

Figure 3: Event type description including HTML link
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Payment and rescheduling [Classic]

OnceHub enables you to specify when your Customers can cancel or reschedule a booking. The cancel/reschedule policy
only affects your Customers. They can cancel or reschedule on the Customer Cancel/reschedule page. Users are not subject

to the Cancel/reschedule policy and they can cancel or reschedule at any time from the Activity stream.

When you use Payment integration, you can charge a reschedule fee or automatically process refunds when Customers
reschedule or cancel bookings. The policy settings will vary based on the payment option that you choose.

Location of the Payment and cancel/reschedule policy section

To edit the Payment and cancel/reschedule policy for your Event type, go to Booking pages — select the relevant Event type
- Payment and cancel/reschedule policy (Figure 1).

Overview

Scheduling options

Time slot settings

Booking form and
redirect

Customer
notifications

Payment and
cancel/reschedule

policy

Public content

Payment and cancel/reschedule policy

@ Payment and pricing
(@) Do not display a price
() Display a price but do not collect payment via OnceHub. Learn more

100.00

() Display a price and collect payment via OnceHub. Learn more

100.00 @

@ Cancellation policy

Customers can cancel online
(@) Any time before the meeting
()Upto before the meeting

() Never

Policy description (visible to Customers)
(@) System text (Recommended)
() Custom text

Bookings can be canceled any time before the meeting time.

Figure 1: Payment and cancel/reschedule policy section

Payment collection options

Do not display a price

When you choose not to display a price, you define the timeframe during which Customers are permitted to cancel or
reschedule a booking. You can also customize the policy description visible to Customers on the Cancel/reschedule page.

Learn more about the Cancel/reschedule policy when not displaying a price

Display a price but do not collect payment via OnceHub

When you choose to display a price but do not collect payment via OnceHub, you set the price for your Event type but
collect payment and process refunds manually (not via OnceHub).
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You can customize the policy description to include the refund amount your Customers will receive if they cancel, or the
reschedule fee they'll be charged if they reschedule. All payment transactions will be handled manually and not via
OnceHub. Learn more about displaying a price and not collecting payment via OnceHub

Display a price and collect payment via OnceHub

In order to display a price and collect payment via OnceHub, your OnceHub account must be connected to PayPal. When
you choose this option, payments are collected automatically when Customers schedule or reschedule a booking.

Depending on your Refund settings, you can also enable OnceHub to automatically process refunds when Customers cancel
a booking. This allows you to streamline your payment and refund processes and provide a seamless customer experience.
Learn more about displaying a price and collecting payment via OnceHub
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Payment and rescheduling: payment is collected [Classic]

When you display a price for your Event type and collect payment via OnceHub, your OnceHub app is connected to
PayPal and payments are collected automatically when Customers schedule or reschedule a booking.

Depending on your Refund settings, you can also enable OnceHub to automatically process refunds when Customers
cancel a booking. This allows you to streamline your payment and refund processes and provide a seamless Customer

experience.

In the Payment and cancel/reschedule policy section, you can automate the payment and refund processes that
occur on the Customer Cancel/reschedule page. You can define the price the Customer pays for a booking and the
refund amount that the Customer will receive if they cancel. You can also define the reschedule fee they will be
charged if they reschedule.

In this article, you'll learn how to configure the Customer Cancel/reschedule policy when you display a price for your
Event types and collect payment via OnceHub.

Customer Cancel/reschedule policy rules

The following rules apply to the Customer Cancel/reschedule policy:

e The Cancel/reschedule policy only affects your Customers. Users are not subject to the policy and they can cancel
or reschedule at any time from the Activity stream.

e The Customer can always access the Customer cancel/reschedule link in Default email and calendar invite
templates, regardless of the Cancel/reschedule policy. The policy will be reflected on the Customer
Cancel/reschedule page that the Customer accesses via the Cancel/reschedule link. The policy will always reflect
the settings that were saved at the time of the initial booking.

e When you use Payment integration, Booking with approval mode is not possible. You must work in Automatic
booking mode. Learn more about conflicting settings when using Payment integration

Requirements

To configure the Customer Cancel/reschedule policy for your Event types, you must:

e Be a OnceHub Administrator.
e Have an active connection to your PayPal account.

e Work in Automatic booking mode.

Configuring the Customer Cancellation and Reschedule policy

@ Note:

When you work with Session packages, Customers can cancel each session independently and each session is
subject to the Cancellation policy. In the Payment and cancel/reschedule policy section, you set the package
price and the refund amount that Customers will receive if they cancel each session independently.

1. Go to Booking pages in the bar on the left.

2. In the Event types section, click on the Event type you want to edit.
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3.

4.

5.

Click the Payment and cancel/reschedule policy section (Figure 1).

@nCGHUb Activity Setup v ‘ @ @D @

@ > Event type: 60-minute meeting --- Event type | 60-minute meeting M ‘
@ Overview Payment and cancel/reschedule policy
® Scheduling options @ Payment and pricing

> Time slot settings (® Do not display a price

() Display a price but do not collect payment via ScheduleOnce. Learn more
=3 Booking form and

redirect 100.00 U.S. Dollar (USD)
0%
300

Customer Display a price and collect payment via ScheduleOnce. (requires a connected PayPal account)
173 notifications

Payment and . .
cancel/reschedule > @ Cancellation policy
policy

# e

Ci s can cancel online

Public content (® Any time before the meeting
? O Upto + before the meeting

() Never
Figure 1: Payment and cancel/reschedule policy

In the Payment and pricing step, select Display a price and collect payment via OnceHub (Figure 2).

@ Payment and pricing
) Do not display a price
() Display a price but do not collect payment via ScheduleOnce. Learn more

00.00 .S.

Jollar (USD)

(@) Display a price and collect payment via ScheduleOnce. Learn more

100.00 U.5. Dollar (USD) | @

Figure 2: Payment and pricing step

In the Cancellation policy step (Figure 3), select your preferred option using the drop-down menu.
@ Cancellation policy
@ Refunds are processed automatically via ScheduleQnce. Change Refund settings

Customers can cancel online

Any time ¥ | before the meeting, refund is| 100 % of the price v

Figure 2: Cancellation policy

¢ Any time before the meeting: This means that Customers can cancel right before the scheduled meeting time.
This can be a matter of minutes before the meeting. You can set the refund amount that the Customer will
receive if they cancel the booking. Note that you can process refunds automatically via OnceHub if you set your
Refund settings to Automatic Enable manual and automatic processing of refunds via OnceHub.

* Up to a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time that the Customer can cancel. The possible values range from 15 minutes to 14 days. You can set the
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refund amount that the Customer will receive if they cancel the booking before and after the milestone. Note
that you can process refunds automatically via OnceHub if you set your Refund settings to Automatic Enable
manual and automatic processing of refunds via OnceHub.

* Never: In this case, the Customer will never be able to cancel the booking.

6. Inthe Cancellation policy step, you can also define the Policy description that is visible to Customers on the
Customer Cancel/reschedule page. By default, OnceHub generates an automatic text based on your selection. You
can decide to use your own custom text instead if you want to customize the cancellation policy description.

7. Finally, in the Cancellation policy step you can also choose to ask your Customers to give you a cancellation
reason (see Figure 4). This question will be displayed on the Customer Cancel/reschedule page. You can choose to
make the cancellation reason Mandatory, Optional, or choose not to display the field at all by selecting Don't
ask.

Customer cancellation reason
(@ Mandatory
() Optional

() Don't ask

Figure 4: Customer cancellation reason

8. In the Reschedule policy step (Figure 5), you can select the following options using the drop-down menu.

@ Reschedule paolicy

@ Payment is collected automatically via ScheduleOnce

Customers can reschedule online

Any time v | before the meeting, reschedule feeis | 10 % of the price v

Figure 5: Reschedule policy

* Any time before the meeting: This means that Customers can reschedule right before the scheduled meeting
time. This can be a matter of minutes before the meeting. You can set the Reschedule fee that you will collect
automatically if the Customer reschedules the booking.

e Up to a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time the Customer can reschedule. Values range from 15 minutes to 14 days. You can set the Reschedule fee
that you will collect automatically if the Customer reschedules the booking before or after the milestone.

» Never: In this case, the Customer will never be able to reschedule the booking.

@ Note:

When you work with Session packages, Customers can reschedule each session independently and each
session is subject to the Reschedule policy. In the Payment and cancel/reschedule policy section, you set
the package price and the reschedule fee that Customers will be required to pay if they reschedule each
session independently.

9. Inthe Reschedule policy step, you can also define the Reschedule policy description that is visible to
Customers on the Customer Cancel/reschedule page. By default, OnceHub generates an automatic text based on
your selection. You can decide to use your own custom text instead if you want to customize the Customer
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reschedule policy description.

10. Finally, in the Reschedule policy step (Figure 6) you can also choose to ask your Customers to give you a
reschedule reason. This question will be displayed on the Customer Cancel/reschedule page. You can choose to
make the cancellation reason Mandatory, Optional, or choose not to display the field at all by selecting Don't
ask.

Customer reschedule reason
@ Mandatory
() Optional

() Don't ask
Figure 6: Customer reschedule reason

Congratulations! You've now set the Customer cancellation and Reschedule policy that is displayed on the
Cancel/reschedule page for your Event type when you display a price and collect payment via OnceHub.
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Payment and rescheduling: price is displayed [Classic]

Booking pages enables you to specify when your Customers can cancel or reschedule a booking.

In this article, you'll learn how to configure the Customer Cancellation policy and Reschedule policy when you display a
price for your Event type, but do not collect payment via OnceHub .

Displaying a price but not collecting payment via OnceHub
When you display a price for your Event type but do not collect payment via OnceHub, you set the price for your Event

type, but collect payment and process refunds manually (not via OnceHub).

You can also customize the cancellation and reschedule policy description displayed to Customers to include the refund
amount they will receive if they cancel, or the reschedule fee they will be charged if they reschedule.

Customers should be informed that all payment transactions will be handled manually and not via OnceHub.

@ Note :

You have the option to collect payment via OnceHub and automate your cancellation and reschedule policy. Learn
more about collecting payment via OnceHub

Customer Cancel/reschedule policy rules

The following rules apply to the Customer Cancel/reschedule policy:

e The Cancellation and Reschedule policy only affects your Customers. Users are not subject to the policy and can cancel
or reschedule at any time from the Activity stream.

e Your Customers can always access the Customer cancel/reschedule link in default email and calendar invite templates,
regardless of the Cancel/reschedule policy. Your customized policy will be reflected on the Customer Cancel/reschedule
page that the Customer accesses via the cancel/reschedule link. The policy will always reflect the settings that were
saved at the time of the initial booking.

e If you are working in Booking with approval mode, the Customer Cancel/reschedule policy does not apply to booking
requests. However, it will apply to scheduled or rescheduled bookings.

Configuring the Customer Cancellation and Reschedule policy

1. Go to Setup -> OnceHub setup in the top navigation bar.
2. Inthe Event types section, click on the Event type you want to edit.

3. Click the Payment and cancel/reschedule policy section (Figure 1).
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4.

5.

@nceHub sy sewn v e @2 Q

©> < (2% Event type: 60-minute meeting - Event type ‘ 60-minute meeting v
&
& Overview Payment and cancel/reschedule policy
®© Scheduling options @ Payment and pricing
. Time slot settings (® Do not display a price
() Display a price but do not collect payment via ScheduleOnce. Learn more
= Booking form and
redirect 100.00 U.S. Dollar (USD) 5
2%
800
Customer Display a price and collect payment via ScheduleOnce. (requires a connected PayPal account)
[~ notifications
& Payment and . .
cancel/reschedule > @ Cancellation policy
A policy
Customers can cancel online
e Public content (® Any time before the meeting
2 O Upto + before the meeting

() Never
Figure 1: Payment and cancel/reschedule policy

In the Payment and pricing step, select Display a price but do not collect payment via OnceHub (Figure 2).
Payment and cancel/reschedule policy

@ Payment and pricing
() Do not display a price

(@) Display a price but do not collect payment via ScheduleOnce. Learn more

‘ 100.00 ‘ ‘ U.S. Dollar (USD) v

Display a price and collect payment via ScheduleQnce. (requires a connected PayPal account)

Figure 2: Payment and pricing

In the Cancellation policy step (Figure 3), select your preferred option.

@ Cancellation policy

@ Refunds are not processed automatically via ScheduleOnce. Connect To PayPal

Customers can cancel online

before the meeting, refund is‘ 100 ‘ ‘ % of the price \

Figure 3: Cancellation policy

¢ Any time before the meeting: This means that Customers can cancel at any time before the scheduled meeting
time. This can be a matter of minutes before the meeting. You can inform Customers of the refund amount they will
receive if they cancel the booking. Note that refunds will not be processed automatically via OnceHub.

¢ Up until a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time the Customer can cancel. The possible values range from 15 minutes to 14 days. You can inform Customers of
the refund amount they will receive if they cancel the booking before and after the milestone. Note that refunds will
not be processed automatically via OnceHub.

¢ Never: In this case, the Customer will never be able to cancel the booking.

Note

When you work with Session packages, Customers can cancel each session independently and each session is
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subject to the Cancellation policy. In the Payment and cancel/reschedule policy section, you set the package
price and the refund amount that Customers will receive if they cancel each session independently.

In the Cancellation policy step, you can define the Policy description that is visible to Customers on the Customer
Cancel/reschedule page. By default, OnceHub generates an automatic text based on your selection. You can decide to
use a custom text instead if you want to customize the Customer cancellation policy description.

Finally, in the Cancellation policy step you can also choose to ask your Customers to give you a cancellation
reason (see Figure 4). This question will be displayed on the Customer Cancel/reschedule page. You can choose to
make the cancellation reason Mandatory, Optional, or choose not to display the field at all by selecting Don't ask.

Customer cancellation reason
@ Mandatory
() Opticnal

() Don't ask

Figure 4: Customer cancellation reason

. In the Reschedule policy step (Figure 5), you can select the following options.

@ Reschedule policy
@ Payment is not collected automatically via ScheduleOnce. Connect To PayPal

Customers can reschedule online
before the meeting, reschedule fee is ‘ 10 ‘

Figure 5: Reschedule policy

% of the price v

* Any time before the meeting: This means that Customers can reschedule any time before the scheduled meeting
time. This can be a matter of minutes before the meeting. You can inform Customers that they will be charged a
reschedule fee if they reschedule the booking. Note that payments are not collected automatically via OnceHub.

* Up until a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time the Customer can reschedule. The possible values range from 15 minutes to 14 days. You can inform
Customers that they will be charged a reschedule fee if they reschedule the booking before or after the milestone.
Note that payments are not collected automatically via OnceHub.

¢ Never: In this case, the Customer will never be able to reschedule the booking.

@ Note:

When you work with Session packages, Customers can reschedule each session independently and each
session is subject to the Reschedule policy. In the Payment and cancel/reschedule policy section, you set the
package price and the reschedule fee that Customers will be required to pay offline if they reschedule each
session independently.

Define the Reschedule policy description that is visible to Customers on the Customer Cancel/reschedule page. By
default, OnceHub generates an automatic text based on your selection. You use a custom text instead if you want to
customize the Customer reschedule policy description.

Finally, in the Reschedule policy step you can also choose to ask your Customers to give you a reschedule reason.
This question will be displayed on the Customer Cancel/reschedule page. You can choose to make the cancellation
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reason Mandatory, Optional, or choose not to display the field at all by selecting Don't ask.

Customer reschedule reason
(@ Mandatory
() Optional

() Don't ask

Figure 6: Customer reschedule reason

Congratulations! You've now set the Customer Cancel/reschedule policy that is displayed on the Cancel/reschedule page
for your Event type.
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Payment and rescheduling: price is not displayed [Classic]

You can specify when your Customers can cancel or reschedule a booking.

In this article, you'll learn how to configure the Customer Cancellation policy and Reschedule policy when you do not
display a price for your Event type.

Customer Cancel/reschedule policy rules

The following rules apply to the Customer Cancel/reschedule policy:

e The Cancellation and Reschedule policy only affects your Customers. Users are not subject to the policy and they
can cancel or reschedule at any time from the Activity stream.

e The Customer can always access the Customer cancel/reschedule link in Default email and calendar invite
templates, regardless of the Cancel/reschedule policy. The policy will be reflected on the Customer
Cancel/reschedule page that the Customer accesses via the Cancel/reschedule link. The policy will always reflect
the settings that were saved at the time of the initial booking.

e If you're working in Booking with approval mode, the Customer Cancel/reschedule policy does not apply to booking
requests. However, it will apply to scheduled or rescheduled bookings.

Configuring the Customer Cancel/reschedule policy

1. Go to Booking pages in the bar on the left. .
2. Inthe Event types section, click on the Event type you want to edit.

3. Click the Payment and cancel/reschedule policy section (Figure 1).

< Event type: 30-minute session - Event type | 30-minute session v
Overview Payment and cancel/reschedule policy
Scheduling options @ Payment and pricing
Time slot settings ®) Do not display a price

() Display a price but do not collect payment via OnceHub. Learn more
Booking form and
redirect 100.00

Customer ") Display a price and collect payment via OnceHub. Learn more
notifications
100.00 ®

Payment and
cancel/reschedule >
policy
@ Cancellation policy

Customers can cancel online

Public content

(@) Any time before the meeting
JUpto before the meeting

() Never

Figure 1: Payment and cancel/reschedule policy

4. In the Payment and pricing step, select Do not display a price (Figure 2).
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@ Payment and pricing
(@ Do not display a price
() Display a price but do not collect payment via ScheduleOnce. Learn mare

00.00 1.5. Dollar (USD) v

.o, o)

Display a price and collect payment via 5cheduleOnce. (requires a connected PayPal account)

Figure 2: Payment and pricing step

5. In the Cancellation policy step (Figure 3), select your preferred option.

@ Cancellation policy

Customers can cancel online

(@) Any time before the meeting
(O Upto *  before the meeting

) Never
Figure 3: Cancellation policy

* Any time before the meeting: This means that Customers can cancel right before the scheduled meeting time.
This can be a matter of minutes before the meeting.

* Up to a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time that the Customer can cancel. The possible values range from 15 minutes to 14 days.

* Never: In this case, the Customer will never be able to cancel the booking.

@ Note:

When you work with Session packages, Customers can cancel each session independently and each
session is subject to the Cancellation policy.

6. Inthe Cancellation policy step, you can also define the Policy description that is visible to Customers on the
Customer Cancel/reschedule page. By default, OnceHub generates an automatic text based on your selection. You
can decide to use your own custom text instead if you want to customize the cancellation policy description.

7. Finally, in the Cancellation policy step you can also choose to ask your Customers to give you a cancellation
reason (see Figure 4). This question will be displayed on the Customer Cancel/reschedule page. You can choose to
make the cancellation reason Mandatory, Optional, or choose not to display the field at all by selecting Don't
ask.

Customer cancellation reason
(® Mandatory
() Optional

() Don't ask
Figure 4: Customer cancellation reason

z 215


https://help.oncehub.com/help/session-packages
https://help.oncehub.com/help/reschedule-the-customer-cancelreschedule-page
https://help.oncehub.com/help/reschedule-the-customer-cancelreschedule-page

8. In the Reschedule policy step (Figure 5), you can select the following options.

@ Reschedule policy

Customers can reschedule online

@ Any time before the meeting
(JUpto v before the meeting

() Never
Figure 5: Reschedule policy

e Any time before the meeting: This means that Customers can reschedule right before the scheduled meeting
time. This can be a matter of minutes before the meeting.

* Up to a certain time before the meeting: In this case, you can select how long before the scheduled meeting
time that the Customer can reschedule. The possible values range from 15 minutes to 14 days.

¢ Never: In this case, the Customer will never be able to reschedule the booking.

@ Note:

When working with Session packages, Customers can reschedule each session independently and each
session is subject to the Reschedule policy.

9. Inthe Reschedule policy step, you can also define the Reschedule policy description that is visible to
Customers on the Customer Cancel/reschedule page. By default, OnceHub generates an automatic text based on
your selection. You can decide to use a custom text instead if you want to customize the Customer reschedule
policy description.

10. Finally, in the Reschedule policy step (Figure 6) you can also choose to ask your Customers to give you a
reschedule reason. This question will be displayed on the Customer Cancel/reschedule page. You can choose to
make the cancellation reason Mandatory, Optional, or choose not to display the field at all by selecting Don't
ask.

Customer reschedule reason
(@ Mandatory
() Optional

() Don't ask
Figure 6: Customer reschedule reason

Congratulations! You've now set the Customer Cancel/reschedule policy that is displayed on the Cancel/reschedule
page for your Event type.
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Booking form and Customer notifications [Classic]

You can change the location of the Booking form and redirect section and the Customer notifications section to be
within either the Booking page or the Event type.

In this article, you'll learn about the options for customizing the location of the Booking form and Customer
notificiations section.

Customizing the location of the Booking form and Customer notifications
section

1. Go to Booking pages in the bar on the left.

2. Click the action menu (3 dots) of the Event types section (Figure 1).
4
GJI'\CEHUb Activity Setup v

©> ScheduleOnce setup

| @ New Event type EI 0

@ (3 New Category veo

| ¢33 Event type sections

v

| Learn about Event types
:_y eee
0% 15-mi .
308 -minute meeting eee
©3

Figure 1: Event types action menu

3. Inthe drop-down menu, click Event type sections.

4. In the pop-up (Figure 2), you can select where you want the Customer notifications section and the Booking
form and redirect section to be managed.

Event type sections X

These settings apply across your entire account. Make sure to read the help article
and fully understand the implications before you make any changes.

The Customer notification section

The Customer notifications section is managed in the | Event type v

The Booking form and redirect section

The Booking form and redirect section is managed in the | Event type v

Figure 2: Event types sections popup
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5. Click Save.

The option to customize the location means that Booking forms and Customer notifications can vary either by
Booking page or by Event type. This additional flexibility enables better modeling of advanced scheduling scenarios
and provides a better scheduling experience for your Customers.

Booking forms allow you to collect more information from your Customers when they make a booking. The
information collected will be available from the Activity stream, Calendar events, and in all email communication to
you and your Customers. Note that the Automatic redirect feature is also located in the Booking form and
redirect section.

Customer notifications are automatic email notifications and SMS notifications sent to your Customers throughout
the scheduling process. Customer notifications include scheduling confirmation, reminders, and follow-ups.

Option 1: Managing both sections on Event types

This solution is a great option for accounts that need to centralize the management of Customer notifications and
Booking forms by Event types. This is the default location when Booking pages are associated with Event types
(recommended).

For example, consider a multi-user account with multiple members providing coaching services in various
locations. The Users can standardize and localize the online booking experience by managing Customer
notifications and Booking forms at the Event type level.

Option 2: Managing both sections on Booking pages

This solution is a great option for accounts with multiple Users who need to customize the online booking
experience for each individual User. This is the default location when Booking pages are not associated with
Event types.

For example, external experts or consultants providing independent services can customize Customer notifications
and Booking forms on their respective Booking pages. In this case, the Master page is used as a portal for the
independent experts or consultants.

Option 3: Managing the Booking form and redirect section on Booking pages
and the Customer notifications section on Event types

In this case, you want to standardize Customer notifications at the Event type level and independently manage
Booking forms on your Booking pages. This allows each Booking page Owner to tailor the details for their own
Booking form while keeping a consistent tone for all of your Customer notifications.

Option 4: Managing the Booking form and redirect section on Event types and
the Customer notifications section on Booking pages

In this case, you want to standardize Booking forms at the Event type level and manage the Customer notifications
independently on your Booking pages. This keeps a consistent tone for your Booking forms while allowing Users to
provide different Customer notification scenarios depending on the Booking page.
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Duplicating an Event type [Classic]

Duplicating Booking pages or Event types can save precious time for you when you're setting up and maintaining
your OnceHub app. Duplication instantly clones all the settings associated with Event types, including images.

In this article, you'll learn how to duplicate an Event type.

Duplicating Event types

To duplicate an Event type, follow these steps:

1. Go to Booking pages in the bar on the left.

2. Click the action menu (3 dots) of the relevant Event type (Figure 1).

@nCEHUb Activity Setup v

©> ScheduleOnce setup
Event types : e
&
@ % 15-minute meeting [eee] ‘
60-minute @ Edt
v
| @ Duplicate
B 30-minute
| (3] Add to Category
c82 15-minute
fi] Delete
7

Figure 1: Individual Event type action menu

3. Select Duplicate.
4. In the new window, enter a Public name and add an image if desired.

5. Once you click the Save button, you're brought to the duplicated Event type settings.

Duplication rules

e Only Administrators have the permission to create or duplicate Event types.
e A new Event type inherits all settings from the source Event type.

e Association of Event types with Booking pages is not duplicated.

e Inclusion in Master pages is not duplicated.

e A new Event type appears just above its source Event type on the Booking page scheduling setup page, and
under the same category.
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Introduction to the Scheduling options [Classic]

In the Scheduling options section, you can define the booking mode, the number of sessions your Customers can
book at once, and how many Customers can join the session.

Location of the Scheduling options section

When you associate Event types with your booking page, the Scheduling options section is located on the Event
type. This allows you to standardize the Scheduling options for your scheduling scenarios. Learn more about the
location of the Scheduling options section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left;
select the relevant Event type; go to the Scheduling options section.

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left; select the
relevant Booking page; go to the Scheduling options section.

Automatic booking or Booking with approval?

Automatic booking: Use this mode when you want scheduling to happen automatically. Learn more about
Automatic booking

Booking with approval: Use this mode when you want to approve each booking and select the final time. Learn
more about Booking with approval

Single or multiple sessions?

Single session: Use this mode when you want Customers to book one session at a time.

Session package: Use this mode when you want Customers to book more than one session at a time. Learn more
about Session packages

One-on-one or Group session?

One-on-one session: Use this mode when you want to meet with Customers individually.

Group session: Use this mode when you want to meet with more than one Customer at a time. Learn more about
Group sessions
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Location of the Scheduling options [Classic]

Scheduling options are located on the Booking page by default. If you associate Event types with your Booking page, the
Scheduling options section is located on the Event type. This allows you to standardize the settings for your scheduling
scenarios. Learn more about associating Event types with Booking pages

Booking pages associated with Event types

For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left, select the
relevant Event type, and go to the Scheduling options section (Figure 1).

4 @ Event type: 15-minute meeting --- Eventtype | 15-minute meeting v
Overview Scheduling options
Scheduling options > @ Automatic or with approval? i
Time slot settings (@) Automatic booking The booking is automatically created.

() Booking with approval The booking requires approval to be created. Customers must suggest v times.
Boaking form and
redirect
Customer @ Single or multiple sessions? [z
notifications
(@) Single session Customers book a single session.
Payment and
cancel/reschedule (") Session package Customers must book v sessions.

policy

Figure 2: Scheduling options section when your Booking page is not associated with Event types

Booking pages not associated with Event types

For Booking pages not associated with Event types, go to Booking pages in the bar on the left, select the relevant
Booking page, and go to the Scheduling options section (Figure 2).

< @ Booking page: DanaFisher --- Booking page | DanaFisher M
Overview Scheduling options @
Event types @ Automatic or with approval?
Associated calendars (@) Automatic booking The booking is automatically created.

. o () Booking with approval The booking requires approval to be created. Customers must suggest v times.
Recurring availability
Date-specific
availability @ Single or multiple sessions? B
Scheduling options > (®) Single session Customers book a single session.
() Session package Customers must book v sessions.

Time slot settings

Figure 1: Scheduling options section when your Booking page has associated Event types
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One-on-one or Group sessions [Classic]

OnceHub gives you three options to control the number of bookings per time slot. You can allow for only a single booking
per time slot, multiple bookings per time slot, or unlimited bookings per time slot.

In this article, you'll learn how to set up One-on-one or Group sessions and how the rules that apply depending on whether
or not you have a connected calendar.

Location of the One-on-one or Group session setting

To set up One-on-one or Group sessions, navigate to the Scheduling options section of the Booking page or Event type
(Figure 1). The location of the Scheduling options section depends on whether or not your Booking page has any Event
types associated with it. Learn more about the location of the Time slot setting section

e |f your Booking page is not linked to an Event type, the Scheduling options will be on the Booking page.

e |f you have linked your Booking page to at least one Event type, the Scheduling options will be on the Event type.

@ One-on-one or Group session?
(®) One-on-one session The session is with one customer anly.
() Group session The session can include up to v customers.

Figure 1: Scheduling options section

One-on-one session

With One-on-one sessions, time slots becomes unavailable as soon as a single booking is made. This is the default setting.

The following rules apply for One-on-one sessions.

When using OnceHub with a connected calendar

e Busy time from any selected calendar closes the slot, regardless of whether it was added via the Booking page or

directly to the calendar.
e Calendar events with a status of "Free" or "Available" will not block the slot.

e Each booking can be canceled or rescheduled by the Customer or the Owner. This will automatically free up the slot so
that a new booking can be made.

When using OnceHub without a connected calendar

e Only bookings made directly on the Booking page will close the slot.

e Each booking can be canceled or rescheduled by the Customer or the Owner. This will free up the slot so that a new
booking can be made. If the event is in the User's calendar, they should remember to remove it manually.

Group session - multiple bookings per slot

With Group sessions you can specify the number of bookings that can be made before the slot becomes unavailable. This
mode is used to accept bookings for activities or events where more than one Customer signs up for the same time.
Examples of this type of booking are classes, tours, and lectures. See a demo
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The following rules apply for Group sessions with multiple bookings per slot.

When using OnceHub with a connected calendar

e Multiple bookings per slot applies to the main booking calendar only. Any busy time that is retrieved from additional
calendars will block the slot regardless of the slot's capacity.

e Each busy time in the main booking calendar will be counted as one booking towards the capacity defined in the
Booking page or Event type regardless of whether it was added via the Booking page or directly to the calendar. For
example, if a Booking page is set to accept two bookings per slot, the slot would close if one booking was created via
the Booking page and another booking was created directly in the main booking calendar.

e Calendar events that have a status of "Free" or "Available" will not be counted towards the defined capacity.

e Each booking creates its own calendar event in the main booking calendar. For example, if there are three bookings
per slot, the calendar events will be created next to each other on the calendar grid.

e Each booking can be canceled or rescheduled by the Customer or the Owner. This will automatically free up the slot so
that a new booking can be made.

When using OnceHub without a connected calendar

e Only bookings made directly on the Booking page will close the slot.

e Each booking will be counted as one booking towards the capacity defined in the Booking page or Event type. For
example, if a Booking page is set to accept two bookings per slot, both bookings must be created via the Booking page
to block availability.

e A scheduling confirmation email is sent for each booking. The User can manually add each booking to the calendar by
clicking the calendar event in the scheduling confirmation email.

e Each booking can be canceled or rescheduled by the Customer or the User. This will free up the slot so that a new
booking can be made. If the event is in the User's calendar, he should remember to remove it manually.

Group session - unlimited bookings per slot
In this mode, there is no limit on the number of bookings per slot. This mode will never block availability. Unlimited

bookings per slot is used for webinars and online classes where there is no physical limitation on capacity.

The following rules apply for Group sessions with unlimited bookings per slot.

When using OnceHub with a connected calendar

e Unlimited bookings per slot applies to the main booking calendar only. Busy time that is taken from additional
calendars will close the slot, regardless of its unlimited capacity.

e Each booking creates its own calendar event in the main booking calendar. For example, if there are three bookings
per slot, the calendar events will be created next to each other on the calendar grid.

e Each booking can be canceled or rescheduled by the Customer or the User. This will not affect the slot's capacity, as it is
unlimited.

When using OnceHub without a connected calendar

¢ Unlimited bookings per slot will not block availability on your Booking page.

e A scheduling confirmation email is sent for each booking. The User can manually add each booking to the calendar by
clicking the calendar event in the scheduling confirmation email.

e Each booking can be canceled or rescheduled by the Customer or the Owner. This will not affect the slot's capacity, as it
is unlimited. If the event is in the User’s calendar, they should remember to remove it manually.
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Conflicting settings when using Group sessions [Classic]

Group sessions can cause settings conflicts if your booking page is set up to create bookings in more than one
calendar and retrieve busy time from the same calendars.

In the following scenarios, it is impossible to use the Group sessions setting.

e Team Booking page (Panel meetings): The booking page retrieves busy time from all team member calendars
and automatically adds the calendar event to all team member calendars when the booking is made.

e Booking conditional on a single resource: The booking page retrieves busy time from the Owner’s calendar and
the resource's calendar, and automatically adds the Calendar event to the Owner's calendar and the resource's
calendar.

e Booking conditional on multiple resources: The Booking page retrieves busy time from the Owner's calendar
and one of the resources’ calendars, and automatically adds the Calendar event to the Owner’s calendar and
the assigned resource’s calendar.

e Buffer time: When scheduling a group session, the buffer time setting for all events on the connected calendar
will not be taken into account.

So, what should you do if you need to use Group sessions with the above scenarios?

1. If possible, select to not retrieve busy time from the additional booking calendars.

2. Use your group session Event types with a Booking page which retrieves busy time from your main booking
calendar only so that the limitation will not apply.

3. Use a Booking page without Event types and set it to retrieve busy time from your main booking calendar only
so that the limitation will not apply.

Group sessions and the number of bookings per day or per week

Group sessions cannot be used with the setting that limits the number of bookings per day or the number of
bookings per week defined in the Time slot settings of the relevant Booking page or Event type. The limitation on
the number of bookings per day or the number of bookings per week can cause slots to be partly filled and
introduces a high level of complexity which can cause unnecessary confusion.
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Session packages [Classic]

OnceHub provides two options for controlling the number of sessions submitted per booking:

e Single session: The Customer books a single session when making a booking. This is the default mode.

e Session package: The Customer must book an exact number of sessions in one booking. You can choose from
one to twenty sessions per booking.

In this article, you'll learn about using Sessions packages.

Session packages

Session packages allow you to offer your Customers the opportunity to schedule multiple sessions at once. This is
a great way to entice your customers to make a longer term commitment to your Event types. When they schedule
with you, your Customers will pick a number of different time slots that suit them and will only be required to
provide their details once. See a demo

The setting that controls Session packages is the Single or multiple sessions option in the Scheduling options
section. The location of this section depends on whether you are working with or without Event types.

After submission, multiple sessions are automatically created and the Customer and the Owner receives one
consolidated notification with all sessions made via the single booking process.

Canceling or rescheduling Session packages

Customers can easily cancel or reschedule one or more sessions in the Session package, subject to the Customer
cancellation and reschedule policies, without affecting the other scheduled sessions. This feature is very useful
when you want to allow Customers to book multiple sessions at once, quickly and easily.

The Booking page Administrator can cancel/reschedule a single session within a Session package at any point. This
action is done from the Activity stream where each session is listed individually.

Rules for Session packages

1. Session packages are only available if you're using the Automatic booking mode.

2. All sessions booked in a Session package must be made for one specific Event type or Booking page. Splitting
sessions between Booking pages and Event types is not possible. When you're using multiple Event types or
Booking pages, you need to define the Session package setting for each Event type and Booking page.

3. Session packages won't work with Pooled availability.

4. Session packages won't work with any limitation on the number of bookings per day or the number of
bookings per week. It can only work with unlimited bookings per day or week and vice versa. Learn more
about conflicting settings when using Session packages

5. When the Customer opens and saves an ICS file, it creates a series of calendar events for their personal
calendar. Each calendar event is independent and has a single time and Cancel/Reschedule link.

6. If you're using Zoom, GoToMeeting, or Webex Meetings for web conferencing, each session includes its unique
web conferencing details:

e All Customer emails, including confirmation, cancellation, and reschedule emails, include a Conferencing
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info link next to each selected time. When the Customer clicks on the link, the scheduling confirmation page
opens as if a single booking was made, displaying the full booking details including web conferencing
information.

e Every email reminder that the Customer receives will include the full booking details, including the web
conferencing information, as if a single session was booked.

o All calendar events for the Owner and Customer include the complete web conferencing information for
each session.

Session packages when working without Event types

When you work without Event types, the setting that controls Session packages is the Single or multiple sessions
option in the Scheduling options section under Booking pages in the bar on the left = Select your Booking page
- Scheduling options.

Session packages when working with Event types

When you work with Event types, the setting that controls Session packages is the Single or multiple sessions?
option in the Scheduling options section under ooking pages in the bar on the left - Select your Event type =
Scheduling options.

When you work with Event types, payment settings can be defined for the specific Event type configured to use
Session packages. In the Payment and Cancel/Reschedule section you can set up an Event type price for the whole
package.

Session packages with Payment integration

If your Session packages are linked to Event types, you can make use of our comprehensive Payment integration.
Session packages with Payment integration is a very powerful combination because it allows you to entice
Customers to commit to and pay upfront for a number of sessions at the same time.

Therefore, in addition to creating and building Customer commitment, Session packages with Payment integration
also allow you to generate an additional revenue stream. This also gives you the opportunity to offer your
Customers discounted prices.

Example 1

Say you're charging $100 for a single consultation session. With Session packages, you can offer Customers 10
sessions for the price of $800. This means that rather than paying $100 for each session, Customers pay $80 for
each session for a discount of $20 per session (or $200 overall).

With Payment integration, you can automatically collect payment from Customers for all sessions in one go.
Payment is collected for the entire package rather than collecting payment per session. With our Payment
integration, you can also configure the Customer cancellation/reschedule policies to automatically handle
rescheduling fees and refunds. Rescheduling fees and refunds are set at the session level.

Finally, with Payment integration you can also choose to manually refund Customers who paid for a Session

package at any point in time. This action is done from the Activity stream. Learn more about refund settings

Example 2

You configure a Session package of 3 sessions to have a price of $150 (i.e. a relative cost of $50 for each session).

When defining your rescheduling policy, you decide to specify that Customers should pay a reschedule fee which
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equates to 10% of the relative cost of each session whenever they reschedule. This means that if a Customer
reschedules one session, they will be required to pay $5 (10% of the relative cost of one session). If a Customer
reschedules three sessions, they will be required to pay $15 (10% of the relative cost of three sessions).

Similarly, when you define your cancellation policy, you decide to specify that Customer will receive a refund which
equates to 50% of the relative cost of each session whenever they cancel. This means that if a Customer cancels
one session, they will be refunded $25 (50% of the relative cost of one session). If a Customer cancels three
sessions, they will be refunded $75 (50% of the relative cost of three sessions).

If at any point throughout the booking lifecycle you decide that a refund is necessary, you can decide to issue the
Customer a manual refund. The amount of refund is completely up to you and does not have to be relative to the
cost of a single session.
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Conflicting settings when using Session packages [Classic]

Session packages are not compatible with the following configuration settings and vice versa:

Limitation on the number of bookings per day or per week

If you have defined any limitation on the number of bookings per day or week in the Time slot settings of the
Booking page, you cannot offer session packages through that Booking page. This is due to the fact that the
limitation on the number of bookings per day or week takes into account booked appointments.

Any limitations on the manner in which Session packages can be made must be done when you set up the Session
package, before any bookings are submitted.

Learn more about limiting on the number of bookings per day or per week

Rule-based assignment Master pages

Session packages cannot be used with Master pages with Rule-based assignment. This is because Rule-based
assignment bookings are distributed to Team members via Round robin, Pooled availability, or Pooled availability
with priority. If Session packages were enabled, the bookings might be split across multiple Team members. For
this reason, it is not allowed.

Learn more about Master pages with Rule-based assignment
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Automatic booking or Booking with approval [Classic]

When you work in Automatic booking mode, the Customer makes a booking and it's automatically created in your
calendar with no further action required. See a demo

In Booking with approval mode, you get to review and approve each booking request before it's scheduled. See a
demo

In this article, you'll learn about the two different modes and when to use them.

Automatic Booking Mode

When should | use Automatic booking?

It's good to use Automatic booking mode when you're scheduling the same type of appointments, such as
customer appointments, advisory sessions, or interviews. Automatic booking saves you a great deal of time, as
everything happens automatically and your calendar just fills up with appointments.

@ Note:

When you're you haven't connected a calendar and a Customer makes a booking, it's automatically created in
the Activity stream and a scheduling confirmation is sent to all relevant Users. You can manually add the event
to your calendar directly from the confirmation email.

Working with single sessions or session packages

The booking can be for a single session or for multiple sessions. You can select the exact number of sessions by
going to Booking pages in the bar on the left = click relevant Booking page — Scheduling options section and

using the Single or multiple sessions option. For example, if the Customer must book 10 sessions, they will not be

able to submit 9 or 11 sessions. Learn more about Session packages

@ Note:

If your Booking page is associated with Event types (recommended), the Scheduling options section will be
located under each Event type.

Meeting duration and meeting increments

When you work in Automatic booking mode, all time settings are in 5-minute increments. This means an
appointment can be as short as 5 minutes. In contrast, when using Booking with approval, you are limited to 15-
minute increments.

Booking with approval mode

To set Booking with approval mode, go to Booking pages in the bar on the left = click your Booking page -
Scheduling options section.

@ Note :
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If your Booking page is associated with Event types, the Scheduling options section will be set at the Event
type level. Learn more

When you select Booking with approval mode, you set the number of times your Customers must suggest. The
more times you ask your Customers to suggest, the more flexibility you'll have when you pick the final time. Once a
Customer submits their booking, you'll be notified to review the suggested times and approve the booking
request. Booking with approval mode works in 15-minute increments. If you need shorter increments, Automatic
booking works in 5-minute increments.

Booking with approval mode is available in all plans. It differs from Automatic booking mode, where scheduling
happens automatically.

@ Note:

When a Customer selects a few times on your Booking page, these requested times will not block your
availability yet, since they have not been scheduled. When you approve the final time, it will become busy time
and block your availability during that time slot.

When there's a high degree of variability in your schedule, Booking with approval mode gives you the control over
the time that you select for the booking. It's good to use this mode in the following cases:

e When you want to approve each request before it's scheduled.
e When you don't have many meeting requests.

e When you have a high degree of variability in the types of your meeting requests.

z 230


https://help.oncehub.com/help/location-of-the-scheduling-options-section/
https://help.oncehub.com/help/scheduling-and-responding-to-booking-requests

Introduction to Time slot settings [Classic]

In the Time slots settings section, you can set up the duration, Time slot display, Workload rules, Timeframe
rules, and other settings related to time slots.

Location of the Time slot settings section

Time slot settings are located on the Booking page by default. If you associate Event types with your Booking page,
the Time slots settings section is located on the Event type. This allows you to standardize the settings for your
scheduling scenarios. Learn more about the location of the Time slot settings section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left »
select the relevant Event type — Time slot settings.

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left - select the
relevant Booking page - Time slot settings.

Settings

The following settings can be managed in the Time slots settings section.

Time slot display

This is where you control time slot duration, starting times and time slot spacing. Learn more about customizing
the Time slot display

Workload rules

This section allows you to put limits on your available time. You can insert a buffer between bookings and cap the
number of appointments you will accept in any given day or week. Learn more about customizing Workload rules

Timeframe rules

This is where you control how much lead time Customers must give you before bookings, and how far in advance
they can book. Learn more about customizing Timeframe rules

Time zone conversion

This setting allows you to control how time slots are converted to the Customer’s time zone. You can also disable
time zone conversion. Learn more about customizing Time zone conversion

Time slots offered per day

This setting allows you to limit the maximum number of displayed time slots per day, and distributes them as
evenly as possible. You can use this setting if you want to look busier than you really are or if you want to prevent
Customers from selecting adjacent time slots in Booking with approval mode. Learn more about customizing Time
slots offered per day
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Location of the Time slot settings [Classic]

Time slot settings are located on the Booking page by default. If you associate Event types with your Booking page, the
Time slots settings section is located on the Event type. This allows you to standardize the settings for your
scheduling scenarios. Learn more about associating Event types with Booking pages

Booking pages associated with Event types

For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left = select

the relevant Event type — Time slot settings (Figure 1).

< @ Event type: 15-minute meeting -«

Overview Time slot settings

Scheduling options Time slot display

Time slot settings > Event type duration

minutes

o~

" hours ‘ 15 v
Booking form and

redirect

Starting times
Customer - o o - o - o - o - o -
notifications o [J5 [J10 [vl1s [J20 [J25 ¥30 [ 35 [ J40 [v]45 [ |50 [ ]55
For example: 10:00am, 10:15am, 10:30am...

Payment and
cancel/reschedule

policy Time slot spacing

Time slot starting times must be at least| 15 minutes v |apart.

Public content

Figure 1: Time slot settings when your Booking page has associated Event types

Booking pages not associated with Event types

15-minute meeting

M ‘

®|=

For Booking pages not associated with Event types, go to Booking pages in the bar on the left = select the relevant

Booking page —» Time slot settings (Figure 2).
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< @ Booking page: DanaFisher --- Booking page | DanaFisher "‘

Overview Time slot settings Ol
Event types Time slot display &l
Associated calendars Time slot duration

Recurring availability B

() Selected by customer between v and v Default: v
Date-specific
availability

Starting times

Scheduli ti - - - - - - o o o o o o
cheduling oprions Vo [J5 (110 15 [120 []25 30 []35 [J40 (w45 [ ]50 [ 55

For example: 10:00am, 10:15am, 10:30am...
Time slot settings >

Location settings Time slot spacing

Time slot starting times must be at least| 15 minutes v |apart.

Booking form and
redirect

Figure 2: Time slot settings when your Booking page is not associated with Event types
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Time slot display [Classic]

The time settings available in the Time slot display section allow you to model a wide range of meeting scenarios. In this
article, you'll learn how to set the duration of bookings and how to control when time slots are offered to Customers.

Location of the Time slot display section

You can find the Time slot display under Time slot settings. The location of the Time slot settings depends on whether
or not your Booking page has any Event types associated with it. Learn more about the location of the Time slot setting
section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left - select the
relevant Event type - Time slot settings.

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left = select the relevant
Booking page - Time slot settings.

Time slot duration

You can set a fixed time slot duration or you can allow the Customer to select a duration within a range set by you.

If you want to allow Customers to select the meeting duration, simply define the selection range and set the default value
that you want to use.

Time slot duration

() Fixed at v

(@) Selected by customer between| 20 min v land| 1 hour v | Default:| 30 min v

Figure 1: Time slot duration

@ Important:

Variable duration (when the Customer chooses the meeting duration) is not available when your Event type is
associated with a Booking page.

Starting times

You can control the time at which time slots can start. For example, on the hour (0), on the half hour (30), or any other time
in 5 minute increments.

Starting times

Vo [J5 [J10 15 [J20 [J25 130 [135 [J40 [v145 []50 []55
For example: 10:00am, 10:15am, 10:30am...

Figure 2: Starting times

Time slot spacing

You can use the drop-down to set the minimum gap between time slot starting times. For example, time slot starting times
must be at least 15 minutes/ 45 minutes/ 2 hours apart.
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Time slot spacing

Time slot starting times must be at least

Figure 3: Time slot spacing

1 hour and 30 minutes

v

apart.
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Workload rules [Classic]

In this article, you'll learn about using Workload rules to control your daily and weekly workload.

Location of the Workload rules section

You can find Workload rules under Time slot settings. The location of the Time slot settings depends on whether or not
your Booking page has any Event types associated with it. Learn more about the location of the Time slot settings section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left = select the
relevant Event type - Time slot settings.

e For Booking pages not associated with Event types, go to go to Booking pages in the bar on the left - select the
relevant Booking page — Time slot settings.

Buffer before and after the meeting

The booking buffer automatically creates gaps between time slots and busy time on your calendar. These gaps can be used
to account for travel time, cleanup time, rest time and more. If you don't want the buffer to affect you, simply leave it on its
default, at zero.

Buffer before and after the meeting

Add a buffer between ScheduleOnce bookings and busy time to account for preparation time, cleanup, rest, travel time, etc.

Figure 1: Buffer before and after the meeting

The buffer only creates gaps between busy time in your calendar. It does not create gaps between the available time slots
that you have on your booking calendar. If you want to control the gaps between your available time slots, you can use
the Time slot spacing setting or create custom gaps in the Recurring availability section or Date-specific availability section.

Number of bookings per day

This setting allows you to set a cap on the number of bookings that can be scheduled per day. When the cap is reached, the
entire day will become unavailable and no more bookings will be accepted. Learn more about limiting the number of
bookings per day

Number of bookings per day

Control the daily workload. Allow no more than bookings per day.

Figure 2: Number of bookings per day

Number of bookings per week

This setting allows you to set a cap on the number of bookings that can be scheduled per week. When the cap is reached,
the entire week will become unavailable and no more bookings will be accepted. Learn more about limiting the number of
bookings per week

Number of bookings per week

Control the weekly workload. Allow no more than bookings per week.

Figure 3: Number of bookings per week
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@ Important:

Both the number of bookings per day and number of bookings per week settings can be used concurrently. In this
case, the setting with the strongest restriction overrides the other setting. For example, if the number of bookings per
day is set to 1 and the number of bookings per week is set to 3, the entire week will be blocked after 3 bookings are

made at any time during the week.
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Timeframe rules [Classic]
Timeframe rules allow you to limit the timeframe for accepting bookings Before an event and Into the future.

Timeframe rules

Before the event

No surprises please. Provide a lead time of at Ieast before the meeting time.

Into the future

(® Don'tlet hookings drift away. Do not offer time slots more than into the future.

() Only display the first v days with available time slots. ()

Figure 1: Timeframe rules section

In this article, you'll learn about using Timeframe rules.

Location of the Timeframe rules section

You can find Timeframe rules under Time slot settings. The location of the Time slot settings depends on whether
or not your Booking page has any Event types associated with it. Learn more about the location of the Time zone
settings section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left
- select the relevant Event type - Time slot settings.

e For Booking pages not associated with Event types, go to go to Booking pages in the bar on the left —» select the
relevant Booking page - Time slot settings.

Before the event

Before the event

No surprises please. Provide a lead time of at least| 4 hours v | befare the meeting time.

Figure 4: Before the event drop-down

This setting determines how much lead time you will have from the time a booking is made until the meeting time. For
example, let's say you create a lead time of three hours. A Customer who is on your Booking page at 1 PM will not be
offered time slots before 4 PM. This setting provides for a lot of flexibility, ranging from a few minutes to a few days or
weeks.

Into the future
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Into the future

(® Don't let bookings drift away. Do not offer time slots more than| 3 months v into the future.

(") Only display the first v days with available time slots. (0

Figure 5: Into the future options

This setting determines how far in advance Customers can make bookings with you. You can limit Customers' choice to
book into the future in one of two ways:

1. Count nominal time: This time is counted independent of whether any slots are available or not in the specified
period.

2. Only count days with available time slots: This is based on your availability settings, minus blocked busy times
and any previously scheduled meetings.

Use the radio buttons to select between the two methods.

Nominal time method

Generally, this method is more useful for longer periods like weeks and months. The default for this setting is 18
months, and you can set it for as short as 12 hours.

For example, when your Into the future setting is set to four weeks, we show your Customer the next four weeks
regardless of whether you have any available slots during this period or not. Days where you do not have any
availability on your calendar still count towards the total number of days shown. In this example, your Customer may
see anything from 28 days to 0 days to choose from, depending on how much availability is on your calendar inside the
specified time frame.

Available time slots method

Generally, this method is more useful for shorter periods of several days. Typical use cases where the availability-
based method comes in handy include:

1. Business days: Set the number of days your Customer can schedule in a way that skips weekends and holidays.
Any blocked days in your calendar, or days with no availability, will not be counted towards the set number of days
to display.

2. Allow your Customer to schedule in the next few days: Limit your Customer's options to an exact number of
days to choose from. Elegantly battle Customers' tendency to procrastinate!

3. Maximize your time utilization: One of the ways to maximize time utilization is to fill up one day at a time,
before opening another day for booking. Set the number of days to one to achieve this.

How does it work?

We take the availability you specified in the Recurring availability and Date-specific availability sections of your Booking
page, and deduct all your busy time (from your connected calendar or from events scheduled via OnceHub), all subject
to your time slot rules. The result is that your Customer will see a specified number of days into the future that
currently have available time slots. Any days with no open slots will not be counted: days with no availability, fully-
booked days and days blocked due to time slots rules. Selection options are between 12 hours and 30 days.

Consider the following example:

Your availability is set to Monday to Friday. On the upcoming Thursday, you have an all-day meeting in your connected
calendar. The upcoming Friday is fully booked by OnceHub meetings.
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Your Into the future setting is set to two days of actual availability. A Customer that opens your Booking page on
Wednesday will be able to choose between Wednesday and the following Monday.

Let's see why:

Wednesday is shown because it has available slots.

Thursday is skipped because it is blocked by the all-day event in the connected calendar.

Friday is skipped because it is blocked by OnceHub events.

Saturday and Sunday are skipped because you did not specify availability on these days.

e Monday is shown because it is the next day with available slots.

Setting actual availability ensures that your Customer is always offered the predefined number of available days to
choose from.
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Time zone conversion [Classic]

If you're offering bookings to Customers in multiple time zones, you can use Time zone conversion settings when they book
with you.

Time zone conversion

(@) ON (Recommended) - Time slots are displayed in the Customer’s local time.
[v| Prompt Customers to confirm their auto-detected time zone ®

[] Only display times during the Customer's local working hours: v v

() OFF - Time slots are displayed in the Booking page time zone. Useful when all Customers are located in the same time zone.

Figure 1: Time zone conversion

In this article, you'll learn about using the Time zone conversion settings.

Location of the Time zone conversion section

You can find Time zone conversion settings under Time slot settings. The location of the Time slot settings depends on
whether or not your Booking page has any Event types associated with it. Learn more about the location of the Time slot
settings section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left — select the
relevant Event type - Time slot settings.

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left - select the relevant
Booking page — Time slot settings.

Time zone conversion: ON

This is the default setting for time zone conversion. When you select this option, the Customer's time zone is automatically
detected according to their IP address.

When the Customer accesses your Booking page, they will see a confirmation pop-up asking them to verify that the detected
time zone is correct (Figure 2). As a result, all time slots will be displayed to the Customer in their local time zone.

Your time zone

All times will be displayed according to your time zone:

United States v

Please select time zone region v

Figure 2: Time zone confirmation pop-up

When ON is selected, there are two additional options:
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Prompt Customers to confirm their auto-detected time zone

e When checked - Customers must always confirm their time zone.

e When unchecked - Customers confirm their time zone only if auto-detection fails.

Only display slots during the Customer's local working hours

This option is recommended if you're working with clients and prospects whose time zone is multiple hours apart from
yours. When you select this option, the Customer will only see time slots that fall within the Customer's local working hours
that you have defined.

For example, say you're in the US Eastern time zone and have availability from 9am - 5pm. Some of your Customers are in
the UK with a 5-hour time difference.

e Without the working hours restriction, your UK Customers will see 2pm - 10pm availability in their local time zone.

e With the working hours restricted to 9am - 5pm, they will only see 2pm - 5pm, which are the times that make more sense
for their local working hours.

Time zone conversion: OFF

Select this option if your Customers are all local and you're sure that no one will schedule from a time zone that is different
from the one that you are in. In this case, the Customer will not be asked to verify a time zone and no time zone will be
displayed to the customer. As a result, all time slots will be displayed in your chosen time zone.

You should also choose this option if your Booking page is offering appointments for a conference or other event. For
instance, attendees might come from all over the world to a conference in New York. They might book the appointment
ahead of time, from their home in another state or country. However, they need to book the appointment in Eastern Time
only. Turning time zone conversion off will ensure they select only times relevant to the conference location.

Learn more about scheduling for conferences

@ Note:

You cannot disable the time zone conversion when using dynamic rules or resource pools. If you would like to turn off
the time zone conversion for a booking using dynamic rules or pooled availability, use the automatic time zone
conversion feature and leave a note in the Master page instructing Customers to select the correct time zone manually.
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Number of time slots offered per day [Classic]

You have the option to limit the number of slots you offer per day. There are a number of reasons to limit the maximum

time slots offered per day, including:

e Looking busier than you really are.
e Making an effort not to overwhelm Customers with too many choices.

e Preventing Customers from selecting adjacent time slots in Booking with approval mode.

If you want to limit the maximum number of available time slots per day, you can do so using the Number of time slots
offered per day setting under under Time slot settings (Figure 1).

Number of time slots offered per day H|

Don't offer too many options. Display no more than time slots per day.

Available time slots will be distributed as evenly as possible.

Figure 1: Number of time slots offered per day

The location of the Time slot settings depends on whether or not your Booking page has any Event types associated with it.
Learn more about the location of the Time slot settings section

e For Booking pages associated with Event types (recommended), go to Booking pages in the bar on the left — select the
relevant Event type - Time slot settings.

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left - select the relevant
Booking page - Time slot settings.

Limiting the number of time slots

When you limit the number of time slots available per day, OnceHub distributes these time slots as evenly as possible across
the availability set for that Booking page.

For example, say you have availability from 9 AM to 5 PM. You want to limit the number of time slots offered to 3 time slots
per day. Time slots will be offered at 9 AM, 12 PM, and 3 PM. If someone books the 9 AM time slot, this time slot disappears
and a new time slot will be offered to the next Customer at 9:30 AM.

If you don’'t want this setting to affect you, simply keep it at its maximum: All time slots.

@ Important:

This setting does not limit the amount of appointments that can be booked on any given day. Rather, it affects the
amount of time slots which a Customer may choose from when they select a time for their booking. If you want to put
an absolute limit on the number of bookings per day, this is available through the Workload rules settings.
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Limiting the number of bookings [Classic]

In the Workload rules section of the Time slot settings, you can set a cap on the number of bookings that can be
made in a given day or week.

e When you set a cap on the number of bookings per day: the entire day will become unavailable when the
cap is reached and no more bookings will be accepted.

e When you set a cap on the number of bookings per week: the entire week will become unavailable when
the cap is reached and no more bookings will be accepted.

e When you use both settings together: the setting with the strongest restriction overrides the other setting.
For example, if the number of bookings per day is set to 1 and the number of bookings per week is set to 3, the
entire week will be blocked after 3 single-day bookings.

This is straightforward when working with Booking pages only. In this case, the Time slot settings are located on
the Booking page and the cap applies to all bookings. But how do these settings work when the Booking page is
linked to Event types?

Using Booking pages associated with Event types

When you associate an Event type with a Booking page, all the Time slot settings are moved to the Event type.
This means that the number of bookings per day and number of bookings per week are defined by Event type.

However, when multiple Event types are associated with a Booking page, the overall count on the number of
bookings remains according to the Booking page.

See below some possible scenarios when a single Booking page is linked to two Event types.

Example 1: Setting the cap on the number of bookings per day
When you set the maximum number of bookings per day to three on each Event type, the maximum bookings per

day is equal to the highest limit and not the sum of both limits.

So in this case, it is possible to create 1 booking from Event type A and 2 bookings from Event type B, or any other
combination that results in a total of 3 bookings overall. The maximum number of bookings per day will always be
3, not 6.

@ Note:

If you would like to allow 3 bookings per day from each Event type (for a total of 6 bookings per day), you
should associate each Event type with a different Booking page.

Example 2: Setting the cap on the number of bookings per week

When you sets the maximum number of bookings per week to three on each Event type, the maximum bookings
per week is equal to the highest limit and not the sum of both limits.

So in this case, it can be possible to create one booking from Event type A and two bookings from Event type B, or
any other combination that results in a total of 3 bookings overall. The maximum number of bookings per week
will always be 3, not 6.
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@ Note:

If you would like to allow three bookings per week from each Event type (for a total of 6 bookings per day), you
should associate each Event type with a different Booking page.

Example 3: Setting the cap on the number of bookings per day and per week, using multiple Event types
with same settings

Say you have a Booking page that is linked to two Event types. Both Event types set a maximum number of three
bookings per week and one booking per day. This means that the maximum bookings for each Event type is equal
to three per week (the setting with the strongest restriction).

So in this case, it is possible to create only three single-day bookings per week from Event type A or Event type B.
The maximum number of bookings per week will always be 3, not 6.

Example 4: Setting the cap on the number of bookings per day and week, multiple Event types with
different settings

In the example above, let's consider a situation where Event type A and Event type B have different settings.

e Event type A can accept a maximum of three bookings per week and two bookings per day, which means that
the maximum bookings for Event type A is equal to three (the setting with the strongest restriction).

e Event type B can accept a maximum of two bookings per week and one booking per day. It means that the
maximum bookings for Event type B is equal to two (the setting with the strongest restriction).

In this case, the maximum number of bookings is equal to the highest limit of both Event types, not the sum of
both limits. So in this case, it can be possible to create one booking from Event type A and two bookings from
Event type B, resulting in a total of three bookings. The maximum number of bookings per day is 2 (two bookings
from Event type A, or one from Event type A and one booking from Event type B) . The maximum number of
bookings per week will always be 3, not 5.
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Introduction to the Booking form and redirect [Classic]

In the Booking form and redirect section, you can define the meeting subject, the Booking form you wish to use, and the redirect

options when your Customer makes a booking.

You can also decide to skip or prepopulate the Booking form when a Customer makes a booking. This can be achieved when
Customer data is passed to your Sharing links or Publishing options.

Location of the Booking form and redirect section

The location of the Booking form and redirect section depends on whether or not your Booking page has any Event types associated

with it.

e For Booking pages associated with Event types, go to Booking pages in the bar on the left - select the relevant Event type -

Booking form and redirect section (Figure 1).

< @ Event type: Sales Call -+

Overview

Scheduling options

Time slot settings

Booking form and
redirect

Customer
notifications

Payment and
cancel/reschedule

policy

Public content

Figure 1: Booking form and redirect section on Event type

Booking form and redirect

@ Booking form

Event type | Sales Call v

Booking form

Default

v| & Editform

Your name*

Your email*

Confirm your email*

Your company

Your phone

Booking notifications will be sent

to this email

Confirm your email

e For Booking pages not associated with Event types, go to Booking pages in the bar on the left - select the relevant Booking

page - Booking form and redirect section (Figure 2).

< @ Booking page: Sales Call ---

Overview

Event types

Associated calendars

Recurring availability

Date-specific
availability

Scheduling options

Time slot settings

Location settings

Booking form and
redirect

Customer
notifications

Booking form and redirect

@ Meeting subject

(@) Meeting subject will be provided by the Customer

() Meeting subject is set by the Owner (you) *

@ Booking form

&)

Booking form

Default

v| & Editform

Subject*

Your name*

Your email*

What is the meeting about?

Booking notifications will be sent

to this email
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Figure 2: Booking form and redirect section on Booking page

@ Important:

You can change the location of the Booking form and redirect section to be located on the Booking page or the Event type. To
set the location, go to Booking pages in the bar on the left - Event types pane- action menu (three dots) - Event type

sections. Learn more about Event type sections

Meeting subject

You can choose if you want the meeting subject to be set by the Owner (you) or by the Customer (Figure 1).
If you choose to let the Customer provide the meeting subject, it will be a required field on the Booking form. The Customer will not

be able to make a booking without completing this field.

Booking form and redirect

@ Meeting subject
() Meeting subject will be provided by the Customer

(@) Meeting subject is set by the Owner (you) *

‘ This is the meeting subject

Figure 1: Meeting subject
When your Booking page is associated with an Event type, this section will not be visible. The meeting subject is set by default to the

Event type name and cannot be changed.

@ Note:

If the Booking form is skipped and the Meeting subject is set by the Customer, the Meeting subject is automatically set to

Personal meeting.

Booking form
The drop-down menu contains the Booking forms that have been created in the Booking forms editor. A preview of the Booking

form can be seen below the drop-down menu. The preview includes all the fields in the Booking form, in the exact order in which

they will appear to your Customers.

If you wish to edit the Booking form, click Edit form. Learn more about the Booking forms editor
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@ Booking form |

Booking form | Default v| £ Editform
Subject* What is the meeting about?
Your name*
Your email* Booking notifications will be sent
1o this email
Confirm your email* Confirm your email

Your company

Your phone

Your mobile phone ~ Include area code

OK to send me booking notifications via SMS

To send SMS notifications, you must also enable them in the Customer notifications section,

Location provided by Customer
(conditional field)

Will only appear if the Location settings are set to Location provided by Customer. Learn more

Your note

Figure 2: Booking form

Automatic redirect

This setting allows you to decide what will happen after your Customers complete the booking process.

@ Automatic redirect

() OFF - Display the ScheduleOnce confirmation page

(® ON - Display the ScheduleOnce confirmation page for seconds and then redirect to

When Customer schedules Enter URL or leave empty for no redirect

[_] Send booking confirmation data to redirect page ®

[ Pass source tracking tags to redirect page ®

When Customer reschedules ‘ Enter URL or leave empty for no redirect |

When Customer cancels ‘ Enter URL or leave empty for no redirect |

Figure 3: Automatic redirect

When Automatic redirect is set to OFF, the Customer will see a comprehensive confirmation page with the meeting information. This
is the default setting.

When Automatic redirect is set to ON, the Customer will be automatically redirected to a web page of your choice when the booking
is submitted.

e This can be used to redirect the Customer to a thank you/landing page or to a payment page.

e Another use case is to measure the effectiveness of your marketing campaigns by adding tracking code such as Adwords,
Facebook pixel or Google Analytics code to the redirect target page.

e You can also pass source tracking tags to the redirect page, or redirect booking confirmation data to a custom confirmation page.

Separate fields are provided for scheduling, rescheduling and canceling redirect target pages. You can use the same URL for all three
processes, or enter different URLs to serve each purpose. Note that automatic redirect can also be used when the page is
embedded.
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Collecting Customer data with Booking forms [Classic]

Booking forms allow you to collect information from your Customers when they make a booking. After selecting a date and time,
Customers reach the Booking form step and provide the information required to complete the booking.

’,
GnceHub i
Provide information Change selection v
Time Tue, Apr 23,2019, 10:00 AM - 11:00 AM (Change)
1 United States; Eastern time (GMT-4:00) [DST] (Change)

Dana Fisher

;’:;'Zlf‘e gﬁde[‘tgr Subject* What is the meeting about?

Please follow the instructions to g oumarit,

schedule your appointment - It's fast

and easy.

Thanks, N Your email* Booking notifications will be sent

o to this email

Dana
Your mobile phone number.  United States (+1) v Include area code or any other
You'll receive a sample SMS prefix

g v OK to send me booking notifications via SMS
confirmation.

B 650.206.5585
Your note
[ contact@oncehub.com

[ www.oncehub.com

®® @ En

Figure 1: Sample Booking form

In this article, you'll learn about about collecting and utilizing Customer data using Booking forms.

Booking form fields

You can create and customize as many Booking forms as you need using the Booking forms editor. Each form can have its own set
of fields in a specified order.

The Booking form always contains the name and email fields, which are mandatory OnceHub fields, plus any System fields or
Custom fields you choose to add. You can choose to make these additional fields either mandatory or not.

Some System fields will be conditionally added to the form. For example: if you choose to let the Customer set the meeting subject,
this field will be automatically added to the Booking form.

The graphic style of the fields is determined by the theme you set in the Theme designer. The graphic style can be either Modern
(fields as underlines) or Classic (fields as boxes). By default, the graphic style is set to Modern.

Finding Customer data

All Customer data collected in the Booking form is available to you via the following methods:

e Email notifications, reminders and calendar events (unless set otherwise by creating custom notification templates)
e The Activity stream

e Reports

Selecting a Booking form

When you have multiple Booking forms, you can choose which Booking forms will be used for different scenarios. Booking forms can
be related either to Booking pages or Event types.

By default, the location of the Booking form section depends on whether or not your Booking page is associated with any Event
types.

e Booking pages with Event types: Each Event type has its own Booking form, set in the Event types’s Booking form section.

e Booking pages without Event types: The Booking form is selected in the Booking page’s Booking form section.
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However, you can customize the location of the Booking form section.

Skipping or prepopulating Booking forms
It's not always necessary to collect Customer information as part of the scheduling process. For example, you may already have the
data in your CRM.

In these cases, the Booking form is typically skipped completely if you have all the data needed, or prepopulated if you require
additional data. Prepopulated Booking forms work in private mode or public mode depending on the source of the prepopulation
data. Learn more about prepopulated forms

The Booking form is typically skipped or prepopulated in the following scenarios:

e Personalized links: When you invite an existing prospect or Customer to schedule, their information is already known to you.
You can send them a Personalized link from Salesforce or Infusionsoft to save them the time of filling out redundant information.
If you are not using our native CRM integration, you can create a Personalized link using URL parameters.

e Web form integration: The Customer filled out your web form, so their data is already available to you or stored in your CRM.
This data can be passed to OnceHub as parameters in the URL or as a CRM record ID (Salesforce or Infusionsoft).

e Login integration: When the Customer is authenticated in your app or portal, their identity is known to you. You can pass their
CRM record ID (Salesforce or Infusionsoft) or parameters like name or email, and the Booking form will be skipped or
prepopulated for them.

e Landing page: You send your Customer an email (possibly as part of a campaign) with a link to a landing page (any web page that
offers scheduling). That email link is personalized with the Customer data (using URL parameters, Salesforce ID or Infusionsoft
ID), and the data is passed to the landing page. The landing page allows the Customer to schedule and all their data is seamlessly
passed on to OnceHub, so they don't need to refill known values.
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Prepopulated Booking forms [Classic]

It's not always necessary to collect Customer information as part of the scheduling process. For example, you may already have the
data in your CRM. In these cases, the Booking form is typically skipped completely (if you have all the data you need) or prepopulated
(if you require additional data).

Prepopulated Booking forms

When the Booking form is prepopulated, it can operate in two modes: private or public. The mode of the Booking form depends on
the source of the prepopulation data provided. Prepopulation data can originate from two sources:

e Parameters passed in the URL to the Booking page.

e Customer information stored in a Database such as your CRM or OnceHub account.

Prepopulation with URL Parameters

Prepopulation data provided directly in the Public link (as URL parameters) is visible in the browser address bar. By definition, this
information is not private. When forms are prepopulated with data from URL parameters, the form displays the information publicly
(Figure 1). In public mode, the data is visible and can be edited by the Customer before submission.

Provide information Change selection v
Event type 15-minute meeting (Change)
Time Wed, Apr 24, 2019, 10:00 AM - 10:15 AM (Change)
United States; Eastern time (GMT-4:00) [DST] (Change)
Your name* John Smith
Your email* johnsmith@mail.com Booking notifications will be sent to
this email
Your company* |SM Manufacturing
Your phone* 1234567890
Your mobile United States (+1) v Include area code
phone
v OKto send me booking notifications via SMS

Your note

Figure 1: Booking form with data prepopulated from URL parameters

Prepopulation with Customer data stored in a database

We are committed to keeping Customer data safe and secure. We have added a layer of security for bookings made with contacts
stored in databases, such as your Infusionsoft CRM or Salesforce CRM.

If the prepopulation data is from a database, the form works in private mode. In private mode, prepopulated data can't be viewed or
edited by the Customer before submission. The prepopulated data used in the Booking is indicated as a checklist and the Customer
can provide additional information if required.
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@ Note:

To use data from a database in a prepopulated Booking form, you first have to connect to Infusionsoft or connect to Salesforce.

Provide information

Event type

Time

Data we
already have

SMS opt-in

Your note

15-minute meeting (Change)

Thu, Apr 25,2019, 2:00 PM - 2:15 PM (Change)
United States; Eastern time (GMT-4:00) [DST] (Change)

+/ Your name
" Your email
+/ Your company

+/ Your phone

+/ Your mobile phone

OK to send me booking notifications via SMS

Change selection v

Include area code

Figure 2: Data prepopulated from a database

Private mode is automatically used when necessary (no configuration is required). It is enabled:

e When you use a record ID from your CRM to prepopulate the Booking form.

e When a customer reschedules an existing appointment and additional data is required to complete the booking. If no additional
data is required, the Booking form step will be skipped during rescheduling.

Private mode protects customer privacy. Customer data from your CRM or OnceHub account should not be visible on a page
accessible from the web. Click here to see the OnceHub Privacy Notice.

@ Note:

For security and privacy reasons, using CRM record IDs to skip or prepopulate the Booking form is not compatible with collecting
data from an embedded Booking page or redirecting booking confirmation data.
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Automatic redirect [Classic]

You can automatically redirect your customers to different web pages after they schedule, reschedule or cancel a booking.

In this article, you'll learn about the automatic redirect settings.

Configuring the automatic redirect

You can configure the automatic redirect in the booking form and redirect section. The location of the booking form and
redirect section depends on whether or not your booking page has any event types associated with it.

e For booking pages associated with event types, go to booking pages in the bar on the left = select the relevant event
type = booking form and redirect section.

e For booking pages not associated with event types, go to booking pages in the bar on the left = select the relevant
booking page - booking form and redirect section.

@ Automatic redirect

() OFF - Display the ScheduleOnce confirmation page

(®) ON - Display the ScheduleOnce confirmation page for seconds and then redirect to

When Customer schedules Enter URL or leave empty for no redirect

[v] send booking confirmation data to redirect page ®

[ Pass source tracking tags to redirect page @

When Customer reschedules ‘ Enter URL or leave empty for no redirect |

When Customer cancels ‘ Enter URL or leave empty for no redirect |

Figure 1: Automatic redirect settings

@ Important:

You can change the location of the Booking form and redirect section to be located on the Booking page or the Event
type. To set the location, go to Booking pages in the bar on the left = Event types pane — action menu (three dots)
- Event type sections. Learn more about Event type sections

Automatic redirect set to OFF

This is the default option. When Automatic redirect is set to OFF, the Customer will see the Booking confirmation after they
schedule, reschedule or cancel a booking.

This page gives the Customer information about the booking that they've just made. It also gives the Customer the option to
download the meeting’s ICS file into their calendar.

If you're working in Booking with approval mode, the confirmation page will display the requested times that the Customer
gave as options. If you're using Session packages, the meeting time for every session will be displayed.

Automatic redirect set to ON

When Automatic redirect is set to ON, the Customer will be automatically redirected from the Booking confirmation page to
the URL of your choice.

You can redirect immediately after the schedule, reschedule or cancellation process is completed, or choose to have the
Customer stay on the confirmation page for a short amount of time and then be redirected.
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You can also choose to redirect to different pages when a Customer makes a new booking, reschedules or cancels. Redirect
will only take place if a URL was provided.

@ Note:

Automatic redirect can also be used when the page is embedded.

Using Automatic redirect

If enabled, Automatic redirect takes effect after the Customer completes a scheduling, rescheduling or cancellation process.

By default, all booking processes end on the confirmation page. Automatic redirect allows you to skip this confirmation page
completely, or show it for a limited time and then redirect to a page of your choice.

You can also pass source tracking tags to the redirect page, or redirect booking confirmation data to a custom confirmation
page.

Automatic redirect is used for several purposes:

e Align with your business process: After scheduling, Customers can fill out a form or perform additional steps.

e Measure your campaign effectiveness: You can accurately measure traffic and funnel conversion by adding Google
analytics, Facebook pixel, Adwords, or other tracking mechanisms to the redirect target pages.

e Brand your "thank you" pages: You can design and create your own "thank you" pages. These can be shown to
Customers either after the Booking confirmation page or instead of it.
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Introduction to the Customer notifications [Classic]

The Customer notifications section is where you set which notification scenarios will trigger email notifications,

SMS notifications, or both to be sent to your Customers. Examples of notification scenarios include: scheduling
confirmations, event reminders, event follow-ups, cancellations, and rescheduled bookings.

Location of the Customer notifications section

By default, when your Booking page is associated with Event types, the Customer notifications section is located on
the Event type. When your Booking Page is not associated with Event types, this section is located on the Booking
page. However, your account Administrator can change the location of this section to be always on either Booking
pages or Event types for the entire account.

e For Booking pages associated with Event types, go to Booking pages in the bar on the left —» select the relevant
Event type - Customer notifications section (Figure 1).

14 @ Event type: Sales Call

Overview

Scheduling options

Time slot settings

Booking form and
redirect

Customer
notifications

Payment and
cancel/reschedule

policy

Public content

Figure 1: Customer notifications section on Event type

Customer notifications

The account has 25 SMS credits. Buy more credits

Notification scenario

Vv Automatic booking

Booking made by Customer

Sent to the Customer when the Customer makes
a booking.

> Booking with approval
> calendar event

> Reminders and follow-ups

Email

sms D

Event type ‘ Sales Call v |

Template

Default v

Add a note in Default template

e For Booking pages not associated with Event types, go to go to Booking pages in the bar on the left = select

the relevant Booking page - Customer notifications section (Figure 2).

< @ Booking page: Sales Call

Overview

Event types

Associated calendars

Recurring availability

Date-specific
availability

Scheduling options

Time slot settings

Location settings

Booking form and
redirect

Customer
notifications

Customer notifications

The account has 25 SMS credits. Buy more credits

Notification scenario

v Automatic booking

Booking made by Customer

Sent to the Customer when the Customer makes
a booking.

> Booking with approval

> calendar event

> Reminders and follow-ups
> Booking cancellation

> Booking reschedule

Email

Ky

sms @

&

Booking page ‘ Sales Call v ‘
B
Template
Default M

Add a note in Default template
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Figure 2: Customer notifications section on Booking page

Configuring notifications

Notification scenarios are booking events that will trigger an email or SMS notification to be sent to the Customer.
Learn more about the different Customer notification scenarios and when they apply

@ Note :

Not all scenarios apply to every situation. For example, the Booking request made by Customer scenario
triggers a notification to the Customer when the Customer makes a Booking request. However, this scenario
only applies to Booking pages that use Booking with approval mode.

Selecting a delivery method: Email or SMS

You can send an email notification or SMS notification for each Notification scenario, such as the Automatic
booking scenario (Figure 3).

Notification scenario Email sms (D)

v Automatic booking

Booking made by Customer

Sent to the Customer when the Customer makes [+] [+]
a booking.

Figure 3: Email notification and SMS notification selected

The exception is the Calendar event scenario, which has no SMS notification option (Figure 4).

v Calendar event

Calendar event

The Calendar event can include any booking 7 Add end
) +| Add Customer to Calendar event
details and can be added to the Owner's and _

Customer's calendars.

Figure 4: Calendar event notification option

Reminders and follow-ups

You can send up to three Customer reminders before a meeting. You can choose to send a reminder from between
5 minutes to 30 days before the meeting time (Figure 5). By default, email notifications are checked for all three
Customer reminders.
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“ Reminders and follow-ups

First Customer reminder

o [v] L]
Send 24 hours ¥ |before the meeting time.
Second Customer reminder

o ¥ O
Send | 1 hour ¥ | befare the meeting time.
Third Customer reminder

. [v] []

Send | 10 minutes ¥ | before the meeting time.

Figure 5: Customer reminder options

You can also send a follow-up message after the meeting. By default, the follow-up message options are
unchecked. No follow-up messages will be sent unless you select them. You can choose to send a follow-up
message from between 5 minutes to 30 days after a booking (Figure 6).

Follow-up message

Send 1 hour v after the meeting time.

Figure 6: Follow-up message option

@ Note:

We recommend sending SMS notifications in addition to email notifications. SMS notifications usually short,
whereas the notification emails contain all of the important booking information that your Customer will
need.

You can create Custom SMS templates that include more information, but the messages will be longer.

Adding personal notes to emails

If you use Default templates, the majority of the content in email notifications and SMS notifications is fixed and
cannot be changed. However, you can add a short note to some of the notification emails to make the message
more personal and to help the Customer prepare for the upcoming meeting.

For example, if you're a tax consultant, you might want to add a note to your booking confirmation and reminder
notifications that says, “Please remember to bring your income statement and bank details to our meeting.”

The length of the note is limited to 10,000 characters. A note can be added by clicking the Add note in Default
template link under the Template drop-down menu (Figure 7).

Notification scenario Email sms (D) Template

~ Automatic booking

Booking made by Customer

Sent to the Customer when the Customer makes
a booking.

Default ¥

I Add a note in Default template

Figure 7: Add a note to your notification email
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Adding notes to confirmation emails

You can add a note to the confirmation emails that are sent in the following notification scenarios:

e Booking made by Customer
e Booking request approved by User

e The Calendar event

These three notification scenarios share the same note. If you write a note for one of these emails, it's
automatically added to the other two notification emails. Any edits you make in one are also automatically applied
to the other two.

Adding notes to reminders

A separate note can be written for Customer email reminders. The email reminders share the same note. If you
write a note for one email reminder, it's automatically added to the other email reminders. Any edits you make to
one reminder note are automatically applied to the other reminders.

Creating a follow-up email or SMS notification

For the follow-up message option, there's no pre-written text in the Default email template or SMS template. If you
want to send a follow-up message to your Customer, you'll need to write your own text by clicking the Add a note
in Default template link (Figure 8).

Follow-up message B - Default v
] L]
Send | 1hour v | after the meeting time. IAdd a note in Default template I

Figure 8: Add a note to your follow-up message

Customizing your notifications further

If you need further customization of your email notifications and SMS notifications, you can use Custom templates.
Custom templates give you the utmost flexibility over the content, allowing you to insert images, use any text you
want, and add hyperlinks.

The templates you create are available as choices via the drop-down menu in the Template column (Figure 9).
Learn more about custom template editors

Email sms (D) Template Setting the time
for reminder and
follow-up
notifications

Default ~

vl LJ You can send up to three

: ; reminders before a
60 minute session template

meeting and a follow-up
message after the

meeting. Reminders can
be sent up to 30 days in
advance and the follow-

Discovery session template

Sales template

Create a new template

Figure 9: Choosing a custom template
up message can be sent
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up to 30 days after your meeting is over. You can choose the timing of the reminders and follow-ups by using the

drop-down menus (Figure 10).

First Customer reminder

Send | 24 hours

Second Customer r

eminder

Send | 1 hour

Third Customer reminder

Send | 10 minutes

Follow-up message

Send | 1 hour

¥ | after the meeting time.

Figure 10: Timing option menus

It's important to think about the best notification timeline for your target audience and how they would like to
receive reminders. For example, you may want to send an email notification a week before the meeting time, an
email and SMS the day before, and an SMS ten minutes before.

Sending SMS reminders in addition to email reminders gives your Customers additional reminder channels and
makes them less likely to miss your meeting. Learn more about sending SMS notifications to your Customers

¥ | before the meeting time.

¥ | before the meeting time.

¥ | before the meeting time.
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Notifications to Customers [Classic]

When you're scheduling bookings, there are many instances where you might want to send an email or an SMS to

your Customer. There are several events on your Customer's journey to making a booking. OnceHub allows you to

pick and choose which events your Customers are notified about and which delivery method to use.

For example, you might want to send your Customer an email when a booking is confirmed and an SMS reminder

a day before the meeting. The Customer notification settings can be different for every Booking page or Event type.

You can set up Customer notifications in a few simple steps.

Templates

You can use our Default templates or create your own. The Default email and SMS templates use text created by
OnceHub which provides your Customer with all the important meeting information such as meeting time and
location.

1. You can add the Booking page image to all default Customer notification emails except for the Booking
request canceled by Customer email notification. Including the Team Member's image allows you to engage
with your Customers on a more personal level.

Note

This option is enabled by default for all Booking pages created after December 20th 2015. For Booking
pages created before December 20th 2015, you can enable this option in the Booking page Public content
section.

2. You can add notes to the Customer’s default confirmation email and reminder email templates without
changing the rest of the message content (Figure 1). This is done in the Customer notifications section.

Add a note in Default template X

Add your note to the scheduling confirmation email and calendar event.

Title

Text

@ Need more control over content and branding? Create a custom template

Figure 1: Add a note to a Default template

3. If you want to customize the text or the appearance of your email and SMS messages to your customers, you
can create your own templates in the Notification templates editor. You can access the editor by going to
Booking pages in the bar on the left » Notification templates editor in the bar on the left.
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Notification scenarios and delivery methods

You can choose the notifications scenarios and delivery methods that suit your needs. The Customer notifications
section lists all of the possible notification scenarios that can take place throughout the booking lifecycle. Here are
the options that you can select:

e Scenarios: Events that can occur during a booking lifecycle.
e Delivery method: Email, SMS, or both.

e Template: You can choose the Default template or a custom one you created.

When your Booking page is associated with Event types, the Customer notifications section is located on the Event
type. When your Booking Page is not associated with Event types, this section is located on the Booking page.

Learn more about the location of the Customer notifications section

@ Note:

If a Customer invites additional guests to the meeting via the Customer guests feature, those guests will be
CCed in all email notifications, but will not receive any SMS noatifications.

Collecting a mobile number from the Customer

If you want to send SMS alerts to your Customer, you'll need to collect a mobile number via the Booking form. To
do this, you'll need to add the Customer mobile phone system field to the Booking form used in your Booking
page. Booking forms are created and edited in the Booking forms editor. Go to Booking pages in the bar on the
left - Booking forms editor in the bar on the left.

Learn more about creating a Booking form

@ Note:

If a Customer does not provide a mobile number or types it incorrectly, SMS notifications will not be delivered.
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Customer calendar event options [Classic]

Adding a booking to a Customer's calendar is a critical part in the scheduling process. When the booking is in the
Customer's calendar, it's more likely that the Customer will attend the meeting.

In this article, you'll learn about Customer calendar event options.

Calendar event details

By default, the calendar event created by OnceHub includes all the details that were collected during the booking
process, including location information, video conferencing information, and all data collected from the Customer
via the Booking form.

@ Note:

The Owner and Customer always see the same calendar event. It is not possible to have different calendar
event content for the Owner and Customer. In addition, the Owner’s connected calendar event and the ICS
file will always have identical content.

If you want to add content that is only seen by the Owner, you should add it to the User notifications. If you
want to add content that is only seen by the Customer, add it to the Customer notifications.

Calendar event scenarios

The calendar event experience for your Customers is determined by your calendar connection and whether you
choose to add the Customer to the calendar event.

Owner connected to calendar Owner not connected to
calendar
Add Customer to  The calendar event from the Owner’s connected The ICS file includes the Customer’s
calendar event calendar is automatically added to the Customer’s email as a guest/attendee.
calendar.
Don’t add The calendar event from the Owner's connected The ICS file does not include the
Customer to calendar is not added to the Customer’s calendar. Customer’s email as a
calendar event guest/attendee.

Learn more about working with or without a calendar

Calendar events in the Owner's calendar

Below are examples of the calendar events that are automatically created in the Owner’s connected calendar
when a booking is made. Learn more about calendar integration

With the Customer added

When you add the Customer to the calendar event, the calendar event created in your connected calendar will
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include the Customer as a guest/attendee. This will prompt your connected calendar to send a calendar invite to
your Customer. The invite will automatically add the event to their calendar, whether it's a Google Calendar, Office
365 Calendar, Exchange/Outlook Calendar , or iCloud Calendar.

Without the Customer added

When you choose not to add the Customer to the calendar event, the calendar event created in your connected
calendar will not include the Customer as a guest/attendee. A calendar invite will not be sent to the Customer. This
ensures that your calendar event will not be added to the Customer’s calendar under any circumstances.

The ICS file

If the Owner is not connected to a calendar, or if the booking is made for a non-OnceHub User, ICS files will be sent
to the Owner in the default scheduling confirmation email.

Learn more about using OnceHub without a connected calendar

With the Customer added

When you add the Customer to the calendar event, the ICS calendar file will include the Customer as a
guest/attendee. When you open the ICS file and save it to your calendar, your calendar will ask you if you would
like to send a Calendar invite to the Customer. This Calendar invite will add the event to the Customer's calendar,
whether it's a Google Calendar, Office 365 Calendar, Exchange/Outlook Calendar , or iCloud Calendar.

Without the Customer added

When you choose not to add the Customer to the calendar event, the ICS calendar file will not include the
Customer as a guest/attendee. This ensures that your calendar event will not be added to the Customer’s calendar
under any circumstances.

Time displayed in the calendar invite sent to your Customer

The calendar event generated by your connected calendar or your ICS file will adjust its time to the Customer's
calendar time zone. If your Customers are not professional calendar users, and they have not properly set the time
zone in their calendar, the calendar event they receive might have the wrong time.

If this becomes a frequent occurrence, you should not add your Customers to the calendar event. This can be
adjusted in the Customer notifications section by unchecking the box marked Add Customer to calendar
event (Figure 1).

v Calendar event

Calendar event

The Calendar event can include any booking

details and can be added to the Owner's and L Add Customer to Calendar event

Customer's calendars.

Figure 1: Calendar event option in the Customer notifications section

When you choose not to add the Customer to the calendar event, the Customer still has a good solution available
to them. They can simply add the calendar event on their own from the Scheduling confirmation page or the
default scheduling confirmation email that is sent to them. This calendar event for the Customer is set to an
absolute time and will always have the correct time regardless of the time zone in the Customer’s calendar.
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Customer notification scenarios [Classic]

The Scenarios table below defines the Customer notification scenarios used in the Customer notification section of

the Booking page. These scenarios are the booking events that can take place during the booking lifecycle. You can
choose which scenarios will trigger notifications and if the notifications are sent via email, SMS, or both.

In this article, you'll learn about the different scenarios for using Customer notifications.

Location of the Customer notifications section

< @ Event type: Sales Call -

Overview Customer notifications

Scheduling options
The account has 25 SMS credits. Buy more credits

Time slot settings

Notification scenario
Booking form and

redirect v Automatic booking

Customer Booking made by Customer
notifications

Sent to the Customer when the Customer makes
a booking.

Payment and
cancel/reschedule
policy > Booking with approval

> Ccalendar event

Public content

> Reminders and follow-ups

Figure 1: The Customer notifications section on an Event type

Email

sms

Eventtype | Sales Call

Template

Default

Add a note in Default template

By default, when your Booking page is associated with Event types, the Customer notifications section is located on

the Event type. When your Booking Page is not associated with Event types, this section is located on the Booking
page. However, your account Administrator can change the location of this section to be always on either Booking

pages or Event types for the entire account.

Learn more about the location of the Customer notifications section

Scenarios

Notification Scenario Description

Automatic Booking

Booking made by Customer  Sent to the Customer* when the Customer makes a booking.

Booking with approval

Booking request made by Sent to the Customer* when the Customer submits a booking request.

Customer
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Booking request approved
by User

Calendar event

Calendar event

Reminders and follow-ups

First Customer reminder

Second Customer reminder

Third Customer reminder

Follow-up message

Booking cancellation

Booking canceled by
Customer

Booking canceled by User

Booking reschedule

Booking rescheduled by
Customer

Reschedule requested by
User

Booking request
cancellation

Booking request canceled by

Customer

Booking request canceled by

User

Booking request
resubmission

Sent to the Customer* when a User approves a booking request.

The calendar event can include any booking details and can be added to the
Owner's and Customer's** calendars.

Sent to the Customer* at a predefined time prior to the meeting.

Sent to the Customer* at a predefined time prior to the meeting.

Sent to the Customer* at a predefined time prior to the meeting.

Sent to the Customer®* at a predefined time after the meeting ends.
Note: There is no predefined text in the Default email or SMS template. The note you
write for the Follow-up message will be the only text the customer will receive.

Sent to the Customer* when the Customer cancels a booking.

Sent to the Customer* when a User cancels a booking.

Sent to the Customer* when the Customer reschedules a booking.

Sent to the Customer* when a User sends a reschedule request to the Customer.

Sent to the Customer* when the Customer cancels a booking request.

Sent to the Customer* when a User cancels a booking request.
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Booking request Sent to the Customer* when the Customer resubmits a booking request.
resubmitted by Customer

Booking request Sent to the Customer* when a User asks the Customer to resubmit a booking
resubmission requested by  request.
User

Other notifications

Manual refund issued by Sent to the Customer* when the User issues a refund via OnceHub.
User

*|f the Customer invites additional guests to the meeting via the Customer guests feature, those guests will be
CCed in these email notifications, but will not receive any SMS notifications.

** |f the Customer invites additional guests to the meeting via the Customer guests feature, those guests will be
added as attendees to the calendar event, and receive all subsequent event updates.
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Introduction to User notifications [Classic]

The User notifications section is where you set which notification scenarios will trigger email notifications and SMS
notifications to be sent to you or to other Users. Examples of notification scenarios include: scheduling
confirmations, event reminders, event follow-ups, cancellations, and rescheduled bookings. This section is also
where you can customize the text of the notifications sent to Users.

You do not need an assigned product license to subscribe to booking notifications. Learn more

Location of the User notifications section

The User notifications section is located if you go to Booking pages in the bar on the left = select your Booking
page = User notifications.

< @ Booking page: DanaFisher .- Booking page | DanaFisher '|
Overview User notifications 8]
Event types

The account has 25 SMS credits. Buy more credits

Associated calendars

Booking owner All users with Editor

Recurring availability privileges will be
added to this table.
Notification scenario Email SMs
Date-specific Grant a user Editor
ilabili privileges
availability s Automatic booking
Location settings Booking made by Customer @
v (]
Default v

User notifications >

Salesforce settings > Booking with approval

> Calendar event

Public content )
> Reminders and follow-ups

Share & Publish [ > Booking cancellation

Figure 1: User notifications section

Email and SMS notifications to Users are independent of the notifications sent to your Customers. This means that
you can send notifications to Customers that contain different content and have different timing than your own
notifications.

Configuring notifications

Notification scenarios are booking events that will trigger an email or SMS notification to be sent to the User. Learn
more about the different User notification scenarios and when they apply

@ Note:

Not all scenarios apply for every situation. For example, the scenario Booking request made by Customer
triggers a notification when the Customer makes a Booking request. However, this scenario only takes place
on Booking pages that use Booking with approval mode.

Selecting a delivery method: Email or SMS
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You can send an email or SMS notification for each Notification scenario, such as the Automatic booking scenario
(Figure 2).

Booking owner

Notification scenario Email SMS

s Automatic booking

Booking made by Customer @

Default v _ _

Figure 2: Automatic booking scenario

The exception is the Calendar event scenario, which has no SMS notification option (Figure 4).

Booking owner

Notification scenario Email SMS

> Automatic booking
> Booking with approval

+v Calendar event

Calendar event @ Calendar event owner

Default v

Figure 3: Calendar event scenario

Reminders and follow-ups

You can send up to three User reminders before a meeting and a follow-up message after the meeting. You can
choose to send a reminder from between 5 minutes to 30 days before the meeting time (Figure 5). You can choose
to send a follow-up message from between 5 minutes to 30 days after a booking.

By default, email and SMS notifications are unchecked for all three User reminders (Figure 4). No notifications will
be sent unless you select them.
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s Reminders and follow-ups

First User reminder @

‘ Default v . -

Send | 24 hours ¥ | hefore the meeting time.

Second User reminder O

‘ Default v - -
[J [J

Send before the meeting time.

Third User reminder ®

‘ Default v - o

Send | 10 minutes ¥ | before the meeting time.

Follow-up message @

‘ Default v - o

Send | 1 hour ¥ | after the meeting time.

Figure 4: Reminder and Follow-up message scenarios

For other subscribed Users, all notification alerts are unchecked by default.

@ Note:

We recommend sending SMS notifications in addition to email notifications. SMS messages are usually short,
whereas the notification emails contain all of the important booking information that a User will need.

You can create Custom SMS templates that include more information, but the messages will be longer. Learn
more about sending SMS notifications to Users

Customizing your notifications further

If you need further customization of your email notifications and SMS notifications, you can create Custom
templates in the Notification templates editor. Custom templates give you the utmost flexibility over the content,
allowing you to insert images, use any text you wish, and add hyperlinks.

The templates you create are available as choices in each scenario (Figure 5).
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s~ Automatic booking

Booking made by Customer

Default

sales termplate

60 minute consultation template

Discovery session template

Create 3 new template

Figure 5: Notification templates drop-down

Setting the time for reminder and follow-up notifications

You can send up to three reminders prior to a meeting and a follow-up message after the meeting is over.

Reminders can be sent up to 30 days in advance and the follow-up message can be sent up to 30 days after your

meeting is over. You can choose the timing of the reminders and follow-ups by using the drop-down menus

(Figure 6).

s Reminders and follow-ups

First User reminder

Default

Send | 24 hours

v | before the meeting time.

Second User reminder

Default

Send | 1 hour

~ | before the meeting time.

Third User reminder

Default

Send | 10 minute:

~ | before the meeting time.

Follow-up message

Default

Send | 1 hour

~ | after the meeting time.

Figure 6: Timing option menus

@

O

O]

@

It's important to think about your schedule and when and
how you would like yourself and other subscribed Users to
receive reminders. Keep in mind that the User reminders
are independent from Customer reminders and can be sent

at different times and use different templates than the Customer reminders.
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Communicating with Users and stakeholders [Classic]

When scheduling bookings, there are many instances where you might wish to send an email or SMS notification
to yourself or others in your organization. For example, you might want to send your boss an email when a
booking is confirmed and an SMS to yourself the day prior.

You can pick and choose who receives which User notifications related to booking activity. In addition, the User
notification settings can be different for every Booking page.

In this article, you'll learn about setting up User notifications.

You do not need an assigned product license to configure User notification templates, though you do need to be
an Administrator. Learn more

Templates

You can use our Default templates or create your own. The Default email and SMS templates use text created by
OnceHub which provides Users with all the important meeting information such as meeting time and location. Any
User who receives a notification using a Default template will receive all the relevant information related to the
booking.

If you want to customize the text or the appearance of your email and SMS messages to Users, you can create
your own templates via the Notification templates editor. You can access the editor by going to Booking pages in
the bar on the left and opening Notification templates editor on the left.

Learn more about the differences between Default and Custom templates
Learn more about creating Custom templates

Notification scenarios and delivery methods

You can choose the notifications scenarios and delivery methods that suit your needs. The User notifications
section lists all of the possible notification scenarios that can take place in a booking. Here are the options that you
can select:

e Scenarios: Events that can occur during a booking lifecycle.
e Delivery method: Email, SMS, or both.

e Template: You can choose the Default template or a custom one you created.

The User notifications section is located on your Booking page. Go to Booking pages in the bar on the
left - Booking page - User Notifications.

@ Note:

In order for a User to subscribe to notifications on a Booking page, they must be an Editor of that Booking
page. Learn more about Booking page access permissions

Adding a Mobile number for the User

In order for a User to receive SMS notifications about booking events, a mobile phone number must be added to
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the User’s Profile.

Learn more about sending SMS notifications to Users
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Subscribing to Booking notifications [Classic]

Any User can subscribe to User notifications for specific Booking pages in their organization's OnceHub app. User
notifications can be sent via email or SMS.

In order to receive User notifications for a Booking page, the User must have an Editor access role on that Booking
page. This can be assigned by a OnceHub Administrator. You can customize further notification settings for that
User in the relevant Booking page’s User notifications section.

If the User has not been created in the system, they can be added by clicking on your profile image or initials in the
top right corner, selecting Users from the drop-down menu and clicking the Add User button (Figure 1). Learn
more about adding Users

You do not need an assigned product license to be an Editor on a Booking page and subscribe to booking
notifications. Learn more

Add User

User Role Integrations Licenses Status

» . James Smith
. ) ! Administrator None ©® © Has signed in

~ jamessmith@example.com

Invited

s Jonathan Stark
Q ! Member None ® ® (Pending)
jonathanstark@example.com ending
m KateJones
( Q ! Member None © © Has signed in
katejones@example.com
m  Lara Clarke
( 9. ) Member None ©® © Ingt:q
“ laraclarke@exmaple.com (Pending)
-~ Samantha Stone
a Administrator None ©® © Has signed in

samanathastone@example.com

Figure 1: Users lobby

The User will receive an invitation to sign up for a OnceHub account. If the User only needs to receive notifications,
they don't need to complete the sign up process—their email address is already in the system. As long as they have
an Editor role on the relevant Booking page(s), they can receive notifications.

There is no limit to the number of Users who can subscribe to User notifications on a Booking page.

@ Note:

If you change the Owner of a Booking page, any User notifications settings you have previously customized for
the Owner will be returned to the default settings for the new Booking page Owner.
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User notification scenarios [Classic]

This table defines the User notification scenarios used in the User notification section of a Booking page. These

scenarios are the booking events that can take place during a booking lifecycle. You can choose which scenarios

will trigger notifications and if the notifications are sent via email, SMS, or both.

The User notifications section can be found by going to Booking pages in the bar on the left - Booking page

- User notifications.

Notification Scenario

Automatic Booking

Booking made by Customer

Booking with approval

Booking request made by
Customer

Booking request approved by
User

Calendar event

Calendar event

Reminders and follow-ups

First User reminder

Second User reminder

Third User reminder

Follow-up message

Booking cancellation

Booking canceled by Customer

Booking canceled by User

Description

Sent to subscribed Users when the Customer makes a booking.

Sent to subscribed Users when the Customer submits a booking request.

Sent to subscribed Users when a User approves the Customer’s booking
request.

The calendar event can include any booking details and can be added to the
Owner’s and Customer’s calendars.

Sent to subscribed Users at a predefined time prior to the meeting.

Sent to subscribed Users at a predefined time prior to the meeting.

Sent to subscribed Users at a predefined time prior to the meeting.

Sent to subscribed Users when a follow-up message is sent to the Customer.

Sent to subscribed Users when the Customer cancels a booking.

Sent to subscribed Users when a User cancels a booking.
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Booking reschedule

Booking rescheduled by Customer Sent to subscribed Users when the Customer reschedules a booking.

Reschedule requested by User

Booking reassignment

Booking reassigned (original
Owner)

Booking reassigned (new Owner)

Booking request cancellation

Booking request canceled by
Customer

Booking request canceled by
User

Booking request resubmission

Booking request resubmitted by
Customer

Booking request resubmission
requested by User

Other notifications

Manual refund issued by User

Sent to subscribed Users when a User sends a reschedule request to the
Customer.

Sent to subscribed Users of the previous Booking page when a booking is
reassigned from the page.

Sent to subscribed Users of the new Booking page when a booking is
reassigned to the page.

Sent to subscribed Users when the Customer cancels a booking request.

Sent to subscribed Users when a User cancels a booking request.

Sent to subscribed Users when the Customer resubmits a booking request.

Sent to subscribed Users when a User asks the Customer to resubmit a
booking request.

Sent to the User when a manual refund is issued via OnceHub.
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Opting in and out of SMS Notifications [Classic]

Mobile phone numbers provided by your Customers and Team members are held in strict confidence and will only be used
for sending scheduling notifications, based on settings that you define. However, sometimes Customers or Users will want
to stop receiving SMS notifications.

OnceHub maintains an SMS opt-out list. This is a list of mobile numbers that have opted out of receiving SMS notifications
from the OnceHub system. The opt-out list is maintained to ensure OnceHub Users comply with applicable laws and
regulations.

You do not need an assigned product license to subscribe to booking notifications. Learn more

User action: Opt in

To opt in, go to My profile (your profile image or initials in the top right corner) — Profile settings - SMS
Notifications section. Enter your mobile phone number and toggle the Receive User notifications via SMS option to ON.
Learn more about sending SMS notifications to Users

SMS notifications

Receive User notifications via SMS (i) @

Country code United States (+1) v @ Please note: SMS notifications are
currently available in ScheduleOnce only,
Select your country code

Mobile number Include area code or any other prefix ‘

Your mobile number including area code or any other prefix

Figure 1: SMS notifications section

User action: Opt out

To opt out from receiving scheduling notifications via SMS, go to My profile (your profile image or initials in the top right
corner) - Profile settings » SMS Notifications section. Toggle the Receive User notifications via SMS option to OFF.

If you have a US phone number, you can also opt out by replying to any SMS you receive with STOP, END, QUIT, CANCEL or
UNSUBSCRIBE.

Customer action: Optin

To opt in, Customers must provide their mobile phone number on the Booking form and check the box that enables sending
of SMS booking notifications (Figure 2). Learn more about sending SMS notifications to Customers

Your mobile United States (+1) v Include area code
phone

v OKto send me booking notifications via SMS

Figure 2: Booking form

Customer action: Opt out

To opt out from receiving scheduling notifications via SMS, Customers with a US phone number can reply to any SMS they
receive with STOP, END, QUIT, CANCEL, UNSUBSCRIBE. Customers with a non-US phone number should contact us to opt
out.

If a Customer opts out and changes their mind, they may reply to any SMS they receive with UNSTOP. This will allow them to
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receive any future planned notifications.
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ending SMS notifications to Customers [Classic]

u can send SMS notifications to your Customers to keep them up-to-date about bookings they've made with you. Sending

SMS notifications in addition to email notifications provides an extra notification channel. This makes it more likely that your

Customers will attend their meetings with you.

In

this article, you'll learn about sending SMS notifications to Customers.

Activating Customer SMS notifications

To

—_

A woN

activate Customer SMS notifications, complete the following steps.

Make sure the Mobile phone field is in your Booking form to collect the Customer’s mobile number.
Select the Booking form in the Booking page settings.
Select SMS notifications in the Customer notifications section.

Make sure you have SMS credits available.

Collecting the Customer’s mobile number in the Booking form

In

order to send a Customer an SMS notification, you'll need to get their mobile number. When your Customers make a

booking with you, they fill out a Booking form with their information.

By

default, Customers will be asked to provide their mobile phone number on the Booking form. This means it will appear in

the Booking form, but the Customer can choose whether or not to leave a mobile number. To ensure that you collect the

Customer's mobile number, you can make it mandatory for your Customers to provide their mobile phone number. You can

en

able this setting in the Booking forms editor.

. To customize your Booking form, Booking pages in the bar on the left.
Select Booking forms editor on the left.

Make sure that the Mobile phone field is included in the form. If the Mobile phone field is not included, add it by
selecting it from the System fields pane on the right.

Check the Enable SMS checkbox to enable SMS notifications.
Your mobile phone* # System field ~
- |+ Mandatory field B
|v] Enable SMS ——
Include area code

[ ] OKtosend me booking notifications via SMS (1) © Remove field

To send SMS notifications, you must also enable them in the
Customer notifications section.

Figure 1: Enable SMS in the Booking forms editor

. Check the Mandatory field checkbox to make the Mobile phone field mandatory. This means that the Customer must
enter text in this field in order to make the booking.

Click the Save button. Note the name of the Booking form as you will need it for the next step.

When SMS notifications are enabled, an opt-in/opt-out checkbox will be included in the Booking form. This allows

Cu

stomers to decide whether or not they would like to receive booking notifications via SMS.

@ Note:
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If the Booking form is skipped, the checkbox will be displayed when the Customer chooses a time for the booking.
Booking form skipping can be used with Personalized links, web form integration and login integration.

Selecting the Booking form in the Booking page settings

Once you've added the Mobile phone field to the Booking form you want to use, you'll need to make sure that this Booking
form is the one selected in your Booking page. This can be done in the Booking form and redirect section of your Booking

page.

By default, the location of the Booking form section depends on whether or not your Booking page is associated with any
Event types.

e Booking pages with Event types: Each Event type has its own Booking form, set in the Event types’s Booking form
section.

e Booking pages without Event types: The Booking form is selected in the Booking page’s Booking form section.
@ Note:
If your Booking page is associated with any Event types, you can customize the location of the Booking form section.

In the Booking form and redirect section, select the correct Booking form from the Booking form drop-down menu
(Figure 2).

Booking form and redirect

@ Booking form

Booking form | Default v| Z Editform
Default
Marketing s
Sales

* .
Your name Create a new booking form

Your email*

Figure 3: Select a Booking form

You can see a preview of the Booking form below the drop-down menu. The preview includes all the fields in the Booking
form in the exact order in which they will appear to your Customers. If you want to edit the Booking form, click Edit form.

Selecting SMS notifications in the Customer notifications section

You can select which Customer notification scenarios you wish to send SMSes for in the Customer notifications section. By
default, the location of the Customer notification section depends on whether or not your Booking page is associated with
any Event types.

e Booking page with Event types: The Customer notifications section is located on the Event type.

e Booking Page without Event types: The Customer notifications section is located on the Booking page.

@ Note:

If your Booking page is associated with any Event types, you can customize the location of the Customer notifications
section.
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In the Customer notifications section, select the Notification scenarios you wish to send SMSes for by checking the SMS
checkbox next to the relevant scenario (Figure 3). Click the Save button at the bottom when you're finished.

Customer notifications

The account has 25 SMS credits. Buy more credits

Notification scenario

> Automatic booking
v Booking with approval

Booking request made by Customer
Sent to the Customer when the Customer
submits a Booking request.

Booking request approved by User
Sent to the Customer when a User approves a
Booking request.

Figure 3: Customer notification scenarios

Email sms (@) Template

<

‘ Default v

- — ‘ Default v

Add a note in Default template

Making sure you have SMS credits available

You need to have SMS credits available to send SMS notifications. To view the SMS credits available in your account, click go

to your OnceHub Account -> Billing -> Products.
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Sending SMS notifications to Users [Classic]

SMS notifications are a quick and reliable way to keep on top of booking activity for yourself and other Users. Any OnceHub User can
receive SMS notifications related to Booking activity in their organization's account. You do not need an assigned product license to
be an Editor on a Booking page and subscribe to booking notifications. Learn more

In this article, you'll learn about sending SMS notifications to Users.
To receive SMS notifications on Booking activity for a specific Booking page, complete the following steps:
1. Enable User notifications and add your mobile number to your profile.

Make sure you are the Owner or Editor of the Booking page.

Subscribe to User SMS notifications in the User notifications section of the Booking page.

A W

Make sure you have SMS credits available.

Adding your mobile number to your Profile

To receive SMS notifications, you must first add your mobile number to your Profile.
1. Signin to your OnceHub Account.
2. Go to My profile (your profile image or initials in the top right corner) — Profile settings = SMS notifications (Figure 1).

SMS notifications

Receive User notifications via SMS (i) @

Country code United States (+1) v Please note: SMS notifications are
currently available in ScheduleOnce only.
Select your country code

Mobile number Include area code or any other prefix ‘

Your mobile number including area code or any other prefix

Discard

Figure 1: SMS Notifications

3. Toggle the Receive User notifications via SMS field to ON.
4. Select your Country code and enter your Mobile number, including the area code.

5. Click Save.

Making sure you are the Booking page Owner or Editor

Booking notifications are unique for every Booking page. To receive Booking notifications for a Booking page, you must be either the
Owner or an Editor of the Booking page. Booking page Owners automatically receive email notifications. Booking page Editors can
receive notifications and make changes to the page.

To see if you are an Owner or Editor of a Booking page, go to Booking pages in the bar on the left = check the relevant Booking
page in the Booking pages section (Figure 2). You should see Owned by you or You are an Editor on the relevant Booking page.
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Figure 2: An Admin's setup page

Booking pages

G

)

Sales
Owned by John C (You are an Editor)
hitpsiffgo2.onceplatform.comiSalest

Marketing
Owned by you
hitpsif/go2.onceplatform.com/Marketing1

3

If you are not a Booking page Owner or Editor, a OnceHub Administrator must grant you Editor permissions to that page. This can be

done in two ways:

1. Go to Booking pages in the bar on the left - Booking pages - action menu (three dots) - Booking page access. In this
section, you can determine which Booking pages the specific User can access.

2. Go to Booking pages in the bar on the left — select the relevant Booking page = Overview section. Here you can edit the
Booking page's Owner and Editor. This method is only possible if the Administrator is able to edit that specific Booking page.

Learn more about Booking page access permissions

Subscribing to User SMS notifications

If you are the Owner or an Editor of a Booking page, you can subscribe to SMS notifications for booking activity related to that page

in the User notifications section.

1. Go to Booking pages in the bar on the left = select the relevant Booking page — User notifications on the left.

2. In the column labeled with your name, select the Notification scenarios you'd like to receive SMS notifications for by checking the

relevant checkboxes (Figure 3).

Notification scenario

> Automatic booking
s Booking with approval

Booking request made by Customer

‘ Default

Booking request approved by User

‘ Default

Figure 3: Selecting User notifications

Booking owner

3. Click the Save button at the bottom when you're finished.

If your name does not appear in the Notification scenarios list, you'll need to be added as a Booking page editor (see above).

Ensuring you have SMS credits available

You need to have SMS credits available to send SMS notifications. To view the SMS credits available in your account, click go to
Settings (gear icon) in the top right corner - Billing on the left = Licenses.

Email SMsS

Carol Jones

Email
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Introduction to categories [Classic]

OnceHub gives you the ability to create categories to organize Event types and Booking pages for you and your
Customers. Using categories, you can group your Booking pages and Event types according to your specific
scheduling scenarios.

You can choose to use categories exclusively within the Admin interface, in which case they'll be invisible to
Customers. Alternatively, you can make categories visible to Customers, in which case they'll appear on your
Booking pages and Master pages.

The User experience

You can use categories to help you organize the Booking pages and Events types listed on the OnceHub setup
page into intuitive and functional groups. By using categories on the backend, you can better manage department
or cross-department roles and ownership in your organization. Using categories in conjunction with effective User
management allows you to streamline administrative tasks, resulting in greater business efficiency.

Learn how to create categories for Booking pages and Event types

The Customer experience

Categories that are visible to Customers may appear on your Booking pages and Master pages. Whether they
appear, and how they appear, depends on the specific scenario.

e |f your Booking page or Master page includes more than one category, there will be a category selection step in
the booking process. Customers will see the list of categories and will be required to pick the relevant one. This
enables Customers to easily narrow down their selection criteria, creating a more coherent scheduling
experience. Learn more about the Customer experience when your Booking page includes categories

@ Note:

If your Master pages include multiple categories, you can customize the category labels and instructions to
fit your specific scenario. By default, "Category" is used as the label and "Select a category" as the selection
instructions. This text can easily be changed in the Master page Labels and instructions section.

e If your Booking page or Master page only includes one category, the category selection step will be skipped.

e |f your Booking page or Master page includes both categorized and uncategorized items, uncategorized items
will only be displayed after a category. Customers will see the uncategorized items in the following step,
regardless of which category was selected. Learn more about the Customer experience when Your Master page
includes categories

e If your Master page scenario is Rule-based assignment, categories will not be visible to the Customer.

284


https://help.oncehub.com/help/introduction-to-event-types
https://help.oncehub.com/help/introduction-to-booking-pages
https://help.oncehub.com/help/introduction-to-master-pages
https://help.oncehub.com/help/introduction-to-user-management
https://help.oncehub.com/help/creating-categories-for-booking-pages-or-event-types
https://help.oncehub.com/help/the-customer-experience-of-categorized-event-types-in-booking-pages
https://help.oncehub.com/help/master-page-labels-and-instructions-section
https://help.oncehub.com/help/the-customer-experience-of-categorized-items-in-master-pages
https://help.oncehub.com/help/team-or-panel-page

Creating categories for Booking pages or Event types [Classic]

You can create categories to organize Event types and Booking pages for you and your Customers. Using categories,

you can group your Booking pages and Event types according to your specific scheduling scenarios.

You can choose to use categories exclusively within the Admin interface, in which case they'll be invisible to

Customers. Alternatively, you can make categories visible to Customers, in which case they'll appear on your Booking

pages and Master pages.

e When you use categories to organize the Admin interface, you can organize your Event types and Booking pages in

a structure that makes it easier to manage department or cross-department roles and ownership in your

organization.

e When visible to Customers, categories enable you to model specific scheduling scenarios. You can use categories to

organize information so that the Customer experiences a simple decision process.

Creating a new category

1. Go to Booking pages in the bar on the left.

2. Click on the Action menu (three dots) at the top of the Event types or Booking pages column. Select New

Category (Figure 1). Alternatively, navigate to the Overview section of an Event type or a Booking page and click

New next to the Category field.

Booking page scheduling setup

(+) New Booking page

| Q@

[ New Category

Event types : o Booking pages

Category Boaking page User Category
Any v Any v Any v Any
Product demo [2) Jessica Johnson

Figure 1: Booking page scheduling setup

S
L

Owned by you

Booking page access

151 out of 600 Booking page
licenses utilized

age

3

3. Inthe New Category pop-up that appears, select the Visibility that you want the category to have. You can
choose to make the category visible internally and to your Customers, or visible internally only (Figure 2).

* When you create categories that will be visible on the Customer side, consider which scheduling process you

want to implement and how it will impact the Customer experience. Learn more about Categorized items in

Master pages and Categorized Event types in Booking pages
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New Category X

Categories organize Booking pages for you and your Customers. Learn more
Visibility (@) @ The category is visible internally and to Customers (i)

(7) & The category is only visible internally

Name (D

Description

Image or icon Choose file
Category

image Need an image for
{optional) your page? See our
image gallery.

Cancel Save

Figure 2: New Category pop-up

. Enter a Name and a Description (optional). If you choose to make the category visible to Customers, this is what
your Customers will see during the category selection step in the booking process.
* The Name is limited to 45 characters.

e The Description is limited to 2,000 characters.

. Add an Image (optional). This image will be displayed for Customers to see during the category selection step in
the booking process.
e The recommended size is 70x70 pixels and supported formats are JPG, JPEG, PNG, or GIF.

e The maximum size is 200KB.

Click Save. The new category is now added to the list.

. To add Booking pages or Event types to your category, drag and drop Booking pages or Event types into the
category (Figure 3). Alternatively, you define the category for each Booking page or Event type in their Overview
section.
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Booking pages

DanaFisher1

Owned by you E] 3
https://go.oncehub.com/DanaFisher1

[ @@ Sales and Marketing

Marketing

Owned by you E] 1
https://go.oncehub.com/marketing21

Sales
Owned by you % 1
https://go.oncehub.com/sales21

Figure 3: Drag and drop Booking pages into a category

@ Note:

When a Master page includes Event type categories or Booking page categories that are visible to Customers, you
can define labels and selection instructions in the Labels and instructions section of the Master page.
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Categorized items in Master pages [Classic]

You can use categories to organize Event types and Booking pages into intuitive and functional groups. If Event type
categories or Booking page categories are visible to Customers, they will show up on your Master page as a separate
step. Categories in Master pages help Customers to better understand the options available to them, ensuring that they
make the correct selection.

Scheduling flow of Master pages with categorized Booking pages

Click this link for an interactive demo

1. Category selection: Customers are presented with a list of Booking page categories to choose from.

» By default, the selection instruction is "Select a category." You can edit the instruction based on what your
categories represent.

¢ In the example shown below, categories are used to model different product types offered by the Financial services
company. The selection instructions are "Select your product interest."

ScheduleZnce Help

Select your product interest

west Accounting Products
E Set up a meeting with a member of our accounting products team. o
Financial Software West
Show
Budgeting Products
Welcome to the Financial Set up a meeting with a member of our budgeting products team. °
Software West Show. Please $

follow the instructions to
schedule a meeting with your

account manager. .
Forecasting Products

Thank you, |/j| Set up a meeting with a member of our forecasting products team. o

Jeff Rudy, VP Sales, Financial
Software Inc.

API Products

This is a demo. Give it a try - No
one will call you. I:O@ Set up a meeting with a member of our API development team. °

0 650.206.5585

contact@scheduleonce.com

5 www.scheduleonce.com

Figure 1: Category selection step
2. Booking page selection: Once the Customer has selected a category, they'll be presented with a list of all Booking

pages in the selected category. In this example, the Customer sees Booking pages for Team members that specialize
in the chosen product category.
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Scheduleonce Help

‘7, Who would you like to meet with? Change selection v
west Tags: E Account manager | Product manager = Sales manager
Financial Software West Doug Kane
Show Senior Account Manager
I look forward to meeting you at the show. Please follow the instructions to schedule °

time with me - It's fast and easy.
Welcome to the Financial

Software West Show. Please (f) ()
follow the instructions to
schedule a meeting with your

account manager. Geri Maxwell

Product Manager
Thank you, o I look forward to meeting you at the show. Please follow the instructions to schedule °
Jeff Rudy, VP Sales, Financial time with me - It's fast and easy.
Software Inc.

f
This is a demo. Give it a try - No
one will call you. Karl Papachristoforou

=1 Sales Rep

E 650.206.5585 I look forward to meeting you at the show. Please follow the instructions to schedule °

time with me - It's fast and easy.
™ contact@scheduleonce.com
f)

3 www.scheduleonce.com

Figure 2: Booking page selection step

@ Note:

Booking pages that are not within a category will also be displayed in this step, regardless of which category the
Customer selected.

3. Event type selection: Next, the Customer will choose an Event type.

4. Finally, the Customer will pick a date and time for the meeting and fill out and submit the Booking form.

The category name will always appear in User notifications. The category name will only appear in Customer notifications
if the Customer went through a category selection step during their booking process.

Scheduling flow of Master pages with categorized Event types

Click this link for an interactive demo

1. Category selection: Customers are presented with a list of Event type categories.
» By default, the selection instruction is "Select a category." You can edit the instructions based on what your
categories represent.

* In the example shown below, categories are used for different languages that are taught at the school. The
selection instructions are "Select a language."
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Schedulence Help

T A IR N TR =
| Select a language
¢ N
| English °
Language Global 71 N\
' Learn your language online
' I lobal! Sel
Welcome to Language Global! Select 2 spanish °
J  yourlanguage and try out a free lesson 1
¥ orbooka session package. i | |
Ateacher will call you call you at the
scheduled time.
French °
Thank you.
This is a demo. Give it a try - No one
will call you. *
[ 650.206.5585 £
[ contact@scheduleonce.com
5 www.scheduleonce.com
®®
L '| CEEEE g~ N -

Figure 3: Category selection step
2. Event type selection: Once the Customer has selected a category, they'll be presented with a list of all the Event
types in the selected category. In this example, the Customer sees all courses offered in the selected language.

Scheduleance Help
> i et TR -

Select a course Change selection v
Free introductory lesson
Duration: 30 min °
Language Global 1 Learn about our unique language-acquisition methods.
i Learn your language online
[ ! Basic language course in 3 sessions Price
Welcorme to Language Globall Select Duration: 60 min 200.00 USD (>)
#  your language and try out a free lesson Learn basic reading and pronunciation skills, as well as common phrases. for 3 sessions
Bl orbookasession package.
)

Ateacher will call you call you at the Premium language course in 5 sessions. Price
scheduled time. . 300.00 USD ©
for 5 sessions

Thank you Learn all the basic skills, as well as grammar and vocabulary.

This is a demo. Give it a try - No one
will call you.

[ 650.206.5585

[ contact@scheduleonce.com

B www.scheduleonce.com

®®

T AT T TR T e e .

Figure 4: Event type selection step

@ Note:

Event types that are not within a category will also be displayed in this step, regardless of which category the
Customer selected.

3. Once the Customer has selected an Event type, they'll continue the scheduling process. In this example, the
Customer picks a tutor, selects a time, and fills out the Booking form.

The Category will always appear in User notifications. The category will only appear in Customer notifications if the
Customer went through a Category selection step during their booking process.

Scheduling flow of Master pages with categorized Booking pages and Event types

Master pages with categorized Event types and Booking pages will have two separate category selection steps: one for
Booking page categories and one for Event type categories. The order in which the category selection steps is displayed
depends on the Master page scenario.

Let's take a look at an example where the chosen scenario is Event types first.
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. Event type category selection: First, the Customer is presented with a list of Event type categories. After they select
an Event type category, they'll be presented with a list of all the Event types in that category.

. Event type selection: The Customer selects an Event type in that category.

@ Note:

Event types that are not within a category will also be displayed in this step, regardless of which category the
Customer selected.

. Booking page category selection: After selecting an Event type, the Customer is presented with a list of Booking
page categories. After they select a Booking page category, they'll be presented with a list of all the Booking pages in
that category.

. Booking page selection: The Customer selects a Booking page in that category.

@ Note:

Booking pages that are not within a category will also be displayed in this step, regardless of which category the
Customer selected.

. Finally, they'll select a date and time, and fill out a Booking form.
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Categorized Event types in Booking pages [Classic]

You can use categories to organize your Event types into groups based on meeting type, group, location, etc. If Event type
categories are visible to Customers, they will show up on your Booking pages as a separate step. This helps Customers
better understand the available options and ensures that they select the correct Event type.

Scheduling flow of Booking pages with categorized Event types
Click this link for an interactive demo

1. Category selection: First, Customers are presented with a list of categories. In the example shown below (Figure 1),
categories are used to model the query type.

ScheduleZnce Help
& L A\ \c P\ YA \ 7 \ ¢ A =

9

Please select a category

< RV

e

Prospective customers °
Thomas Wan
CFP, CPA
Please follow the instructions to Q\ Eistinglionts °
schedule an appointment with @
me. Looking forward to seeing
you and helping you plan your
financial future,
“ Media °
This is a demo. Give it a try - No
one will call you.
v,
f 0 650.206.5585
[ contact@scheduleonce.com
B www.scheduleonce.com
P - e
) &) (in)
LA\
B O\ 4 LT TR - =

Figure 1: Category selection step

EI Tip:

In Booking pages, the selection instructions on the category step are "Please select a category". Category labels
and selection instructions cannot be changed in Booking pages.

If you want to customize the selection instructions, you must create the scheduling scenario using categories in a
Master page.

2. Once the Customer has selected a category, they'll be presented with a list of Event types in that category. If you only
have one Event type in a category, the Event type selection step will be skipped.

EI Tip:

In Booking pages, the Selection instructions on the Event type step are "Please select an event type". Category
labels and selection instructions cannot be changed in Booking pages.

If you want to customize the Selection instructions you must create the scheduling scenario using categories in a
Master page.

z 292


https://help.oncehub.com/help/so-introduction-to-categories
https://help.oncehub.com/help/introduction-to-event-types
https://help.oncehub.com/help/creating-categories-for-booking-pages-or-event-types
https://help.oncehub.com/help/introduction-to-booking-pages
https://go.oncehub.com/financialplanner
https://help.oncehub.com/help/the-customer-experience-of-categorized-items-in-master-pages
https://help.oncehub.com/help/the-customer-experience-of-categorized-items-in-master-pages
https://help.oncehub.com/help/the-customer-experience-of-categorized-items-in-master-pages

Schedule¥nce Help
=¥ LA\ N\ P\ VA N\~ \ g p e =

Please select an event type Change selection v

h
I Intake meeting
"]

|/,/' Duration: 60 min o

i L SR

Thomas Wan Our first meeting where we'll set up your portfolio and discuss your financial plan going

CFP, CPA forward.

Please follow the instructions to Quarterly review

schedule an appointment with G DugarE e i °
ek oaking ror e Inyour quarterly review we will review your portfolio performance and discuss any changes

you and helping you plan your

you wish to make.
financial future

Check in call

This is a demo. Give it a try - No
(S\ 20
one will call you. 3 Duration: 20 min o

Schedule a time to speak to me about your portfolio
0 650.206.5585
[ contact@scheduleonce.com

[ www.scheduleonce.com

® @ (n
Figure 2: Event type selection

@ Note:

Event types that are not in a category will also be displayed in this step, regardless of which category the Customer
selected.

3. Event type selection: The Customer selects an Event type from the list. Once the Event type has been selected,
Customers will pick a date and time for the meeting and fill out and submit the Booking form.

The Category will always appear in User notifications. The category will only appear in Customer notifications if the
Customer went through a Category selection step during their booking process.
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Introduction to Master pages [Classic]

Master pages allow you to combine multiple Booking pages and Event types into one point of access for your
Customers, providing support for a wide range of scheduling scenarios. You can set up your Master page so that
Customers can select the Team member they want to book with, or set it up so that bookings are automatically

assigned to Team members according to rules you create.
You can use Master pages for:
e Scheduling scenarios for organizations with multiple Team members and meeting types.
e Scheduling scenarios for individuals with multiple appointments types, locations, or channels.

e One-time links that are good for one booking only.

e Multiple Master page scenarios such as Event types first or Booking pages first.

Master page sections

Overview

The Overview section shows the main properties of the Master page. In the Overview section, you can find:

e The main settings for your Master page.
e Information about sharing and publishing your Master page.

e Which Booking pages and Event types are included on your Master page.

Assignment

This is where you define the way that bookings will be assigned to Booking pages in your Master page. This section
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is different depending on which scenario you selected for your Master page.
Scenario How bookings are assigned

If your Master page scenario is Team or panel page, the Event types and
Team or panel pages assignment section is where you create rules for how bookings will be
assigned to Booking pages.

Booking assignment is defined per Event type that you offer on your
Master page. This allows for flexible setup that can be different for each
Master page. You can also generate one-time links which are good for one
booking only, eliminating any chance of unwanted repeat bookings.

If your Master page scenario is Booking pages first or Event types first, the
Booking pages first or Event types  Event types and assignment section is where you use the drop-down
first menu to select which Booking pages are included in your Master page.

The drop-down only lists Booking pages that are associated with Event
types.

Learn more about adding Event types to Booking pages

Booking pages only If your Master page scenario is Booking pages only, the Event types and
assignment section is where you use the drop-down menu to select
which Booking pages will be included in your Master page.

The drop-down will only list Booking pages that are not associated with
Event types.

Labels and instructions

This is where you define the public labels for the different entities in your Master page. You can also customize
instructions that will help your Customers make the right selections during the scheduling process. Learn more
about Labels and Instructions

Public content

Here you can name your Master page and provide the details that your Customers see when they book with you.
You can upload an image, edit the logo and design, and provide your contact details. Learn more about Public

content

One-time links

When you use a Master page using team or panel pages, you can generate one-time links which you can send to
your Customers to book with you. One-time links are good for one booking only, eliminating any chance of
unwanted repeat bookings.

A Customer who receives the link will only be able to use it for the intended booking and will not have access to
your underlying Booking page. When you create a one-time link, it's automatically copied to your clipboard with
one click, allowing you to quickly generate multiple one-time links that can be sent to different Customers. One-
time links can be personalized, allowing the Customer to pick a time and schedule without having to fill out the
Booking form.
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Learn more about using one-time links

G Tip:

You can use the OnceHub for Gmail extension to schedule with general links directly from your Gmail
account. You can generate links, copy them in a single click, and send them in an email.

Learn more about OnceHub for Gmail
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Creating a Master page [Classic]

Master pages allow you to combine multiple Booking pages and Event types into one point of access for your Customers,
providing support for a wide range of scheduling scenarios.

When you create a Master page, you can it set up so that Customers can select the Team member they want to book
with, or set it up so that bookings are automatically assigned to Team members according to rules you create.
Alternatively, you can create a Master page that combines Booking pages representing different locations or channels.
You can create as many Master pages as you need to meet your organization’s requirements.

< G Master page: Sales call - Master page | Sales cal v
Overview > Overview Accept bookings @ O] | zl
Assignment . ) )

Share & Publish Scenario  Rule-based assignment (1)
b,
Labels and 2; https://go.oncehub.com/salescalldana ¢~ Locale System - English (US) ¥
i i « Generate a one-time link (D)
instructions -
v
« Personalize for a specific Customer Theme Light system theme (default)
Public content * Share dynamic links
¢ Publish on your website
Share & Publish [
- Included team members Edit (i) Offers 2 Event types Edit ()
% Booking pages ¢ 15-minute meeting
s Sales call * 30-minute meeting

Figure 1: Master page Overview

In this article, you'll learn how to create a Master page.

G Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page using
Rule-based assignment with Dynamic rules.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be able
to use it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form.

Requirements

To create a Master page, you must be a OnceHub Administrator.

Creating a Master page

1. Booking pages on the left.
2. Click the Plus button @) in the Master pages pane.
3. The New Master page pop-up will appear (Figure 2).
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New Master page @ X
A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* ‘ ‘ @
Internal label* ‘ ‘ )]
Public link* https://go.oncehub.com/ ‘ @
Scenario* (@) Rule-based assignment (supports one-time links) (@)

Image or photo

Cancel

() Event types first (Booking pages second) @
() Booking pages first (Event types second) ®
) Booking pages only (without Event types) @
Choose file

Master
page image Need an image for
(optional) your page? See our

image gallery.

Save & Edit

Figure 2: New Master page pop-up

. Define the properties for your Master page.

¢ Public name: The Public name is visible to Customers as the page title. It can be changed at any time in the Public
content section.

¢ Internal label: The Internal label is only visible internally, and not visible to your Customers. A recognizable label is
recommended because the Master page will be identified with this label throughout your OnceHub app. It can be

changed at any time in the Master Page Overview section.

e Public link: The Public link is the link used by Customers to access the page. It must be unique and include at least
four characters. It can be changed at any time in the Overview section. Learn more about Public links

. Select your Master page scenario. This determines your Master page's scheduling flow. Master pages can have one of

four different flows.
e Team or panel page: Customers select a time and bookings are automatically assigned to Team members
according to the rules that you define in the Master page Assignment section.

» Event types first: Customers first select an Event type, then they are presented with the Booking pages that
provide that Event type. Once they select a Booking page, they will be presented with time slots based on that

Booking page’s availability.

* Booking pages first: Customers first select a Booking page, then they are presented with the Event types offered
by that Booking page. Once they select an Event type, they are presented with the availability of the Booking page

they selected.

* Booking pages only: Customers select a Booking page. Then, they are presented with the Booking page’s
availability. This option is useful if you don't use Event types and there are no shared settings between your
Booking pages.

@ Note:
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The scenario cannot be changed after you create a Master page.

6. Add an Image or photo to your page. This will be visible to Customers. It can be changed at any time in the Public
content section.

7. Click Save & Edit.

You're all set! You'll be redirected to the Master page Overview section to continue editing your settings.
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Master pages: Overview [Classic]

The Master page Overview section summarizes the main properties of the specific Master page. It includes the Master
page's main settings, the Booking pages and Event types associated with it, and Share & Publish options.

Your Master page is enabled to accept bookings by default. You can disable your Master page to stop accepting bookings
by clicking the Accept bookings toggle in the top right.

< G Master page: Sales call Master page  Sales cal v
Overview > Overview Accept bookings @ O] | 8|
Assignment N ,

& Share & Publish Scenario  Rule-based assignment (1)
Labels and £y https://go.oncehub.com/salescalldana ¢~ Locale System - English (US) ¥
i i « Generate a one-time link (D)
instructions -
v

« Personalize for a specific Customer Theme Light system theme (default)
Public content * Share dynamic links

¢ Publish on your website
Share & Publish [

- Included team members Edit (i) Offers 2 Event types Edit (i)
% Booking pages * 15-minute meeting
* Sales call ¢ 30-minute meeting

Figure 1: Master page Overview section

To switch between the Overview sections of different Master pages without returning to Booking pages scheduling
setup, use the shortcut drop-down in the top right corner of the Overview.

Below you can find out more about the different parts of the Master page Overview section.
Main settings

Scenario  Rule-based assignment (i)

Locale System - English (US) ¥

Theme Light system theme ¥

Figure 2: Main settings section

e Scenario: The selected Master page scenario will be listed here. The scenario determines the scheduling flow. Master
pages can have one of four different flows: Rule-based assignment, Event types first (Booking pages second), Booking
pages first (Event types second), or Booking pages only.

e Locale: The selected locale determines the date, date format, and language of the page. The Master page locale
overrides the locale of any included Booking pages. Learn more about the Localization editor

e Theme: To ensure visual consistency, the Master page theme overrides the theme applied to each Booking page
included in the Master page. The theme applied to the Master page determines the logo, design, and branding.
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Share & Publish

Share & Publish
https://go.oncehub.com/salescalldana &

« Generate a one-time link (i)

s Personalize for a specific Customer
* Share dynamic links

» Publish on your website

Figure 3: Share & Publish section

e Public link: This is your Master page link that your Customers can use to schedule bookings with you. Learn more
about General links

e Generate a one-time link: When you use a Master page using Rule-based assignment with Dynamic rules, you can

generate one-time links which are good for one booking only. A Customer who receives the link will only be able to use

it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form. Learn
more about one-time links

¢ Personalize for a specific Customer: Create a static link for a specific Customer. With this link, your Customer will be
able to book without having to fill out their name and email. You create this type of link for each Customer individually.

Learn more about Personalized links for a specific Customer
e Share dynamic links: Create a dynamic link which you can share via your CRM or mass email campaign tool.

¢ Publish on your website: Generate code that you can add into your website code so that you can integrate
scheduling into your website.

Included team members

Included team members Edit (i)
% Booking pages

* John Smith

e Sarah Jones

Figure 4: Included team members

Each Master page provides a single point of access to multiple Booking pages.

e |f the Master page scenario is Event types first, Booking pages first, or Booking pages only, then your Customers will
manually select the provider on your Master page.

e |f the Master page scenario is Rules-based assignment, bookings will be automatically assigned to the relevant provider

based on the Assignment rules you define.

Event types offered by the Master page
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-l-_"l Offers 3 Event types Edit (i)

* Product feedback
* Product maintenance

* Product setup

Figure 5: Event types offered by the Master page
If you offer Event types on your Master page, your Customers can select the type of meeting they require before selecting

the date and time. Depending on your Master page scenario, Event types are added to Master pages either directly in the
Assignment section, or indirectly through the Booking pages they are associated with.
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Master pages: Event types and assignment [Classic]

The Event types and assignment section of a Master page is where you determine how the bookings made on the

Master page will be assigned to your Team members. This section is different depending on which scenario you selected

for your Master page.

The four scenarios you can choose from are:

e Team or panel page
e Booking pages first
e Event types first

e Booking pages only

El Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page
using a Team or panel page.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be
able to use it for the intended booking and will not have access to your underlying Booking page. One-time links can

be personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form.
Learn more about one-time links

Requirements

To define the Event types and assignment section of a Master page, you must be a OnceHub Administrator.

Building a team or panel page

The associations between Event types and Meeting providers are created on the Master page, allowing for a flexible
setup that can be different for each Master page.

1. Go to the Event types and assignment section

2. Click Add Event type.

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order (i) Event type Booking assignment (i) Additional team members (i)
g 1 ‘ Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v ‘ oee
2 ‘ Consultation v ‘ ‘ Sales team v ‘ ‘ None v ‘ oo
3 ‘ Demo v ‘ ‘ Sales team v ‘ ‘ 1 selected v ‘ soe

@ Add Event type

Figure 1: Add an Event-based rule

3. Select which Event types will be offered in your Master page (Figure 1). Master pages with team or panel pages can
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only include Event types configured to Automatic booking and Single session. Learn more about conflicting settings
when using team or panel pages

4. Next, use the Booking assignment drop-down to select who will provide your Event types. You can select a specific
Booking page or a Resource pool.

5. If your Event type requires multiple team members from your organization, use the Additional team members drop-
down to add them. These team members can be defined by selecting specific Booking pages or by selecting
Resource pools.

@ Note :

The same Resource pool cannot be selected as the Booking assignment and as the Additional team member in a
single rule. Learn more about conflicting settings when using team or panel pages

6. Reorder the Event types to ensure they appear on your Master page in the order that you want. You can move a row
up or down by clicking on the left side of the row and dragging to the position you want (Figure 2).

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order () Event type Booking assignment (D) Additional team members (3
% 1 ‘ Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v ‘ eee
2 ‘ Consultation v ‘ ‘ Sales team v ‘ ‘ None v ‘ eoe
3 ’ Demo v ‘ ’ Sales team v ‘ ’ 1 selected v ‘ eee

@ Add Event type

Figure 2: Click and drag a row to reorder

7. Click Save.

Master pages with Event types first or Booking pages first

1. Go to Booking pages on the left and select the relevant Master page.
2. Click on the Event types and assignment section of the Master page.

3. Use the drop-down menu to select the Booking pages that you want to include in the Master page (Figure 3). Only
Booking pages that are associated with Event types can be selected.

<[4 Master page: Marketing call - Master page ‘ Marketing call M ‘
Overview Assignment
Assignment > @ Included Booking pages
Labels and This Master page can only include Booking pages with Event types.
instructions )
‘ Add Booking pages v
Public content
Booking page Event types
Share & Publish [=»
Dana F 60-minute meeting, 15-minute meeting, 30-minute meeting Remove
EdB 15-minute meeting Remove
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Figure 3: Adding Booking pages to your Master page

4. In the Assignment upon reschedule section, you can choose to assign a rescheduled booking to the same Booking

page it was originally assigned to it. To enable this, check the box marked Reschedule is only possible on the page
on which the booking was made.

5. Click Save.

Master pages with Booking pages only

1. Go to Booking pages on the left and select the relevant Master page.
2. Click on the Event types and assignment section of the Master page.

3. Use the drop-down menu to select the Booking pages that you want to include in the Master page (Figure 4). Only
Booking pages that are not associated with any Event types can be included in this Master page.

Overview Assignment o

Assignment > This Master page can only include Booking pages without Event types.

Labels and Add Booking pages v

instructions

Public content ECCRinE PRz Tags

Share & Publish [=> Sarah Jones - Remove
John Smith - Remove

m Discard

Figure 4: Adding Booking pages to your Master page

4. Click Save.
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Master pages: Labels and instructions [Classic]

In the Master page Labels and instructions section, you can define the public labels for the different entities in your Master
page. You can also customize instructions that will help your Customers make the right selections during the scheduling
process.

You can access this section by going to to Booking pages on the left and select the relevant Master page — Labels and
instructions.

@ Note:

The settings vary based on the Master page scenario, and whether you have public categories in your account.

Public label

Public labels are Customer-facing and are displayed during the scheduling process as the Customer makes selections. They
are also used in scheduling confirmation pages and emails. If you have public categories in your account, you can set their
labels here as Customers will see them.

For example, if the Event types in your Master page represent a product (Figure 1), then it will be listed as such in the
confirmation page (Figure 2).

Overview Labels and instructions
Assignment (1) Public label
Labels and The following labels are customer-facing and will be used throughout the scheduling process:
instructions >

A Booking page represents a | Team member e.g. Consultant, Agent, Resource, etc.
Public content

| An Event type represents a | Product ‘ e.g. Session, Service, Product, etc.

Share & Publish [

Panel members represent | Panel members e.g., Team members, Advisors, Interviewers, etc.

Figure 1: Adding a public label to an Event type

V Your booking is confirmed

An email confirmation was sent to danafisher@example.com.
An event was added to your danafisher@example.com calendar.

Your booking details

Product:
Chairs

Panel members:
Sarah Jones, John Smith

Time:
Fri, May 31, 2019, 12:00 PM - 12:30 PM
United States; Eastern time (GMT-4:00) [DST]

Panel ID: PANL-TSESMXCGBWY9

Figure 2: Booking confirmation page

Selection instructions

In this section, you tell Customers what they should select. This section and its contents are different depending on the
scenario you chose for your Master page. Only relevant fields will be displayed.
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Specify the instructions to help your Customers understand what they are choosing. These instructions appear in the
appropriate steps in the booking process.

For example, if you make the Selection instructions for Event types "Select a product” (Figure 3), then the title of the
Event type selection step in the Customer scheduling flow will be "Select a product" (Figure 4).

@ Selection instructions

Selection instructions for ‘ Select a team member ‘
Booking pages

Selection instructions for ‘ Select a product ‘
Event types

Figure 3: Selection instructions section

ScheduleInce Help
Select a product
| ii@ | Filing cabinets
Duration: 60 min °
Office products
Chairs °
Please follow the instructions to book Duration: 30 min
online.
Thank you. Desks
Duration: 15 min °

Figure 4: Event type selection
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Master pages: Public content [Classic]

In the Public content section, you can define information that will help your Customers understand what your Master page is for. You

can include basic information about yourself, your organization, your meeting type, location or your staff member and write a

welcome message to the Customers who schedule time with you.

The Public content is used when your page is in Enabled status as well as in Disabled status. When you disable your Master page, you
can keep the Public content section as is, or change it to display a different message.

Location of the Public content section

You can access this section by going to Booking pages on the left and select the relevant Master page — Public content (Figure 1).

< g Master page: Sales call

Overview Public content

Assighment Master page image

Labels and
instructions

Choose file

Delete image

Need an image for
your page? See our
image gallery.

Master page | Sales call v ‘

]

Logo and design
Design, logo, and branding are set
by the theme: Light system theme oj

Change | Edit

Public content >
*
Share & Publish [ Name ‘ sales call
Title 1 ‘
Title 2 ‘
Welcome message Please follow the instructions to book
online.
Thank you.

Figure 1: Master page Public content section

Public content features

Add a Master page image

Upload a photo or any other image in JPG, PNG or GIF format (max 200KB). It will be cropped or scaled to a 200 x 200 pixels rectangle

as part of the upload process.

Add a Master page name

Enter the name of your page. It can be your name, your organization's name, or the type of meeting your Customers are booking. You

can use up to 75 characters, including spaces.

Add Titles

Enter subheadings to the name of your page.

Add a Welcome message

You can enter up to 2,000 characters with spaces.

The welcome message can include hyperlinks (clickable URLs). The Welcome message also allows you to include HTML links.

For instance, adding this code in the Public content session:

308


https://help.oncehub.com/help/disabling-your-master-page

Welcome message Book a virtual session with us and we'll

create a plan together that is both
manageable and beneficial for your body
and lifestyle.

(<a
href="http://www.nutritionclinicdemo.co
m/aboutus.htm|">Learn more about

\us</a>

Figure 2: HTML link in the Event type description

@ Note:

Do not create a line break after <a at the start of the code. In the above graphic, it wraps to the next line automatically due to
spacing. However, your entry should not have any extra line breaks.

...results in this link shown on the customer end:

wraseMD

AT \ = .

NUTRITION
CLINIC

N

Nutrition Clinic MD

Are you staying at home and not sure
you're staying healthy?

We can help!

Book a virtual session with us and we'll
create a plan together that is both
manageable and beneficial for your
body and lifestyle.

( Learn more about us )

. &

Figure 3: Event type description including HTML link

Add Phone and Email

Enter a phone number and email address for your Customers to contact you.

Add a Website link

Enter a URL to reference your organization's website or another relevant site you want to provide to people booking with you. The link
entered will also automatically make the header logo at the top clickable, directing to the same URL.

Social media links

Add a link to Twitter

Copy and paste your full Twitter URL. It can be a personal or company handle, and must start with https://twitter.com/

Add a link to LinkedIn

Copy and paste your full LinkedIn URL. It can be a personal or company profile, and must start with https://www.linkedin.com/
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Add a link to Facebook

Copy and paste your full Facebook URL. It can be a personal or company page, and must start with https://www.facebook.com/

@ Note:

By default, the customer-facing interface also includes OnceHub branding in the left pane of your Master page; for instance,
"Powered by OnceHub." You can adjust this according to your preference in your OnceHub account Settings page.
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Assignment with team or panel pages [Classic]

With OnceHub, you can automatically distribute bookings to Team members according to rules you define. Rules can be defined for
Master pages using team or panel pages.

Q Tip:
When you use a Master page with team or panel pages, you can also generate one-time links which are good for one booking
only, eliminating any chance of unwanted repeat bookings. A Customer who receives the link will only be able to use it for the

intended booking and will not have access to your underlying Booking page. One-time links can be personalized, allowing the
Customer to pick a time and schedule without having to fill out the Booking form.

In this article, you'll learn about using Master pages with the team or panel page scenario.

Requirements

To set up a Master page with team or panel pages, you must be a OnceHub Administrator.

Setting up a Master page with a team or panel page scenario

1. Create a Master page by clicking the Plus button e in the Master pages pane.

2. Inthe Scenario field of the New Master page pop-up, select the Team or panel page scenario (Figure 1).

New Master page X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* ‘ | | ®
Internal label* ‘ | ©)
Public link* https://go3.onceplatform.com/ | ®
Scenario* (® Team or panel page (supports one-time links) ®

v More options

Image or photo Choose file
Master

page image Need an image for
(optional) your page? See our
image gallery.

Cancel Save & Edit

Figure 1: New Master page pop-up

3. Populate the pop-up with a Public name, Internal label, Public link, and an image if you choose. Then, click Save & Edit. You'll
be redirected to the Master page Overview section to continue editing your settings.

4. Go to the Event types and assignment section of the Master page.

5. Click Add Event type.
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Overview Event types and assignment

Event types and > Select the Event types to show in your Master page, and choose who should receive the booking.

EES M You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Labels and

instructions Display order (i) Event type Booking assignment (1) Additional team members (O

Public content 1 Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v eee
Share & Publish [=> @ Add Event type

Figure 2: Add Event type to a Master page

6. Select which Event types will be offered on your Master page (Figure 3). Master pages with team or panel pages can only include
Event types configured to Automatic booking and Single sessions. Learn more about conflicting settings when using team or
panel pages

7. Next, use the Booking assignment drop-down to select who will provide your Event types. The Booking assignment can be a
specific Booking page or a Resource pool.

8. If your Event type requires multiple team members from your organization, use the Additional team members drop-down to add
them.

@ Note:

The same Resource pool cannot be selected as the Booking assignment and as the Additional team member in a single rule.
Learn more about conflicting settings when using team or panel pages.

9. Reorder the Event types to make sure they appear on your Master page in the order that you want. You can move a row up or
down by clicking on the left side of the row and dragging to the position you want (Figure 4).

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order (1) Event type Booking assignment (i) Additional team members (1)
% 1 ‘ Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v ‘ eoe
2 ‘ Consultation v ‘ ‘ Sales team v ‘ ‘ None v ‘ eee
3 ‘ Demo v ‘ ‘ Sales team v ‘ ‘ 1 selected v ‘ eee

@ Add Event type

Figure 3: Click and drag a row to reorder

10. Click Save.

Scenarios with team or panel pages

There are a wide variety of scenarios that team or panel pages allow you to create. Here are some of the most common.

One-on-one meetings with prospects and Customers

When you conduct one-on-one meetings with prospects and Customers, you may have multiple team members who are capable of
conducting the meetings. For example, your Account Executives might conduct product demos, or your Customer Success Managers
might conduct onboarding sessions.

Using team or panel pages, bookings can be automatically assigned to team members in a Resource pool. Bookings will be assigned
according to the distribution method you choose for the pool, whether via Round robin, Pooled availability, or Pooled availability with
priority.

Meetings with multiple team members simultaneously
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You may offer meetings that need the participation of multiple team members from your organization. For example, a consulting
firm might need a team of consultants to attend a meeting, or a university conducting admissions interviews might need multiple
faculty members and professors to attend the interview.

With team or panel pages, you can create Panel meetings with multiple team members. Each Panel meeting has a Booking
assignment that determines the owner of the meeting. You can select any number of Additional team members to participate in the
meeting. You can select specific Booking pages to participate in your meetings, or Resource pools to automatically assign a team
member. When Customers visit your Master page, they will only see availability for the possible panel combinations.

Scheduling one-off meetings using one-time links

When you use a Master page with team or panel pages, you can generate one-time links which you can send to your Customers to
schedule bookings with you. One-time links are good for one booking only, eliminating any chance of unwanted repeat bookings. A
Customer who receives the link will only be able to use it for the intended booking and will not have access to your underlying
Booking page.

For example, you may have a Customer who wants to schedule a Support meeting to resolve a specific issue. However, you want to

restrict access to your Support team because their time is limited. You can send this Customer a one-time link to schedule a booking
for this specific issue.

After the Customer schedules the booking, they won't be able to use that one-time link to schedule bookings for any other issues.

Q Tip:

You can use the OnceHub for Gmail extension to schedule with general links directly from your Gmail account. You can generate
links, copy them in a single click, and send them in an email.

Learn more about OnceHub for Gmail
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Conflicting settings when using team or panel pages [Classic]

Team or panel pages are not compatible with the following configuration settings and vice versa:

e Booking with approval: Team or panel pages do not work with Booking with approval mode. Team or panel
pages can only work when your Event type is set to Automatic booking mode.

e Session packages: Team or panel pages do not work with Session packages. Team or panel pages can only work
when your Event type is set to Single session.

Additionally, when setting up team or panel pages, please note the following restrictions:

e An Event type can be used once per Master page: Each Event type can only be selected once per Master
page. This means that each rule on a given Master page must have a different Event type.

e A Resource pool can be used once per Event type: Each Resource pool can only be selected once per Event
type. That means that Event types cannot have multiple Team members from the same Resource pool. If you
are using Panel meetings, you cannot select the same Resource pool for your Booking assignment team

member and for your Additional team members.

¢ A Booking page can be used once per Event type: Each Booking page can only be selected once per Event
type. That means that if you are using Panel meetings, you cannot select the same Booking page for your
Booking assignment team member and for your Additional team members.
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Event types first (Booking pages second) [Classic]

Master pages with Event types first (Booking pages second) allow Customers to first select which Event type they prefer.

They can then choose a Booking page from the ones that are associated with that Event type. Finally, the Customer
schedules the meeting. The pre-existing associations between Booking pages and Event types determine which Event
types are offered on your Master page.

EI Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page using
team or panel pages.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be able
to use it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form. Learn
more about one-time links

In this article, you'll learn about Master pages with Event types first.

The Customer flow

[O== >| Q=== > 10:00 AM

O=— > -----> [E=—"T ----->
O=—"> = >

Event type selection Booking page selection Time selection

Figure 1: Customer flow for Event types first

With Event types first, the Customer first selects the Event type they prefer and then chooses from the Booking pages that

provide that Event type.

After selecting a Booking page, the Customer is presented with the availability of the Booking page they selected. They
can choose a date and slot and schedule the meeting.

@ Note:

If there is only one Event type included in the Master page, the Customer skips selecting an Event type, moving
directly to choosing a Booking page.

If only one Booking page provides the selected Event type, the Customer skips selecting a Booking page, moving
directly to choosing a time slot.

Requirements
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To create a Master page with an Event types first scenario, you must be a OnceHub Administrator.

Setting up the Master page with Event types first

1. Create a Master page by clicking the Plus button e in the Master pages pane.

2. Inthe Scenario field of the New Master page pop-up (Figure 2), select Event types first.

New Master page X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name*

Internal label*

Public link*

Scenario*

Image or photo

Cancel

https://go3.onceplatform.com/ ®

() Team or panel page (supports one-time links)
(® Event types first

() Booking pages first

CHCHCHIC)

() Booking pages only

Choose file
Master

page image Need an image for
(optional) your page? See our
image gallery.

Save & Edit

Figure 2: New Master page pop-up

3. Populate the pop-up with a Public name, Internal label, Public link, and an image if you choose. Then click Save &
Edit. You'll be redirected to the Master page Overview section to continue editing your settings.

4. Go to the Event types and assignment section of the Master page.

5. Use the drop-down menu to select the Booking pages that you want to include in the Master page (Figure 3). Only
Booking pages associated with Event types can be included in this Master page.
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<[4 Master page: Marketing call

Master page | Marketing call v
Overview Assignment &
Assignment @ Included Booking pages
Labels and This Master page can only include Booking pages with Event types.
instructions )
‘ Add Booking pages v

Public content

Booking page Event types
Share & Publish [5»

Dana F 60-minute meeting, 15-minute meeting, 30-minute meeting Remove

EdB 15-minute meeting Remove

Figure 3: Add Booking pages to your Master page

6.

In the Assignment upon reschedule section (Figure 4), you can choose to assign a rescheduled booking to the same

Booking page it was originally assigned to it. To enable this, check the box marked Reschedule is only possible on
the page on which the booking was made.

@ Assignment upon reschedule

[v] Reschedule is only possible on the page on which the booking was made @

Figure 4: Assignment upon reschedule enabled

7. Click Save.
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Booking pages first (Event types second) [Classic]

Master pages with Booking pages first (Event types second) allow Customers to first select which Booking page they prefer.

They can then choose an Event type from the ones that are associated with that Booking page. Finally, the Customer
schedules the meeting. The preexisting associations between Booking pages and Event types determine which Event types
are offered on your Master page.

EI Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page using
Rule-based assignment with Dynamic rules.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be able to
use it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form. Learn more
about one-time links

In this article, you'll learn about Master pages with Booking pages first.

The Customer flow

Q== > [O== >| 10:00 AM

=Tl > [O=—= o] >
= > [O==>]

Booking page selection Event type selection Time selection

Figure 1: Customer flow for Booking pages first.

With Booking pages types first, the Customer first selects the Booking page they prefer and then chooses from the Event
types offered by that Booking page.

After selecting an Event type, the Customer is presented with the availability of the Booking page they selected. They can
choose a date and time and schedule the meeting.

@ Note:

If there is only one Booking page included in the Master page, the Customer skips the Booking page selection step. They
move directly to choosing an Event type.

If the selected Booking page offers only one Event type, the Customer skips the Event type selection step and moves
directly to choosing a time slot.

Requirements

To create a Master page with a Booking pages first scenario, you must be a OnceHub Administrator.
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Setting up a Master page with Booking pages first

1. Create a Master page by clicking the Plus button e in the Master pages pane.

2. Inthe Scenario field of the New Master page pop-up (Figure 2), select Booking pages first (Event types second).

New Master page @ X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* @
Internal label* @
Public link* https://go.oncehub.com/ @
Scenario*® () Rule-based assignment (supports one-time links) (3)
() Event types first (Booking pages second) €))
I (®) Booking pages first (Event types second) @I
() Booking pages only (without Event types) @
Image or photo Choose file
Master
page image Need an image for
(optional) your page? See our

image gallery.

Cancel Save & Edit

Figure 2: New Master page pop-up

3. Populate the pop-up with a Public name, Internal label, Public link, and an image if you choose. Then click Save &
Edit. You'll be redirected to the Master page Overview section to continue editing your settings.

4. Go to the Assignment section of the Master page.

5. Use the drop-down menu to select the Booking pages that you want to include in the Master page (Figure 3). Only
Booking pages associated with Event types can be included in this Master page.

Overview Assignment @

@ Included Booking pages

This Master page can only include Booking pages with Event types.

Labels and
instructions N
| Add Booking pages v
Public content
Booking page Event types
Share & Publish [53
John Smith Product Configuration Remove
Sarah Jones Discovery call, Product Introduction, Product Configuration Remove

Figure 3: Add Booking pages

6. Inthe Assignment upon reschedule section (Figure 4), you can choose to assign a rescheduled booking to the same
Booking page it was originally assigned to it. To enable this, check the box marked Reschedule is only possible on the
page on which the booking was made.
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@ Assignment upon reschedule

[| Reschedule is only possible on the page on which the booking was made (O

Figure 4: Assignment upon reschedule enabled

7. Click Save.
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Booking pages only (without Event types) [Classic]

Master pages with Booking pages only (without Event types) allow Customers to only select which Booking page they prefer.
Bookings are assigned according to the Customer’s selection. This option is useful if you don't use Event types and there are
no shared settings between your Booking pages.

Q Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page using
Rule-based assignment with Dynamic rules.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be able to
use it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form. Learn more
about one-time links

In this article, you'll learn about Master pages with Booking pages only.

The Customer flow

| 9:00 AM
== > 10:OOAM§

OESSE| ’
o=
Booking page selection Time selection

Figure 1: Customer flow for Booking pages only

With Booking pages only, the Customer selects a Booking page and is presented with the Booking page’s availability. The
Customer then selects a date and time and schedules the meeting.

Requirements

To create a Master page with a Booking pages only scenario, you must be a OnceHub Administrator.

Setting up a Master page with Booking pages only

1. Create a Master page by clicking the Plus button ° in the Master pages pane.

2. Inthe Scenario field of the New Master page pop-up (Figure 2), select Booking pages only (without Event types).
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New Master page @ X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* @
Internal label* @
Public link* https://go.oncehub.com/ @
Scenario*® () Rule-based assignment (supports one-time links) ()
() Event types first (Booking pages second) @
() Booking pages first (Event types second) €Y
I. Booking pages only (without Event types) @ I
Image or photo Choose file
Master
page image Need an image for
(optional) your page? See our

image gallery.

Cancel Save & Edit

Figure 2: New Master page pop-up

3. Populate the pop-up with a Public name, Internal label, Public link, and an image if you choose. Then click Save &
Edit. You'll be redirected to the Master page Overview section to continue editing your settings.

4. Go to the Assignment section of the Master page.

5. Use the drop-down menu to select the Booking pages that you want to include in the Master page (Figure 3). Only
Booking pages that are not associated with any Event types can be included in this Master page.

Overview Assignment B

Assignment > This Master page can only include Booking pages without Event types.

Labels and Add Booking pages v

instructions

Public content Eockinz pas Tags

Share & Publish [ Sarah Jones Remoave
John Smith Remove

Discard

Figure 3: Add Booking pages to your Master page

6. Click Save.
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Using Booking page tags in Master pages [Classic]

Tags are specific keywords added to your Booking pages. Tags enable customers to filter Booking pages by
keywords and find the person with whom they need to book in a fast and efficient manner.

Tags can be used on their own in a Master page that lists Booking pages only, or they can be used together with
Event types and categories, adding an additional filtering dimension.

Using Booking pages with tags only

The simplest scenario when using tags is to add the tags to individual Booking pages and group them under a
Master page. In this scenario, tags are the only way to filter Booking pages.

For example, you can group multiple Booking pages into a Master page and use tags to enable Customers to filter
by role.

See a live example of a scheduling scenario that uses tags

Using Booking pages with categories and tags

Booking page categories and tags can complement each other. Categories provide a way to create a hierarchical
tree structure, while tags provide non-hierarchical keyword filtering capability.

For example, you have several Team members who need to accept Customer appointments in a show. Each Team
member is assigned different tags according to their areas of expertise. When all the Team members are grouped
under one Master page, Customers are able to use tags to filter the Team member list and see only the Team
members who match their tag selection.

See a live example of a scheduling scenario that uses categories and tags

Using Booking pages with Event types and tags

Booking page tags can add an additional filtering dimension to Booking pages that have already been filtered by
Event type. For example, Event types allow the Customer to select a duration for room reservation and once a time
is selected, available rooms can be filtered by room property.

See a live example of a scheduling scenario that uses tags after selecting a service, date, and time

Tag behavior on the Customer interface

1. Tags are listed in the order that the Booking pages are listed on the Master page. If a Booking page has
multiple tags, they are listed in the order that they were added.

2. By default, "All" is selected and all Booking pages are displayed.
3. The Customer selects one or more tags from the list, which filters the Booking pages accordingly.

4. Finally, the Customer selects a Booking page from the filtered results and makes a booking.

@ Note:

Customers can view and filter by tags on the Master page if you have checked at least one tag for a specific
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Booking page. You should ensure that all Booking pages included on the Master page have tags, so your
Booking pages can offer your Customers a fully functional tag filtering experience.
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Disabling your Master page [Classic]

If you don't want to accept bookings on your Master page but don't want to delete it, you can disable it instead. When
you disable your Master page, your settings remain intact and you can enable it again at any time.

In this article, you'll learn how to disable your Master page.

Disabling your Master page

1. Go to Booking pages on the left.
2. Select the specific Master page that would like to disable.

3. In the Master page Overview section, set the Accept bookings toggle to OFF (Figure 1).

< @ Master page: Sales call --- Master page ‘ Sales call v

A The page is disabled and cannot accept bookings. Enable

Overview > Qverview Acceptbookings ( (o% | ® |
Assi t .
ssignmen Share & Publish Scenario  Rule-based assignment (@)
‘ .’
Lobels and 3 https://go.oncehub.com/salescalldana &~ Locale System - English (US) ¥
instructions * Generate a one-time link (@) )
* Personalize for a specific Customer Theme Light system theme ¥
Public content e Share dynamic links
e Publish on your website
0 Included team members Edit (i) Offers 3 Event types Edit (D)
% Booking pages + 15-minute meeting
* Sales call s 30-minute meeting

* 60-minute meeting

Figure 1: Accept bookings toggle set to OFF

@ Note:

If you want to completely delete your Master page, go to Booking pages on the left, click the action menu (three
dots) of the relevant Master page, and select Delete.

When you delete your Master page, all the settings associated with the page are permanently deleted too.

Effects of disabling your Master page

When your Master page is disabled, Customers are not able to make new bookings or to reschedule or cancel existing
bookings.

e The Public content section is still visible to your Customers whether your page is enabled or disabled. This means
that you may need to consider changing your personal message.

e An alert message is shown on the Master page Overview section with a link to re-enable the page.

e The status of the Master page is indicated as [Disabled] in the Master page list (Figure 2).
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Master pages

Sales call [Disabled]
https://go.oncehub.com/dfishercall

Marketing call
https://go.oncehub.com/mcall

Figure 2: Master page list

e The following message is shown to Customers when they try to scheduling a booking using the Master page (Figure
3).

No times are currently available.
Please contact the person you would like to schedule with.

Figure 3: No times are currently available message
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Master page scenarios [Classic]

Master pages are a flexible tool that you can use to unite your Booking pages into a single point of access for your
Customers. OnceHub offers four different Master page scenarios, providing support for a wide range of scheduling
scenarios. The Master page scenario determines the way in which bookings are assigned to Booking pages in your Master

page.

Master page scenario options

The four scenarios you can choose from are:

Rule-based assignment
e Booking pages first
e Event types first

Booking pages only

When you create a new Master page, you choose which scenario you would like to use. This setting cannot be edited after
the page is created, so it is important that you choose the right scenario for your needs.

EI Tip:

If you would like to generate one-time links which are good for one booking only, you should use a Master page using
Rule-based assignment with Dynamic rules.

One-time links eliminate any chance of unwanted repeat bookings. A Customer who receives the link will only be able
to use it for the intended booking and will not have access to your underlying Booking page. One-time links can be
personalized, allowing the Customer to pick a time and schedule without having to fill out the Booking form. Learn
more about one-time links

Master page scenario: Rule-based assignment

\/ Confirmed

|O== >| 10:00 AM

O= > ______> : ______> ——
| O — | 10:30 AM Consultant:
—— 11:30 AM Dana Fisher

Event type selection Time selection Automatic assignment

Figure 1: Rule-based assignment

With this scenario, Customers first select an Event type and a meeting time. Bookings are then automatically assigned to
Team members according to the rules that you define.

e With Dynamic rules, booking assignment is defined per event type that you offer on your Master page. This allows for
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flexible setup that can be different per Master page. You can also generate one-time links which are good for one
booking only, eliminating any chance of unwanted repeat bookings.

e With Static rules, bookings are assigned according to global settings. In this case, meeting providers are determined by
the associations you create between Event types and Booking pages . This means that you can only offer Event types
that are associated with the Booking pages included on your Master page.

Learn more about Rule-based assignment

Master page scenario: Event types first

O== > = > 10:00 AM

O=— > > TE=—" ----->
[O=— >] == >

Event type selection Booking page selection Time selection

Figure 2: Event types first

With this scenario, the Customer first selects which Event type they prefer. They are then presented with the Booking
pages that provide that Event type. Once the Customer selects a Booking page, they are presented with the Booking
page's availability and can select a time.

Learn more about Event types first

Master page scenario: Booking pages first

Q== > O==»> 10:00 AM

m=—"7 > [0= >l
= > [O== "]

Booking page selection Event type selection Time selection

Figure 3: Booking pages first

With this scenario, the Customer first selects the Booking page they prefer. They are presented with the Event types
offered by that Booking page. Once they select an Event type, they are presented with the availability of the Booking page
they selected and can choose a time.

Learn more about Booking pages first
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Master page scenario: Booking pages only

|9:OOA|VI
Q= >C£ 10:OOAMH}
=W - >
a=—

Booking page selection Time selection

Figure 4: Booking pages only

With this scenario, Customers select a Booking page and are presented with the Booking page’s availability. This option is
useful if you do not use Event types and there are no shared settings between your Booking pages.

Learn more about Booking pages only
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Master page scenario: Team or panel page [Classic]

When your Master page uses team or panel pages, you can set up specific rules to define which Team member is
assigned to a booking.

Team or panel pages

Booking assignment is defined per Event type offered on your Master page. Each Event type can be provided by a specific
Booking page, or a member of a Resource pool, allowing you to dynamically assign bookings to your team. This allows for
flexible setup that can be different for each Master page.

You can also generate one-time links which are good for one booking only, eliminating any chance of unwanted repeat
bookings. A Customer who receives the link will only be able to use it for the intended booking and will not have access to
your underlying Booking page. One-time links can be personalized, allowing the Customer to pick a time and schedule
without having to fill out the Booking form. Learn more about using one-time links

& Tip:
You can use the OnceHub for Gmail extension to schedule with general links directly from your Gmail account. You
can generate links, copy them in a single click, and send them in an email.

Learn more about OnceHub for Gmail

@ Note:

Master pages using the Team or panel page scenario do not work with Event types that have Booking with approval
or Session packages enabled.

The Customer scheduling flow

\/ Confirmed

[O== >| 10:00 AM

O= > ______> . ______>
|O— N | Consultant:
— Dana Fisher

Event type selection Time selection Automatic assignment

Figure 1: Team or panel pages

First, Customers select an Event type. Then, they are presented with all available times. Once they select a date and time,
the booking is automatically assigned to a Team member or members according to the rules you defined.

Learn more about team or panel pages
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@ Note:

If there is only one Event type included in the Master page, the Customer skips selecting an Event type and moves
directly to choosing a time slot.
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Introduction to Resource pools [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same
department, location, or with any other shared characteristic.

Each Resource pool has its own method for distributing bookings. As bookings come in, you'll be able to monitor
how many bookings each Team member receives and ensure an optimal distribution of bookings at any pointin
time.

Distribution methods

Each Resource pool has its own method for distributing bookings among Team members. Which distribution
method is right for you depends on your scheduling scenario.

Round robin

With Round robin assignment, bookings will be assigned to the next Team member in line. When Customers visit
your page, they will only see the availability of the designated Team member. This ensures an equal and fair
distribution among the members of your pool.

For example, Round robin is useful when you want to distribute demos or initial consultations to Account
Executives. Each Account Executive will have an equal opportunity to achieve their sales goals.

Learn more about Round robin

Pooled availability

With Pooled availability, your entire team's availability will be combined into a single booking calendar. When a
Customer selects a time, the booking is automatically assigned to the Team member with the longest idle time,
meaning the Team member who has not received a booking in the longest time. Pooled availability allows you to
provide maximum availability to Customers.

For example, Pooled availability could be useful for a Customer Success team who may be conducting onboarding
sessions or support sessions.

Learn more about Pooled availability

Pooled availability with priority

With Pooled availability with priority, your entire team's availability will be combined into a single booking calendar.
When Customers select a time, the booking is automatically assigned to the available Team member with the
highest priority.

Pooled availability with priority allows you to provide maximum availability to customers, while ensuring the most
qualified Team member conduct your meetings.

Learn more about Pooled availability with priority

Resource pool sections

Overview

This section gives you a summary of your Resource pool's main properties:
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Distribution method
e Reporting cycle

e Time zone

Included Booking pages

Which Master pages it is included in

You will also see real-time booking metrics including the number of bookings distributed in your pool, the average
number of bookings per Booking page, and the most and least booked Booking pages.

Learn more about the Overview section

Resources

This section is where you determine which Booking pages are included in your Resource pool. For each Booking
page you include, you'll be able to see the following information:

e The date joined.
e Whether the page is actively participating and receiving bookings.
e The number of bookings each Booking page received.

e The number of bookings removed.

If you're using Pooled availability with priority as your distribution method, you'll also be able to assign each
Booking page a priority. If you are using the Round robin distribution method, you'll be able to toggle on Automatic
correction, to compensate for bookings that are removed.

Learn more about the Resources section
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Creating a Resource pool [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,

location, or with any othe

Each Resource pool can have its own method for distributing bookings. As bookings come in, you'll be able to monitor
how many bookings each Team member receives and ensure an optimal distribution of bookings at any point in time.
You can create as many Resource pools as you need to meet your organization's requirements.

In this article, you'll learn how to create a Resource pool.

Requirements

To create Resource pools, you must be a OnceHub Administrator.

r shared characteristic.

How to create a new Resource pool

1. Goto Booking pages

2. Select Resource poo
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Figure 1: Resource pools in the Tools section

3. Click the Add a Reso

4. The New Resource pool pop-up appears (Figure 2).
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New Resource pool ® | & x

A resource pool is a group of Booking pages to which bookings can be distributed.

Name* |

Distribution method ® Pooled availability with priority (1)
(O Pooled availability (@)

) Round robin ®

Reporting cycle (D)

Cycle restarts Never v

Cancel Save & Edit

Figure 2: New Resource pool pop-up

Next, you'll need to define the properties for your Resource pool.

@ Note:

These properties cannot be changed once the Resource pool has been created.

. Add a name for your Resource pool. It's useful to give it a name related to what it represents. For example, if the pool
will group together Team members in your Sales department, name the pool Sales team.

. Select a method for distributing bookings among the Team members in the pool. The best method to choose
depends on each team'’s requirements.

» Pooled availability with priority: This is a hybrid method which provides Customers with the maximum amount of
time slots while also giving priority to specific Team members. When scheduling, Customers see the combined
availability of all team members in one booking calendar. When the Customer selects a time, the booking is
assigned to the Team member with the highest priority ranking.

» Pooled availability: This method is Customer-focused and should be used if you want to provide Customers with
the maximum number of time slots. When scheduling, Customers see the combined availability of all Team
members in one booking calendar. When the Customer selects a time, the booking is assigned to the Team
member with the longest idle time.

* Round robin: This method is organization-focused and should be used if you want to ensure a fair and equal

distribution among your Team members. When scheduling, Customers will only be presented with the availability
of the next Team member in line.

. Choose the reporting cycle for your Resource pool. This determines how often the statistics for your pool will be
reset. The reporting cycle can be monthly, quarterly, or go on continuously. Select the reporting cycle you use in your
organization to ensure your scheduling stats are fully aligned with your business metrics.

@ Note:

If the Reporting cycle of the Resource pool is Every calendar month or Every calendar quarter, you'll be
required to define the time zone that will be used every Reporting cycle to reset the statistics for your pool.
Learn more about Resource pool Reporting cycles
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8. Click Save & Edit.

You'll be redirected to the Resource pool Overview section. This section gives you a summary of your Resource pool's
main properties. Here, you will also see real-time booking metrics once your pool starts receiving bookings. The next step
is to add the Booking pages of your Team members to your Resource pool.

Adding Booking pages to your Resource pool

1. Go to the Resources section of your new Resource pool (Figure 3).

< Resource pool: Sales team Resource pool: | sales team v ‘
QOverview Resources Average bookings per Booking page: 0 ‘
Resources > . )
Add Booking pages v Automatic correction ®
1 - P Bookings Bookings
Booking page Date joined Participating (D received (@) removed (@
Sales Call Jun 10, 2019 Yes 0 0 Remove

m Discard

Figure 3: Resource pool Resources section

2. Select the Booking pages you want to add from the drop-down menu.

3. You can add as many Booking pages as you like. All types of Booking pages can be added to the pool, regardless of
any existing associations between Booking pages and Event types.

Your Resource pool is ready! To start distributing bookings to your pool members, you need to add it to a Master page
using team or panel pages. Once your pool starts receiving bookings, you will have visibility in how many bookings each
Team member received and how many were removed.

@ Note:

If your Resource pool's distribution method is Pooled availability with priority, you will be able to set a priority for

each booking page. Bookings will be assigned to the Booking page with the highest priority which is available at the
selected time.
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Round robin distribution method [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,

location, or with any other shared characteristic. Each Resource pool has its own method for distributing bookings, such as

Round robin, Pooled availability, or Pooled availability with priority.

In this article, you'll learn about the Round robin distribution method and how to set up a Resource pool with Round robin

distribution.

When should | use Round robin?

Round robin is an organization-focused distribution method. You should use Round robin if your top priority is achieving an

equal booking distribution among your Team members. For example, you might choose to use Round robin to distribute

demos or initial consultations to Account Executives. Each Account Executive will have an equal opportunity to achieve their

sales goals.

When you use Round robin assignment, you can ensure that cancellations, reassignments, and no-shows do not affect booking
distribution equality. By enabling Automatic correction, any Team member who falls behind will be automatically moved to the

front of the line until they have caught up.

How are bookings assigned with Round robin?

To distribute bookings among Team members in your pool using Round robin, you must add the Resource pool to a Master

page. When a Customer visits your Master page, they will only see the availability of the next Team member in line to receive a
booking.

How do | create a Resource pool that uses Round robin?

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).
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Figure 1: Resource pools in the Tools section

3. Click the Add a Resource pool button to create a new Resource pool.

4. The New Resource pool pop-up appears (Figure 2).
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New Resource pool ® @ x

A resource pool is a group of Booking pages to which bookings can be dynamically
assigned.

Name* ‘ | ‘

Distribution method (®) Round robin (@
() Pooled availability (D

() Pooled availability with priority (@)

Reporting cycle (i)

Cycle restarts Never M

Cancel Save & Edit

Figure 2: New Resource pool pop-up

5. Name your Resource pool.
6. In the Distribution method section, select Round robin.
7. Select a Reporting cycle.
8. Click Save & Edit. You'll be redirected to the Resource pool Overview section.
9. Navigate to the Resources section and select which Booking pages to include using the drop-down.
10. By default, the Automatic correction toggle will be turned on to ensure that the booking distribution remains equal at all

times (Figure 3). If for any reason you don't want removed bookings to be compensated for, you can set this toggle to OFF.

< Resource pool: Senior Account Executives Resource pool: | Senior Account Executives ¥
Overview Resources Average bookings per Booking page: 0
Ri
esources > dd Booking pages v Automatic correction @ ®
. - L Bookings Bookings
Booking page Date joined Participating (i) ) e —)
Mandy Jones Aug 2, 2018 Yes 0 0 Remove
Marie Mabel Aug 2, 2018 Yes 0 0 Remove
Sandra Fish Aug 2, 2018 Yes 0 0 Remove
Discard

Figure 3: Automatic correction

11. Make sure to add your Resource pool to a Master page. Bookings will not be distributed to pool members until the
Resource pool is included in a Master page.
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Pooled availability distribution method [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic. Each Resource pool has its own method for distributing bookings, such
as Round robin, Pooled availability, or Pooled availability with priority.

In this article, you'll learn about the Pooled availability distribution method and how to set up a Resource pool with
Pooled availability.

When should | use Pooled availability?

Pooled availability is a Customer-focused distribution method. You should use Pooled availability if your top priority is
providing Customers with the maximum number of time slots. For example, you might choose to use Pooled availability
to distribute onboarding or support sessions to your Customer Success team.

How are bookings assigned with Pooled availability?

To distribute bookings among Team members in your pool, you must add the Resource pool to a Master page.

When a Customer visits your Master page, they will see your entire team's combined availability. Once they select a time,
the booking is automatically assigned to the available Team member with the longest idle time, meaning the Team
member who has not received a booking in the longest time.

How do | create a Resource pool that uses Pooled availability?

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

’
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B3 Overview
Add a Resource pool
@ Share & Publish
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V' Tools A 2 83 Edit  [i Delete
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jty Setup A 4 83 Edit  [i Delete
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stall A 4 Edit Delete
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{» Theme designer lortOH 6 @} Edit [ Delete
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E@ Email from your domain
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Figure 1: Resource pools

3. Click the Add a Resource pool button to create a new Resource pool.

4. The New Resource pool pop-up appears (Figure 2).
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© v ® N o u

New Resource pool ® | @ x

Aresource pool is a group of Booking pages to which bookings can be dynamically
assigned.

Name* \

Distribution method (® Round robin (@)
() Pooled availability (0

(") Pooled availability with priority &

Reporting cycle (i)

Cycle restarts Never v

Cancel Save & Edit

Figure 2: New Resource pool pop-up

Name your Resource pool.

In the Distribution method section, select Pooled availability.

Select a Reporting cycle.

Click Save & Edit. You'll be redirected to the Resource pool Overview section.

Go to the Resources section and select which Booking pages to include in the drop-down.

Make sure to add your Resource pool to a Master page. Bookings will not be distributed to pool members until the
Resource pool is included in a Master page.
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Resource pool distribution method: Pooled availability with priority
[Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic. Each Resource pool has its own method for distributing bookings, such as
Round robin, Pooled availability, or Pooled availability with priority.

In this article, you'll learn about the Pooled availability with priority distribution method and how to set up a Resource pool with
Pooled availability with priority.

When should | use Pooled availability with priority?

Pooled availability with priority is a hybrid distribution method. It provides Customers with the maximum amount of time slots
while also giving priority to specific Team members.

For example, you might choose to use Pooled availability with priority to distribute bookings to your tier-two support
representatives. You want to provide maximum availability to Customers in need of tier-two support, while also ensuring that
your most qualified support representatives conduct the meetings.

How are bookings assigned with Pooled availability with priority?

To distribute bookings among Team members in your pool using Pooled availability with priority, you must add the Resource
pool to a Master page. When a Customer visits your Master page, they will see your entire team's combined availability. Once
they select a time, the booking is automatically assigned to the available Team member with the highest priority.

If there are multiple Team members with the same priority ranking, the booking is assigned to the Team member with the
longest idle time. This is the Team member who has not received a booking for the longest amount of time.
How do | create a Resource pool that uses Pooled availability with priority?

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

,
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B3 overview
Add a Resource pool

fEd share & Publish
&3 Integrations Included Booking pages
@ Reports - Effective Sept 16 2020 ® o &3 Edit ] Delete
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Figure 1: Resource pools

3. Click the Add a Resource pool button to create a new Resource pool.

4. The New Resource pool pop-up appears (Figure 2).
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New Resource pool ® @ x

Aresource pool is a group of Booking pages to which bookings can be dynamically
assigned.

Name* |

Distribution method (® Round robin (@
() Pooled availability (@)

() Pooled availability with priority @

Reporting cycle (1)

Cycle restarts Never v

Cancel Save & Edit

Figure 2: New Resource pool pop-up

Name your Resource pool.
In the Distribution method section, select Pooled availability with priority.
Select a Reporting cycle.

Click Save & Edit. You'll be redirected to the Resource pool Overview section.

W 2 N o Wn

page in your pool (Figure 3).

€ Resource pool: Tier two support Resource pool: | Tier two support
Querview Resources Average bookings per Booking page: 0
Resources >
Add Booking pages A ‘
Booking page Assignment priority@ Date joined Participating @ el el

Jane Kann High-10 v Aug 8, 2018  Yes

John Smith Low -2 Aug B, 2018 Yes

Mandy Jones Medium -7 A Aug B, 2018 Yes

Marie Mabel Medium -5 v Aug 8, 2018 Yes

Figure 3: Resource section

Go to the Resources section and select which Booking pages to include in the drop-down. Assign a priority to each Booking

received @ removed @

Y] Y]
o o
"] "]
o o

Remove

Remove

Remove

Remaove

10. Make sure to add your Resource pool to a Master page. Bookings will not be distributed to pool members until the

Resource pool is included in a Master page.
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Introduction to Pooled availability [Classic]

Pooled availability combines the availability of multiple Team members and displays this to Customers as a single
booking calendar. When Customers select a time, the booking is automatically assigned to a Team member.

Pooled availability is a Customer-focused distribution method that you should use if your top priority is providing
Customers with the maximum number of time slots. Pooled availability can be used in multi-user scenarios, single-
user scenarios, and in resource and location scheduling. You can set up Pooled availability in a Master page using a
Resource pool.

OnceHub offers two types of Pooled availability.

Standard Pooled availability

This distribution method provides Customers with the maximum amount of time slots while assuming that all
Team members are equally qualified to receive the booking.

With Pooled availability, booking assignment is based on the longest idle time concept. When a Customer selects a
time on your Master page, OnceHub first checks which Booking pages are available at the time selected by the
Customer. Then, the booking is assigned to the Booking page with the longest idle time, meaning the Booking page
that has not received a booking for the longest amount of time.

Learn more about Pooled availability

Pooled availability with priority

This is a hybrid distribution method which provides Customers with the maximum amount of time slots while also
giving priority to specific Team members.

With Pooled availability with priority, booking assignment is based on Team members' Assignment priority. When a
Customer selects a time on your Master page, OnceHub first checks which Booking pages are available at the time
selected by the Customer. Then, out of the available Booking pages, the booking is assigned to the Booking page
with the highest priority.

If there are multiple Booking pages with the same Assignment priority, the booking is assigned to the Booking page
with the longest idle time. This is the Booking page which has not received a booking for the longest amount of
time.

Learn more about Pooled availability with priority
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Pooled availability with priority [Classic]

Pooled availability with priority combines the availability of multiple Team members and displays it to Customers as a
single booking calendar. When a Customer selects a time, the booking is automatically assigned to the Team member
with the highest Assignment priority.

Pooled availability with priority is a hybrid distribution method which provides Customers with the maximum number of
time slots while also giving priority to specific Team members. You can set up Pooled availability with priority in a Rule-
based assignment Master page using Static rules.

How are bookings assigned with Pooled availability with priority?

When a Customer selects a time on your Master page, OnceHub first checks which Team members are available at the
time selected by the Customer. Then, out of the available Booking pages, the booking is assigned to the Team member
with the highest Assignment priority.

If there are multiple Team members with the same priority ranking, the booking is assigned to the Team member with
the longest idle time. This is the Team member who has not received a booking for the longest amount of time.

Using Pooled availability with priority with Static rules:

1. Create a Booking page for each member, resource, or any other entity that you would like to automatically assign.
Don't configure any Booking page settings yet.

2. To use Pooled availability with priority, you must use at least one Event type. You can use multiple Event types or a
single Event type if you only have one meeting type. If you use one Event type, it will be automatically selected for
your Customers.

@ Note :

All Event types used in Pooled availability with priority must use Automatic booking mode. Pooled availability
with priority is not possible in Booking with approval mode.

3. Associate your Event types with your Booking pages in the Event types section of the Booking page (Figure 1). If
you've created just one Event type, all the Booking pages that are used with Pooled availability with priority should
be linked to this Event type.

< e Booking page: Marketing - Booking page | Marketing |
. o) |
Overview Event types )
Event types > Associated Event types: 15-minute meeting, 30-minute meeting, 60-minute meeting

Associated calendars Select Event types for Marketing

Recurring availability Event type Name Duration Price Configuration
Date-specific | 15-minute meeting 15 minutes ) Edit
availabili .

v [v] 30-minute meeting 30 minutes - @ Edit
Location settings [+] 60-minute meeting 1 hour - 3 Edit

User notifications
Public content

Share & Publish [=»
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Figure 1: Event types section

4. You can now configure the rest of the settings on the Booking pages and the Event types.

@ Note:

If you have Booking pages with different time zones, the Time zone conversion setting for displaying time slots
in your Customer's local time must be enabled in the Time slots section.

5. Go back to OnceHub setup and create a new Master page.
6. Select Rule-based assignment as the Master page scenario.

7. Inyour newly created Master page go to the Assignment section and follow these steps:

e In the Rule types section, select Static.
¢ In the Distribution method section, select Pooled availability with priority.

e Finally, in the Included Booking pages section, select the Booking pages whose availability you would like to
combine into one single booking calendar.

8. Each Booking page you include has an Assignment priority that you can set (Figure 2). By default, this is set to

Medium - 5. To assign specific Team members a higher or lower priority, use the drop-down menu to select a
priority from Low - 1 (lowest) to High - 10 (highest).

@ Included Booking pages

Master pages with Static rules can only include Booking pages with Event types configured to Automatic booking and Single

session.
‘ Add Booking pages v
Booking page Event types Assignment priority
) 15-minute meeting, 60-minute meeting, 30- )
Marketing X . High-9 A Remove
minute meeting
|
Sales 15-minute meeting High - 10 - Remove
High -9
High - 8
Medium -7
. Medium - 6
Discard )
Medium - 5

Figure 2: Assignment priority drop-down menu

9. Next, go to the Labels and instructions section and define the Public labels that your Customers will see. Here, you
can also define selection instructions for your Customers.

You're all set! You can test the page by clicking the Customer link in the Share & Publish section of the the Master page's
Overview section.

@ Note:

You can also use Pooled availability with priority with Resource pools. Learn more about Resource pools with Pooled
availability with priority distribution
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Pooled availability algorithm: Longest idle time [Classic]

OnceHub's Pooled availability algorithm is based on the longest idle time concept. This refers to the amount of
time that has passed since a booking was last created for each Booking page.

@ Note:

The meeting time does not have an effect on the longest idle time.

How the Pooled availability algorithm works

The Pooled availability algorithm assigns the next booking to the Booking page with the longest idle time. This is
the Booking page for which the the longest time has passed since a booking was last made. If there are a number
of Booking pages with the same idle time, then the algorithm picks one at random.

Rules

e The idle time is tracked per Master page AND per Event type combination. This means that if a User receives
bookings from more than one Master page, each Master page will have separate idle times. Also, if a User
receives bookings from more than one Event type in a single Master page, they will have two separate counts.

e The idle time is not considered if a Booking page has been deleted, disabled, or has connection errors.

e When a new Booking page is added to a Master page, this Booking page is considered to have the longest idle
time. This means that the new Booking page will be highest priority for new bookings.

@ Note:

If you're using Pooled availability with priority and multiple Booking pages have been assigned the same
Assignment priority, then longest idle time will be used to choose between them.
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Adding Resource pools to Master pages [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic. After you've created a Resource pool and added all the relevant Booking
pages to it, you'll need to add the Resource pool to a Master page to start distributing bookings to your pool members.

In this article, you'll learn how to add a Resource pool to a Master page.

Requirements

e To create or edit a Master page, you must be a OnceHub Administrator.

e Resource pools can ONLY be added to Master pages using team or panel pages.

Adding Resource pools to Master pages

1. Go to Booking pages in the bar on the left.
2. Click the Plus button @) in the Master pages pane to create a new Master page.

3. The New Master page pop-up appears (Figure 1).

New Master page X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* ‘ | ‘ ©)
Internal label* ‘ ‘ ®
Public link* https://go3.onceplatform.com/ ‘ @
Scenario* (® Team or panel page (supports one-time links) ®

v More options

Image or photo Choose file
Master

page image Need an image for
(optional) your page? See our
image gallery.

Cancel Save & Edit

Figure 1: New Master page pop-up

4. After defining the Master page's Public name, Internal label and Public link, select Team or panel page as the
Scenario.

@ Tip:

When you use a Master page with team or panel pages, you can also generate one-time links which are good for
one booking only, eliminating any chance of unwanted repeat bookings.

A Customer who receives the link will only be able to use it for the intended booking and will not have access to
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your underlying Booking page. One-time links can be personalized, allowing the Customer to pick a time and
schedule without having to fill out the Booking form.

. Click Save & Edit. You'll be redirected to the Master page Overview section to continue editing your settings.
. Go to the Event types and assignment section of the Master page.

. Click Add Event type.

0 N o U

. Select which Event types will be offered in your Master page (Figure 3). Master pages with Dynamic rules can only
include Event types configured to Automatic booking and Single session. Learn more about conflicting settings when
using team and panel pages

Event types and assignment

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order (O Event type Booking assignment (1) Additional team members (i)

1 Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v eee

@ Add Event type

Figure 3: Add Event types and assignment

9. Next, use the Booking assignment drop-down to select which Resource pool should provide that Event type.

10. Finally, if your Event type requires participation from multiple Team members simultaneously, you can create Panel
meetings by adding any number of Additional team members. These Team members can be defined by selecting
specific Booking pages or by selecting Resource pools.

@ Note:

The same Resource pool cannot be selected as the Booking assignment and as the Additional team member in
a single rule. Learn more about conflicting settings when using team or panel pages

11. You can use the same Resource pool across multiple rules, and you can use multiple Resource pools per rule and
across rules. This ultimately allows you to have multiple distribution methods on a single Master page.

12. Reorder the Event types to ensure they appear on your Master page in the order that you want. You can move a row
up or down by clicking on the left side of the row and dragging to the position you want (Figure 4).

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order (1) Event type Booking assignment (i) Additional team members ()
% 1 ‘ Intro session v ‘ ‘ Suzie main page v ‘ None v eoe
2 ‘ Consultation v ‘ ‘ Sales team v ‘ None v oo
3 ‘ Demo v ‘ ‘ Sales team v ‘ ‘ 1 selected v ‘ ooe

@ Add Event type

Figure 4: Click and drag a row to reorder

13. Click Save.
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Your Master page with Resource pools is now ready to go! When a Customer schedules using this Master page, bookings
will be assigned to pool members according to the pool's distribution method. Once your pool starts to receive bookings,
you'll have real-time visibility of how many bookings each Team member received and how many bookings were
removed.
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Resource pools: Overview [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic.

The Resource pool Overview section summarizes the main properties of the selected Resource pool and provides real-time
visibility into booking metrics of the Resource pool.

¢ Resource pool: Sales Team Resource pool: | sales Team v
Overview > Overview &
R

esourees Booking metrics Q. 9O Distribution Method Pooled availability
[]l][]l] Total bookings 0 © Reporting cycle Continuous
d ©
Average bookings 0
Most booked NA
Least booked NA

= Includes 3 Booking pages (1) 5 Included in 0 Master pages (1)
% * Harry Bright ]

* John Smith
» Laura Jones

Add/remove Booking pages

Figure 1: Resource Pool Overview section

Booking metrics

/\/ﬂ Booking metrics

[][l[] Total bookings 51
Average bookings 27
Most booked John Smith

Least booked Laura Jones

Figure 2: Booking metrics

The Booking metrics section (Figure 2) gives you quick access to the pool's statistics. All metrics are real-time and show the
state of the pool within the current Reporting cycle.

e Total bookings: The total number of bookings that Team members in the Resource pool have received to date, within
the Reporting cycle period.

e Average bookings: The average number of bookings that each Team member in the Resource pool has received to date,
within the existing Reporting cycle.

e Most booked: The Team member in the Resource pool who has received the highest number of bookings to date, within
the existing Reporting cycle.

e Least booked: The Team member in the Resource pool who has received the least number of bookings to date, within
the existing Reporting cycle.
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Main settings

Distribution Method Round robin

Reporting cycle Monthly

Time Zone Eastern time (GMT-4:00) [DST]

Figure 3: Resource pool main settings

The Main settings section (Figure 3) shows the following:

e Distribution method: The selected Distribution method is listed here. The Distribution method determines how
bookings are assigned across Team members within the Resource pool. Resource pools can use Round robin, Pooled
availability, or Pooled availability with priority.

e Reporting cycle: The selected Reporting cycle is listed here. The Reporting cycle determines how often the statistics for

your Resource pool will be reset.

¢ Time zone: If the Reporting cycle of the Resource pool is set to Monthly or Quarterly, the Time zone that determines
when the statistics for your pool are reset is listed here.

Included Booking pages

Includes 3 Booking pages (i)

% s Harry Bright

» John Smith
* |Laura jones

Add/remove Booking pages
Figure 4: Booking pages included in the Resource pool

Each Resource pool groups Booking pages together according to characteristics you define. Here, you will see a list of all the
Booking pages that are included in the specific Resource pool.

Included in Master pages

Included in 2 Master pages (i)
* Business Consulting
s Product Configuration

Figure 5: Master pages that the Resource pool is included in

Resource pools are only active once you add them to Master pages using team or panel pages. When Customers schedule
on Master pages that include a Resource pool, the booking will be assigned to a pool member according to the Resource
pool's Distribution method. A single Resource pool can be included across multiple rules within a single Master page and
can be included across multiple Master pages.
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Resource pools: Reporting cycle [Classic]

The Reporting cycle of a Resource pool determines how often the statistics for the pool will be reset. You define the

Reporting cycle when you create a new Resource pool.

The reporting cycle can be monthly, quarterly, or go on continuously. Select the reporting cycle you use in your

organization to ensure your scheduling stats are fully aligned with your business metrics.

@ Note:

Once you have defined a Reporting cycle for a new Resource pool, it cannot be changed.

Requirements

To define the Reporting cycle of a new Resource pool, you must be a OnceHub Administrator.

How to set the Reporting cycle for a new Resource pool:

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

@nCeHUb Meetings ©

Formery Scheduleonce
[€ Exitsetup
B3 Overview

Share & Publish
(‘;3 Integrations

@ Reports

Vv Tools

[E» Booking forms editor

@ Live chats @

ource pools

- Effective Sept 16 2020

jty Setup

28 Resource pools

B2 Notification templates editor

& Theme designer
% Localization editor

BE® Email from your domain

stall

ortOH

lortOH (Salesforce)

v Docanrene

Figure 1: Resource pools

3. Click the Add a Resource pool button to create a new Resource pool.

4. The New Resource pool pop-up appears (Figure 2).

Included Booking pages

®) >3 >J ®) ®)

®)

2

9

2

4

<0 0® @

| m

Add a Resource pool

683 Edit
83 Edit
63 Edit
63 Edit
683 Edit
£63 Edit

& rdie

fi] Delete
fi] Delete
fi] Delete
fij Delete
fi] Delete

fij Delete

#2_Nalata
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New Resource pool CRIERS

Aresource pool is a group of Booking pages to which bookings can be dynamically
assigned.

Name* \

Distribution method (® Round robin (@)
() Pooled availability (0

(") Pooled availability with priority &

Reporting cycle (i)

Cycle restarts Never v

Cancel Save & Edit

Figure 2: New Resource pool pop-up

. After defining the Resource pool's Name and Distribution method, choose the Reporting cycle for your Resource
pool. If the Reporting cycle of the Resource pool is Every calendar month or Every calendar quarter, you'll be
required to define the time zone that will be used every Reporting cycle to reset the statistics for your pool.

. Once you have defined the Resource pool's properties, click Save & Edit. You will be redirected to the Resource pool
Overview section where you will be able to continue the setup.
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Resource pools: Resources [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic.

The Resources section of the Resource pool is where you determine which Team member's Booking pages are included in
the pool. These are the Team members that will receive bookings. How bookings are assigned across these Team members
is determined by the Resource pool's distribution method.

< Resource pool: Product Team Resource pool: | Product Team v ‘
Overview Resources Average bookings per Booking page: 10 ‘ [zl
Resources > . )
Add Booking pages v Automatic correction ®
. . P Bookings Bookings
Booking page Date joined Participating (1) received (1) e ©
Harry Bright Jun 13, 2019 Yes 0 0 Remove
John Smith Jun 13, 2019 Yes 12 3 Remove
Laura Jones Jun 13, 2019 Yes 9 0 Remove

Figure 1: Resource pool Resources section

In this article, you'll learn about using the Resources section.

Requirements

To define the Resources section in a Resource pool, you must be a OnceHub Administrator.

Defining Resources in a Resource pool

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

,
(;JnCeHUb B3 Meetings © € Live chats @ et @ S a@
Formerly Scheduconce
[e Exitsetup ource pools ® |
B3 Overview
Add a Resource pool

B share &Publish
@3 Integrations Included Booking pages
& Reports - Effective Sept 16 2020 @ o (3 Edit [ Delete
V' Tools A 2 3 Edit ] Delete
E» Booking forms editor —

jty Setup A 4 83 Edit [ Delete
328 Resource pools >

tall [ 4 Edit Delet
B2 Notification templates editor S & Edi [y Delete
¥ Theme designer jortOH A s 3 Edit ] Delete
% Localization editor -

lortOH (Salesforce) A 2 83 Edit [ Delete
BE® Email from your domain

v Pacatieae m o S5 rdie 9 nalaen

Figure 1: Resource pools

3. Select the Resource pool that you'd like to add Booking pages to.
4. Go to the Resources section.

5. Using the Add Booking pages drop-down menu, select the Booking pages you would like to be part of this Resource

pool. You can add as many Booking pages as you like. All types of Booking pages can be added to the pool, regardless of
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any existing associations between Booking pages and Event types.

6. To start distributing bookings to your pool members, you need to add the Resource pool to a Master page using team

or panel pages.

Using Assignment priority

If you're using Pooled availability with priority as your distribution method, you can set a priority for each Booking page after
you've added them. Bookings will be assigned to the Booking page with the highest priority available at the selected time.

Learn more about Pooled availability with priority

Booking page Assignment priority (i)  Date joined

Harry Bright Medium -5 v Jun 13,2019 Yes
John Smith Jun 13, 2019 Yes
Laura Jones Jun 13, 2019 Yes

Figure 2: Set the Assignment priority for each Booking page

Using Automatic correction

Participating @)

Bookings Bookings
received (i) removed (@)

o} 0 Remove
0 0 Remove
0 0 Remove

If you're using Round robin as your distribution method, you can decide whether you would like removed bookings to be
compensated for. By default, Automatic correction is toggled ON to make sure that any Team member who falls behind due

to cancellations is automatically moved to the front of the line until they have caught up. If for any reason you want to turn

this off, you can at any time. Learn more about Automatic correction

< Resource pool: Senior Account Executives

Overview Resources

Resources >
Add Booking pages

Booking page
Mandy Jones
Marie Mabel

Sandra Fish

Figure 3: Automatic correction

Date joined

Aug 2, 2018

Aug 2, 2018

Aug 2, 2018

Participating @

Yes

Resource pool: | Senior Account Executives v

Average bookings per Booking page: 0

Automatic correction @ @

Bookings Bookings

received (D) removed (1)

0 0 Remove
i i Remove
i i Remove
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Resource pools: Assignment priority [Classic]

You can assign an Assignment priority to Booking pages within a Resource pool that uses Pooled availability with priority as
the distribution method. The Assignment priority determines which Booking page will receive a booking when multiple

Booking pages are available at the time selected by the Customer.

< Resource pool: Customer success

Overview Resources

Resources > Add Booking pages v ‘
Booking page Assignment priority (1)
Harry Bright
John Smith
Laura Jones

Figure 1: Resource pool Assignment priority

In this article, you'll learn about using Assignment priority.

How Assignment priority works

Date joined

Jun 14,2019

Jun 14, 2019

Jun 14, 2019

Resource pool:

Participating (@
Yes
Yes

Yes

Customer success A ‘

Bookings

received (1)

Average bookings per Booking page: 10 ‘

Bookings
removed ()

0 Remove
3 Remove
1 Remove

When a Customer selects a time to schedule a meeting, OnceHub first checks which Booking pages are available. Then, the

booking is assigned to the available Booking page with the highest Assignment priority.

If there are multiple Booking pages with the same Assignment priority, the booking is assigned to the Booking page with the
longest idle time. This is the Booking page which has not received a booking for the longest amount of time.

Requirements

To edit the Assignment priority of Booking pages in a Resource pool, you must be a OnceHub Administrator.

Defining Assignment priority for Booking pages in a Resource pool

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

3. ©nceHub

Formerly ScheduleOnce

[«

Exit setup

Overview

Share & Publish
Integrations

Reports

Tools

Booking forms editor

Meetings @

€ Live chats @

ource pools

- Effective Sept 16 2020

jty Setup

Resource pools

Notification templates editor
Theme designer
Localization editor

Email from your domain

stall

ortOH

lortOH (Salesforce)

v Dacairene

Included Booking pages

[ > B o> S 0 SR % B oY)

2

9

2

4

<00 8@

®|o

Add a Resource pool

3 Edit
83 Edit
83 Edit
63 Edit
3 Edit
83 Edit

2 raie

fi] Delete
fi] Delete
fi] Delete
fi] Delete
fi] Delete

fi] Delete
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Figure 1: Resource pools

. Select the specific Resource pool you'd like to define Assignment priority for.

@ Note:

Assignment priority is only relevant for Resource pools using Pooled availability with priority as the distribution
method.

. In the Resources section, use the Assignment priority drop-down menu next to each Booking page to change its
priority. By default all pages have an Assignment priority of Medium - 5.
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Resource pools: Automatic correction [Classic]

OnceHub uses a smart Automatic correction distribution algorithm to ensure that Resource pools that use Round robin
distribution achieve an equal booking distribution across your Team members at all times.

¢ Resource pool: Senior Account Executives Resource pool: | Senior Account Executives ¥
Overview Resources Average bookings per Booking page: 0
Resources > X
Add Booking pages v Automatic correction @ ®
. . L Bookings Bookings
Booking page Date joined Participating (i) vt [ Temoved (3
Mandy Jones Aug 2. 2018 Yes 0 0 Remove
Marie Mabel Aug 2, 2018 Yes 1] 0 Remove
Sandra Fish Aug 2. 2018 Yes 0 0 Remove

Figure 1: Round robin Resource pool with Automatic correction

In this article, you'll learn about using Automatic correction with your Round robin Resource pool.

Why use Automatic correction?

With Round robin distribution, each new booking is assigned to the next Team member in line. This ensures that the
number of bookings received per Booking page is equal. However, if schedule changes such as cancellations by
customers are not taken into consideration, the distribution may become uneven.

The Automatic correction algorithm ensure that any bookings that are removed are compensated for, meaning that any
Team member who falls behind will be automatically moved to the front of the line until they have caught up.

The Automatic correction distribution algorithm is turned ON by default for all new Resource pools that use Round robin

distribution. If for any reason you would like to stop compensating for bookings that were removed, follow the steps
below to turn Automatic correction off.

Requirements

To edit a Resource pool, you must be a OnceHub Administrator.

Using the Automatic correction algorithm in a Resource pool

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 2).
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@nCeHUb 3 Meetings © € Live chats © LAt @ ] a:

Formerly ScheduleOnce

[e Exitsetup ource pools ® |
B3 Overview
Add a Resource pool

E Share & Publish
@ Integrations Included Booking pages
@ Reports - Effective Sept 16 2020 B o @3 Edit [ Delete
V' Tools A 2 @ Edit [ Delete
E» Booking forms editor —

ity Setup g 4 63 Edit  [ij Delete
28 Resource pools >

tall A 4 Edit Delet
BZ Notification templates editor =t & €3 Edi @ Delete
{» Theme designer ortOH A e 3 Edit  fi] Delete
% Localization editor =

lortOH (Salesforce) A 2 83 Edit  [i Delete
BE® Email from your domain

v Pocaircas (= I PN — S NRN

Figure 2: Resource pools

Select the specific Resource pool you would like to turn Automatic correction off for.

@ Note:

The Automatic correction algorithm is only available for Resource pools using Round robin as the distribution
method.

Once you select the relevant Resource pool, you'll be redirected to the Resource pool Overview section.
Go to the Resources section of the Resource pool.

Set the Automatic correction toggle to OFF (Figure 3). From this point onwards, bookings that are removed will not
be compensated for.

< Resource pool: Senior Account Executives Resource pool: | Senior Account Executives ¥ ‘
Overview Resources Average bookings per Booking page: 0 | [Z]
Resources > ) . .
Add Booking pages v Automatic correction | oFf ©)
e - NP Bookings Bookings
Booking page Date joined Participating @) e @) ——

Figure 3: Set Automatic correction to OFF
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Resource pool statistics: Bookings received [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic.

Bookings received is a metric provided for each Booking page you've included in a Resource pool. Bookings received is the
number of bookings that a specific Booking page has received to date, within the Reporting cycle.

In this article, you'll learn about viewing and understanding the Bookings received metric.

Requirements

To view the Bookings received metric, you must be a OnceHub Administrator.

Viewing the Bookings received metric

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

,
@nCeHUb £ Meetings © Live chats @
8 © <0 0® @@
[« Exitsetup ource pools ® 3
B3 Ooverview
Add a Resource pool

B share & Publish
&3 Integrations Included Booking pages
@ Reports - Effective Sept 16 2020 @ o @3 Edit [ Delete
R A 2 3 Edit [ Delete
E» Booking forms editor _

ity Setup g 4 83 Edit i Delete
%8 Resource pools >

tall [ 4 Edit Delet
BZ Notification templates editor s 3 Edi [ Delete
{» Theme designer rtOH 6 3 Edit  fij Delete
% Localization edit -

% Localization editor lortOH (Salesforce) A 2 83 Edit i Delete

B Email from your domain

v Dacanrean [ o ra TN

Figure 2: Resource pools

3. Select the specific Resource pool you would like to view Bookings received for.

4. Go to the Resources section of the Resource pool (Figure 2).

¢ Resource pool: Product Team Resource pool: | Product Team v ‘
Overview Resources Average bookings per Booking page: 10 ‘
Resources > . ) .
Add Booking pages v Automatic correction ®
n - NP Bookings Bookings
Booking page Date joined Participating (1) received (@ e @
Harry Bright Jun 13,2019 Yes 3 2 Remove
John Smith Jun 13, 2019 Yes 10 1 Remove
Laura Jones Jun 13,2019 Yes 9 0 Remove

Figure 2: Bookings received

Understanding the Bookings received metric

If the specific Resource pool is included in multiple Master pages, the Bookings received metric for each Booking page is the
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total number of bookings received by that Booking page across all Master pages.

Bookings can be received via direct scheduling, rescheduling, or reassignment.

e Bookings received via direct scheduling: This happens when a Customer schedules on a Master page that includes the
specific Resource pool, and the booking is assigned to the specific Booking page.

e Bookings received via rescheduling: This happens when a Customer reschedules a booking and the booking is assigned to
a different Booking page from the original Booking page that was assigned. In this case, the Bookings received counter will
g0 up by one for the new Booking page that the Customer rescheduled with. The Bookings removed counter will go up by
one for the original Booking page that the booking was rescheduled from.

e Bookings received via reassignment: This happens when a User reassigns a booking from one Booking page to another. In
this case, the Bookings received counter will go up by one for the new Booking page the User reassigned the booking to.
The Bookings removed counter will go up by one for the original Booking page that the booking was reassigned from.
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Resource pool statistics: Bookings removed [Classic]

Resource pools allow you to dynamically distribute bookings among a group of Team members in the same department,
location, or with any other shared characteristic.

Bookings removed is a metric provided for each Booking page you've included in a Resource pool. Bookings removed is
the number of bookings that were taken away from a specific Booking page to date, within the existing Reporting cycle.

In this article, you'll learn about viewing and understanding the Bookings removed metric.

Requirements

To view the Bookings removed metric, you must be a OnceHub Administrator.

Viewing the Bookings removed metric

1. Go to Booking pages in the bar on the left.

2. Select Resource pools on the left (Figure 1).

3
@nCeHUb ¥ Meetings © € Live chats @ < 4 @ S a@
Formery ScheduleOnce

[ Bxitsetup ource pools ® |

B3 overview

Add a Resource pool

@ Share & Publish

@ Integrations Included Booking pages

G Reports - Effective Sept 16 2020 @ o 3 Edit ] Delete

V7 web A 2 @) Edit [ Delete

E2 Booking forms editor

ity Setup B a4 63 Edit  [ij Delete
328 Resource pools >
BZ Notification templates editor stall B« @ Edit [ Delete
{» Theme designer jortOH A s 3 Edit  [i] Delete
% Localization editor lortOH (Salesforce) 2 @ Edit ﬁ Delete
E& Email from your domain
~v Dacaureac. [~ e 25 ris 9 _Dalata
Figure 1: Resource pools
3. Select the specific Resource pool you would like to view Bookings removed for.
4. Go to the Resources section of the Resource pool (Figure 2).
< Resource pool: Product Team Resource pool: | product Team v ‘
Overview Resources Average bookings per Booking page: 10 ‘
Resources > Add Booking pages v Automatic correction ®
. . P Bookings Bookings
Booking page Date joined Participating (i) received (@0 ) @)
Harry Bright Jun 13,2019 Yes 13 2 Remove
John Smith Jun 13, 2019 Yes 0 1 Remove
Laura Jones Jun 13, 2019 Yes 9 0 Remove

Figure 2: Bookings removed in the Resource pool's Resources section

Understanding the Bookings removed metric
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If the specific Resource pool is included in multiple Master pages, the Bookings removed metric shown for each Booking
page is the total number of bookings taken away from that Booking page across all Master pages.

Bookings can be removed from a Booking page due to cancellations, rescheduling, reassignments, or no-shows.

e Bookings removed due to cancellations: This happens when a Customer cancels a booking that was originally
scheduled on the Master page that included the specific Resource pool, or when a User cancels a booking or requests
the booking to be rescheduled.

e Bookings removed due to rescheduling: This happens when a Customer reschedules a booking and the booking is
assigned to a different Booking page from the original Booking page that was assigned. In this case, the Bookings
removed counter will go up by one for the original Booking page that the Customer scheduled with. The Bookings
received counter will go up by one for the new Booking page that the Customer rescheduled with.

Bookings removed due to reassignment: This happens when a User reassigns a booking from one Booking page to
another. In this case, the Bookings removed counter will go up by one for the original Booking page that the booking
was reassigned from. The Bookings received counter will go up by one for the new Booking page that the User

reassigned the booking to.

¢ Bookings removed due to no-shows: This happens when a User marks a booking as a no-show. The booking marked
as no-show needs to have been originally scheduled on the Master page that included the specific Resource pool.
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Introduction to Panel meetings [Classic]

OnceHub allows you to create Panel meetings that enable Customers to book a time to meet with multiple Team
members simultaneously. You can create panels with specific Team members, or dynamic panels that use
Resource pools to assign the relevant Team member. When a Customer visits your Master page, they will see
availability based on the specific panel combination.

To create a Panel meeting, use a Master page with team and panel pages.

When to use Panel meetings

Panel meetings are useful for many different scheduling scenarios. Here are some examples:

e During a sales cycle, a technology company may want to allow Customers to meet with a Sales Development
Representative and an Account Executive simultaneously.

e Consulting firms may want to allow Customers to schedule a meeting with multiple subject matter experts.

e Universities conducting graduate admissions interviews may also use Panel meetings to allow applicants to
schedule an interview with multiple faculty members and professors.

Configuring your Panel meetings

When you create a Panel meeting, you can either include specific Booking pages or Resource pools. When you use
Resource pools, OnceHub will automatically assign bookings to Team members in your Resource pool according to
the distribution method you choose. You can choose from Round robin, Pooled availability, or Pooled availability
with priority.

For example, let's say you are a consulting firm that allows Customers to schedule a meeting with multiple subject
matter experts. Your meeting must include a specific consultant who has been directly working with your
Customer. The meeting must also include a consultant who specializes in marketing strategy, and another
consultant specializing in cost reduction.

For this meeting, your Booking owner would be the specific consultant who has been working directly with the
Customer. Your Additional team members would include two Resource pools: one pool with all consultants
specializing in marketing strategy, and a second pool with all consultants specializing in cost reduction.

When your Customer schedules their meeting, one consultant from each Resource pool will be automatically
assigned, according to the respective Resource pool's distribution method.

Panel meeting notifications

With Panel meetings, the Customer and all panelists are updated throughout the booking lifecycle. When the
meeting is scheduled, everyone is notified, a calendar event is created, and a single shared activity is added to each
Team member’s Activity stream, with the Booking owner and Additional team members listed.

Any Team member who sees the Panel meeting in their Activity stream can cancel the booking or request the
Customer to reschedule. If the Customer reschedules or cancels the meeting, the calendar event is updated and

notifications are sent accordingly.
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Creating Panel meetings [Classic]

Panel meetings allow your Customers to book a time to meet with multiple team members simultaneously. When a
Customer visits your Master page, they will see availability based on the specific panel combination. You can create

panels with specific team members, or dynamic panels that use Resource pools to assign the relevant team member.

In this article, you'll learn how to create a Panel meeting.

Requirements

To create a Panel meeting, you must be a OnceHub Administrator.

Creating a Panel meeting

1. Go to Booking pages in the bar on the left and click the plus o button in the Master pages pane.

2. The New Master page pop-up appears (Figure 1).

New Master page x

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name*

Internal label*

Public link*

Scenario*

Image or photo

Cancel

[ ©

| @

https://go3.onceplatform.com/ ‘ ®

(® Team or panel page (supports one-time links) ®

v More options

Choose file
Master

page image Need an image for
(optional) your page? See our
image gallery.

Save & Edit

Figure 1: New Master page pop-up

3. Select Team or panel page as the Master page scenario.

4. Populate the pop-up with a Public name, Internal label, Public link and an image if you choose. Then, click Save &

Edit. You'll be redirected to the Master page Overview section to continue editing your settings.

5. Go to the Event types and assignment section of the Master page.

@ Tip:

When you use a Master page with a team or panel page, you can also generate one-time links which are good

for one booking only, eliminating any chance of unwanted repeat bookings.
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6.

10.
11.

12.

A Customer who receives the link will only be able to use it for the intended booking and will not have access to
your underlying Booking page. One-time links can be personalized, allowing the Customer to pick a time and
schedule without having to fill out the Booking form.

Click Add Event type (Figure 3).

Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order @ Event type Booking assignment @ Additional team members @
% 1 ’ Intro session v ‘ ’ Suzie main page v ‘ ’ None v ‘ eee
2 ‘ Consultation v ‘ ‘ Sales team v ‘ ‘ None v ‘ e
3 ‘ Demo v ‘ ‘ Sales team v ‘ ‘ 1 selected v ‘ oo

@ Add Event type

Figure 3: Event-based rules step

. Use the Event types drop-down to select which Event types will be offered on your Master page.

» Master pages with team or panel pages can only include Event types configured to Automatic booking and Single
session. Learn more about conflicting settings when using team or panel pages

. Use the Booking assignment drop-down to choose a Booking page or Resource pool.

* The Booking assignment determines who owns the calendar event and the settings of the meeting, including the
location, the Booking form, the post-scheduling flow, notifications and third-party integrations.

» If you select a Resource pool as your Booking assignment, bookings will be assigned to Team members according
to the pool's distribution method.

® You can only select one Booking assignment.

. Use the Additional team members drop-down to select additional Booking pages and/or Resource pools to

participate in the meeting.
* Additional team members are added as guests/attendees to the Booking owner's calendar event and are CC'd on
all notifications sent to the Booking owner assigned.

» You can select an unlimited number of Additional team members.

Click Save.

Next, go to the Labels and instructions section and define the Public labels that your Customers will see. Here, you
can also define selection instructions for your Customers. You should define what a Panel member represents, such
as a consultant, interviewer, advisor, or Team member.

Move on to the Public content section and define the information that Customers will see when they visit your
Master page.

You're all set! When Customers visit your Master page, they will be able to book a time to meet with multiple team
members simultaneously. You can test the page by clicking the Customer link in the Share & Publish section of the the
Master page's Overview section.

@ Note:
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Any Booking page can be selected to participate in your Panel meeting, regardless of any existing associations
between Booking pages and Event types.
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Booking owners [Classic]

Each Dynamic rule you create in a Rule-based assignment Master page must have a Booking owner. The Booking owner is the
member who receives the booking.

You can define a Booking owner either by specifying a Booking page or by specifying a Resource pool. If you choose a Resource
pool as the Booking owner, bookings will be assigned to a Booking page within the Resource pool according to the pool's
distribution method. You can choose from Round robin, Pooled availability, or Pooled availability with priority.

If your Dynamic rule also includes Additional team members, the meeting then becomes a Panel meeting. In the case of a Panel
meeting, the Booking owner owns the calendar event and determines settings including the location, the booking form, the post-
scheduling flow, notifications, and third-party integrations.

Requirements

To create a Master page and add a Booking owner, you must be a OnceHub Administrator.

How to select a Booking owner

1. Click Setup -> Booking Page setup in the top navigation bar.
2. Click the Plus button e in the Master pages pane.

3. Inthe Scenario field of the New Master page pop-up, select the Rule-based assignment scenario (Figure 1).

New Master page @ X

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* ‘ ‘ @
Internal label* ‘ ‘ @
Public link* https://go.oncehub.com/ ‘ @
Scenario* (®) Rule-based assignment (supports one-time links) (&)
() Event types first (Booking pages second) @®
() Booking pages first (Event types second) ®
(") Booking pages only (without Event types) @®
Image or photo Choose file
Master
page image Need an image for
(optional) your page? See our
image gallery.

Cancel Save & Edit

Figure 1: New Master page pop-up

4. Populate the pop-up with a Public name, Internal label, Public link and an image if you choose. Then, click Save & Edit.
You'll be redirected to the Master page Overview section to continue editing your settings.

5. Go to the Assignment section of the Master page.

6. In the Rule types section, select Dynamic (Figure 2).
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10.

Yo
yo

< g Master page: Sales call - Master page | Sales call v

Overview Assignment @

Assigniment > @ Rule types ]

Labels and
instructions

I (® Dynamic - Event-based assignment with Resource pools and Booking pages (supports one-time links) (0 I

() Static - Based on existing Event type-Booking page associations (1)

Public content

Figure 2: Select Dynamic as the Rule type

EI Tip:

When you use a Master page using Rule-based assignment with Dynamic rules, you can also generate one-time links
which are good for one booking only, eliminating any chance of unwanted repeat bookings.

A Customer who receives the link will only be able to use it for the intended booking and will not have access to your
underlying Booking page. One-time links can be personalized, allowing the Customer to pick a time and schedule
without having to fill out the Booking form.

In the Event-based rules section, click Add rule.

Select which Event types will be offered in your Master page (Figure 3). For each Event type you want to add, you'll need to
add a new rule. Master pages with Dynamic rules can only include Event types configured to Automatic booking and Single
session. Learn more about conflicting settings when using Dynamic rules

@ Event-based rules

Master pages with Dynamic rules can only include Event types configured to Automatic booking and Single session.

Display order () Event type Booking owner (1) Additional team members (i)

1 ’ Please Select v ‘ ’ Please Select v ‘ ’ None v eoe

Add rule

Figure 3: Add an event-based rule

Under Booking owner, choose a Booking page or Resource pool from the dropdown. You can only select one Booking
owner.

Click Save.

u're all set! The Event type in your Master page now has a Booking owner. If your Master page includes multiple Event types,
u can select a different Booking owner for each one. You can also add Additional team members if required.

@ Note:

The existing associations between Booking pages and Event types do not affect choosing a Booking owner. Any Booking

page can be selected as a Booking owner to provide any Event type.
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Additional team members [Classic]

Additional team members are members of your organization who participate in Panel meetings. Panel meetings allow
you to offer meetings where Customers can meet with multiple members of your organization simultaneously.

Panel meetings have a Booking owner, who is the Booking assignment team member, and Additional team members
who participate as panelists in the meeting. Panel meetings can be set up in Master pages using a team or panel page.

When you create a Panel meeting, you can include any number of Additional team members. Additional team members
can be a specific Booking page or a Resource pool. If you choose Resource pools, a Team member from each pool will be
assigned according to the pool's distribution method. You can choose from Round robin, Pooled availability, or Pooled
availability with priority.

When Customers visit your Master page, they will only see availability for possible panel combinations. This means that
they will only see time slots when all panelists are available, whether the panelists are specific Booking pages or a
relevant member of a Resource pool.

How are Additional team members added to a booking?

If the Booking owner has a calendar connected to OnceHub, Additional team members are added as guests/attendees to
the Booking owner’s calendar event.

If the Booking owner is not connected to a calendar and the Additional team members are, OnceHub will create a
'dummy' event in the Additional team members' calendars to ensure that they don't get double booked.

@ Note :

When determining busy time for an Additional team member, the system uses the Main calendar specified on their
assigned Booking Page. However, any calendar event created during the booking process is saved to their default
connected calendar.

To ensure consistency, we recommend setting the default connected calendar as the Main calendar on their Booking
Page whenever they are assigned as an Additional team member.

How are the Additional team members updated throughout the booking lifecycle?

The Panel meeting is added as a single shared activity to each Additional team member’s Activity stream, with the
Booking owner and Additional team members listed. This means that if there are status changes, they will be updated.

Additional team members are also cc'd on all notifications sent to the Booking owner, including the initial confirmation,
reminders, and updates about schedule changes. This ensures that all Panel members have the meeting details and are
updated throughout the booking lifecycle.

Can Additional team members perform the same actions as the Booking owner?

Yes. Any User who can see a Panel meeting activity in their Activity stream can cancel it or request to reschedule. If a
User cancels or requests to reschedule, all Panelists will be affected.

Requirements

To create a Master page and add Additional team members, you must be a OnceHub Administrator.
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How to add Additional team members to meetings

1. Click Setup -> Booking Page setup in the top navigation bar.
2. Click the Plus button @) in the Master pages pane.
3. The New Master page pop-up appears (Figure 1).

New Master page [z x

A Master page allows you to provide Customers with a single point of access to
several team members. Learn more

Public name* ‘ | ‘ ®
Internal label* ‘ ‘ ®
Public link* https://go3.onceplatform.com/ ‘ ®
Scenario* (® Team or panel page (supports one-time links) ®

v More options

Image or photo Choose file
Master

page image Need an image for
(optional) your page? See our
image gallery.

Cancel Save & Edit

Figure 1: New Master page pop-up

4. In the Scenario field of the New Master page pop-up, select the Team or panel page scenario (Figure 1).

5. Populate the pop-up with a Public name, Internal label, Public link and an image if you choose. Then, click Save &
Edit. You'll be redirected to the Master page Overview section to continue editing your settings.

6. Go to the Event types and assignment section of the Master page.

@ Tip:

When you use a Master page with team or panel pages, you can also generate one-time links which are good for
one booking only, eliminating any chance of unwanted repeat bookings.

A Customer who receives the link will only be able to use it for the intended booking and will not have access to
your underlying Booking page. One-time links can be personalized, allowing the Customer to pick a time and
schedule without having to fill out the Booking form.

7. In the Event-based rules section, click Add Event type.

8. Select which Event types will be offered in your Master page (Figure 3). For each Event type you want to add, you'll
need to add a new rule. Master pages with Dynamic rules can only include Event types configured to Automatic
booking and Single session. Learn more about conflicting settings when using team or panel pages
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Select the Event types to show in your Master page, and choose who should receive the booking.

You can use Resource pools to manage team assignment rules such as Round Robin and Pooled availability

Display order (D) Event type Booking assignment (D) Additional team members (i)
% 1 ‘ Intro session v ‘ ‘ Suzie main page v ‘ ‘ None v ‘ oo
2 ‘ Consultation v ‘ ‘ Sales team v ‘ ‘ None v ‘ oo
3 ‘ Demo v ‘ ‘ Sales team v ‘ ‘ 1 selected v ‘ oo

@ Add Event type

Figure 2: Add Event types

9. Under Booking assignment, choose a Booking page or Resource pool from which the Booking owner will be
assigned.

10. Under Additional team members, select additional Booking pages and Resource pools to participate in the
meeting. You can select an unlimited number of Additional team members.

11. Click Save.

@ Note:

The existing associations between Booking pages and Event types do not affect choosing an Additional team
member. Any Booking page can be selected as an Additional team member to participate in your Panel meeting.
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Introduction to the Theme designer [Classic]

The Theme designer allows you to fully customize the look and feel of your Booking pages and Master pages.

Requirements

All OnceHub Administrators can access the Theme designer. You do not need an assigned product license to update the
Theme designer, create custom themes, or update a Booking page's theme. Learn more

Using themes

Go to Booking pages in the bar on the left = Theme designer on the left.

Themes allow you to comply with any design policy your organization may have. You can create one theme and apply it to
all of your pages to achieve uniform branding, or create multiple themes to make each of your pages unique. Learn more
about creating custom themes

You can also select different themes for the same Booking page or Master page when you integrate it onto your website.
This gives you the flexibility to visually fit a single Booking page on multiple different website pages.

All themes are centrally managed in the Theme designer. This means that any design changes you make are automatically
implemented on the relevant Booking pages and Master pages.

System themes and custom themes

The Theme designer comes with two system themes you can use as-is, or modify them to add your logo and change the
background color.

If you need more customization for your theme, you can create a custom theme by duplicating an existing theme and
modifying it, or you create a new custom theme from scratch. Learn more about creating custom themes

You can preview a theme on a Booking page or Master page by selecting the Preview button (Figure 1).

y

@nceHub sy teent sen v | &

© < Theme designer ®|
Financial Advisors Inc. theme «

&

X S [ s S \

N, Light system theme

e (Default) © \ You need a Growth plan to apply your custom themes to Booking pages. Upgrade to Growth \,m}, ]
2%

Dark system theme

Core properties

@ CUSTOM THEMES
& Base theme (D) Light system theme
Financial Advisors
% Inc. . ‘ LoGo
f Header logo reset) R n® O o= o
X} Format & size: JPG/PNG/GIF up to 200KB = o= [>]
Recommended: 200px wide by 50px high - o) °

Button color (reset) () #8F9293

Button font color Automatic v
Font Open Sans v

Booking form fields Modern - Fields as underlines v

Figure 1: Previewing a theme

Newly created Booking pages and Master pages are automatically assigned the default theme. You can change the default
theme by clicking Set as default theme next to the name of a theme (Figure 2).

373


https://help.oncehub.com/help/introduction-to-booking-pages
https://help.oncehub.com/help/introduction-to-master-pages
https://help.oncehub.com/help/user-type-member-vs-admin-team-manager
https://help.oncehub.com/help/common-use-cases-for-users-without-a-scheduleonce-license
https://help.oncehub.com/help/system-themes
https://help.oncehub.com/help/custom-themes
https://help.oncehub.com/help/custom-themes
https://help.oncehub.com/help/website-embed
https://help.oncehub.com/help/system-themes
https://help.oncehub.com/help/custom-themes

©nceHub sy  tvechar  setp v

© < Theme designer
Bl .
Light system theme -+
&
® S TENTFIERES This theme is applied to 1 Booking pages and 1 Master pages v
N, Light system theme >
= Dark system theme
e (Default)y O
Core properties
14 CUSTOM THEMES
Header It o
@ ) ©nceHub
Financial Advisors
% Inc. Format & size: JPG/PNG/GIF up to 200KB
A Recommended: 200px wide by 50px high
2]

Button color (0
Button font color
Font

Booking form fields

Figure 2: Set as default theme

Theme properties

The specific design of a theme comes from the properties which you can define in four sections of the Theme designer:

e Core properties
e Page background
e [nteraction pane

e |Information pane

Modern - Fields as underlines

Learn more about Theme properties

Schedule v

Preview v

S
8
3

no

System themes are not customizable. Duplicate this theme to customize the parameters. \m}‘

oO—
OoO—
oO—
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Applying a theme [Classic]

The Theme designer allows you to fully customize the look and feel of your Booking pages and Master pages.

Themes are applied to each Booking page and Master page individually. However, applying a theme to a Master page always overrides
the themes applied to the Booking pages included in that Master page.

Themes determine the logo, branding. and look and feel of your Booking pages and Master pages. Any changes made to a theme that
has already been applied to a page are immediately visible on the Customer app.

Applying a theme

You can apply a theme in a couple places: on the relevant booking page or on the relevant theme in the Theme designer.

Apply a theme directly to a page

1. Go to Booking pages in the bar on the left.

2. Select the Booking page or Master page for which you want to change the theme.

3. Inthe Overview section, select a theme from the Theme drop-down menu (Figure 1).

4
OnceHub Activity  Livechat  Setup v Schedule v
V) o z 3 i
©> < (%) Booking page: SuzanneSmythe - Booking page | SuzanneSmythe M
il
& Overview > Overview Accept bookings ®|m
B it t)
© venttypes - Share & Publish @ Owner Suzanne Smythe /&
image https://go.oncehub. V4 "
Associated calendars Editors  None
v « Personalize for a specific Customer
. o + Share dynamic links Time zone Central time (GMT-5:00) [DST] (Edit)
= ecurring availabili
B o v « Publish on your website Category  None v (New)
Date-specific Locale System - English (US) ¥
availability
= Theme Dark system theme v (Edit)
Conferencing / S
o Location
@ Associated with 3 Event types (D) .j Included in Master pages (D)
7;; User notifications * 15-minute meeting %
« 30-minute meeting
=)
Public content * 60-minute meeting
N Add/remove Event types

Share & Publish [3>

© Copyright OnceHub 2021. All rights reserved. Privacy notice

itines fo ~rin Aneahih ~om

Figure 1: Apply a theme directly to a page

Apply on a specific theme

1. Go to Booking pages in the bar on the left.
On the left, select Theme designer.
Select the theme you want to apply.

In the three-dot menu, click on Apply (Figure 2).

ok wenN

Select the relevant page(s) you want to use that theme and select the Apply button.
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Create theme

SYSTEM THEMES

Light system theme
(Default)

Dark system theme >
CUSTOM THEMES

Financial Advisors
Inc.

Figure 2: Apply a theme

Your default theme

In the Theme designer, you can set a default theme that applies to any newly created Booking page or Master page.

©nceHub Ay hat

® @

Dark system theme -+

This theme is applied to 0 Booking pages and 0 Master pages A& Preview v

System themes are not customizable. Duplicate this theme to customize the parameters. \m

Core properties

Header logo

Button color (D)

Button font color

Font.

Booking form fields

Setup v

eHu

Format & size: JPG/PNG/GIF up to 200K8
Recommended: 200px wide by 50px high

W oocon

<
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< Theme designer

Create theme

SYSTEM THEMES
Light system theme >

Dark system theme
(Default)

CUSTOM THEMES

Financial Advisors
Inc.

Header logo

®
Light system theme «-- &
This theme is applied to 1 Booking pages and 1 Master pages v
System themes are not customizable. Duplicate this theme to customize the parameters. \:’m}
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,
©nceHub
1060
Format & size: JPG/PNG/GIF up to 200KB
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Button font color

Font
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Figure 3: Apply a default theme
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System themes [Classic]

The OnceHub Theme designer provides two system themes for your Booking pages and Master pages. You can use these themes as
they are, or adjust them according to your needs.

In this article, you'll learn about System themes.

Editing a system theme

1. Go to Setup -> OnceHub setup and open the lefthand sidebar.
2. Inthe Tools section, select Theme designer.

3. Select a System theme from the list on the left hand side of the page (Figure 1).

< Theme designer ®lm

Light system theme -
CveTEM THEMES This theme is applied to 1 Booking pages and 1 Master pages v

Light system theme

(Default) >

System themes are not customizable. Duplicate this theme to customize the parameters. \m}”
Dark system theme

Core properties
CUSTOM THEMES

Header logo ]
. ¢ ©nceHub
Financial Advisors LoGo
Inc. Format & size: JPG/PNG/GIF up to 200K8 _
Recommended: 200px wide by 50px high O o= °
= O= ©
Button color (D) . #006DAF oO— )
Button font color Automatic

Figure 1: Select a System theme

4. If required, you can add a header logo, edit the button color, and edit the button font color.

5. When you're done making changes, click Save.

Theme properties of a System theme

You can customize the following Theme properties of a System theme:

e Header logo: This image is visible to your Customers.

e Button color: This is the color of the buttons and other properties on your page. It is intended to attract your Customer's attention
to specific elements.

e Button font color: This can be used to maximize contrast against the button background color. We recommend keeping it on
Automatic.

@ Note:

If you want to customize additional Theme properties, you'll need to create a Custom theme.

You may need to upgrade your plan to apply a custom theme to your page(s).

Previewing and applying a System theme

To preview a theme on a Booking page or Master page, select it from the drop-down menu in the top right of the Theme designer and
click the Preview button (Figure 2). Previewing a theme does not apply the theme to the page.
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O‘nceHub y  Livechat  Setup v

® | &

Preview v Save
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\ You need a Growth plan to apply your custom themes to Booking pages. Upgrade to Growth

Choose image

© < Theme designer
i . . .
Create theme Financial Advisors Inc. theme -+
® SYSTERTTHENES This theme is applied to 0 Booking pages and 0 Master pages v
v Light system theme
(Default) ()
Dark system theme
Core properties
174 CUSTOM THEMES
& Base theme () Light system theme
Financial Advisors
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A Header logo (reset)
1)

Button font color
Font

Booking form fields

Figure 2: Preview a System theme

Learn more about applying a theme

Default theme

You can set any theme as your default theme, including a system theme. The default theme is automatically applied to all newly

created pages, but not to existing pages.

Automatic

Open Sans

Format &size: JPG/PNG/GIF up to 200KB.
Recommended: 200px wide by 50px high

Button color (reset) @) #BF9293

Modern - Fields as underlines

)
(o) —p
oO—
O=—

no
oo

Schedule v |

© < Theme designer
& .
Create theme Light system theme ---
® Y STERTIIENIES This theme is applied to 1 Booking pages and 1 Master pages v
N Light system theme >
2 Dark system theme
0 (Default) ©
Core properties
174 CUSTOM THEMES
Header logo 7
o g @nceHub
Financial Advisors
% Inc. Format & size: JPG/PNG/GIF up to 200KB
Recommended: 200px wide by 50px high
)
Button color . #006DAF
»
Button font color Automatic
Font Open Sans
Booking form fields Modern - Fields as underlines

Figure 3: Set as default theme
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Figure 4: Light system theme
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Previous step v
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Pick a date and time

Duration: 60 minutes

October 2017 Available starting times for Mon, Oct 02 2017

Tue Wed Thu

Figure 5: Dark system theme
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Custom themes [Classic]

The Theme designer allows you to fully customize the look and feel of your Booking pages and Master pages.

The Theme designer comes with two system themes. If you need more customization for your theme, you can create a custom theme
by duplicating an existing theme and modifying it, or you can create a new custom theme from scratch.

You do not need an assigned product license to create custom themes in the Theme designer. Learn more

However, you may need to upgrade your plan to apply a custom theme to your page(s).

In this article, you'll learn about creating a custom theme.

Creating a custom theme

1. Go to Booking pages in the bar on the left.

> wN

@ Note :

The Base theme cannot be changed once the theme is created.

5. Alternatively, you can duplicate an existing theme by clicking the Duplicate theme button (Figure 2).

Schedule v

©nceHub  aciiy e char

© < Theme designer

&

&

® SYSTEM THEMES

N Light system theme
(Default)

=4

8% Dark system theme

>4 CUSTOM THEMES

e Financial Advisors

% Inc.

=)

On the left, select Theme designer.

Setup v

Click the Create theme button on the top left corner.

Light system theme -+

This theme is applied to 1 Booking pages and 1 Master pages v

System themes are not customizable. Duplicate this theme to customize the parameters. \m}’

Core properties

Header logo

Button color (©)

Button font color

Font.

Booking form fields

©inceHub

Format &size: JPG/PNG/GIF up to 200KB
Recommended: 200px wide by 50px high

Open Sans

Modern - Fields as underlines

L0GO

no

In the Create theme pop-up, enter a Theme name and select a Base theme for your new Custom theme. Then click Create.

Figure 2: Duplicate theme

6. Configure your custom theme as required by modifying the Core properties (Figure 3), Page background properties, Interaction

button

pane properties, and Information pane properties. Learn more about Theme properties
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Core properties

Base theme (O Light system theme

Header logo (reset) @nceHub

Format & size: JPG/PNG/GIF up to 200KB
Recommended: 200px wide by 50px high

Button color (reset) ) #006DAF

Button font color Automatic v
Font Open Sans v
Booking form fields Modern - Fields as underlines v

Figure 3: Core properties

7. Click Save.

Default theme

You can set any theme as your default theme, including a system theme. The default theme is automatically applied to all newly

created pages, but not to existing pages.

OnceHub  acviy 1

© < Theme designer ®
& N
Create theme Light system theme = &
&
® Y STERTITIENIE This theme is applied to 1 Booking pages and 1 Master pages v
& Light system theme >
System themes are not customizable. Duplicate this theme to customize the parameters. \m}’
=4 Dark system theme
(Default) @
Core properties
@ CUSTOM THEMES
Header logo .
o E ©nceHub
Financial Advisors L1060
Inc. Format & size: JPG/PNG/GIF up to 200KB R
£ Recommended: 200px wide by 50px high O - ©
— = ©
E} - —
Button color . #0 o= )

Button font color

Font Open Sans

Booking form fields Modern - Fi underlines

Figure 4: Default theme

Previewing and applying a Custom theme

You can preview a theme on a Booking page or Master page by selecting it from the drop-down menu in the top right of the Theme
designer and clicking the Preview button (Figure 4). Previewing a theme does not apply the theme to the page.
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Theme properties [Classic]

The OnceHub Theme designer allows you to fully customize the look and feel of your Booking pages and Master pages.
The specific design of a theme comes from the properties you can define in four sections of the Theme designer:

e Core properties

e Page background

e [nteraction pane

e |Information pane

@ Note:

System themes allow you to define the Header logo, Button color, and Button font color of the theme. If you'd like
to define more properties, you'll need to create a custom theme.

In this article, you'll learn about Theme properties.

Core properties
Core properties

Base theme (i) Light system theme

Header logo (reset) @nceHUb

Format & size: JPG/PNG/GIF up to 200KB
Recommended: 200px wide by 50px high

Button color (reset) (0 #006DAF

Button font color Automatic v
Font Open Sans v
Booking form fields Modern - Fields as underlines v

Figure 1: Core properties for a Custom theme

The Core properties of a theme define the base theme color palette, the font of the theme, button and font colors, and the
style of the Booking form fields.

e Base theme: Each theme is based on either the Light color palette or Dark color palette. This cannot be changed once
the theme is created.

e Header logo: The Header logo visible to your Customers on the Booking page. The recommended size of the Header
logo is 200px wide by 50px high.

e Button color: The background color of buttons and other key components on your page.

e Button font color: The color of text on buttons can be set either automatically (to maximize contrast against the
Button background color), or manually to white or black.

e Font: The font family to be used across the Customer booking process.
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¢ Booking form fields: The style can be either Modern (fields as underlines) or Classic (fields as boxes). Modern form
fields are selected by default.

Page background
Page background ®

Background color (reset) #FBFBFB

LoGo
P © 8=

Format & size: JPG/PNG/GIF up to TMB p—
Recommended: 2000px wide by 1000px high

Hide background image (] on mobile

() on website embed, button and widget

Figure 2: Page background properties

e Background color: This color will show when no background image is selected, before the background image is loaded,
and when the background image is hidden.

e Background image: You can upload any background image, texture, or pattern. The image may appear cropped in
order to always cover the entire background of the browser window. The recommended size for your background
image is 2000px wide by 1000px high.

@ Note:

You should make sure that you own the copyright to an image, texture, or pattern before using it as a background
image.

e Hide background image: You may want to hide the background image on mobile devices or when your Booking page
is integrated into your website.

Interaction pane

Interaction pane

Content shading opacity 3D 90% v
LOGO
O = ©
Image shape (O Circle v — —_— 0>
— ©
Image border Tpx v
Image border color (reset) #D8D8D8

Figure 3: Interaction pane properties

The Interaction pane of your Booking page or Master page is where the scheduling process takes place. This is where your
Customers selects a Booking page or Event type, selects a time, and fills out the Booking form.

e Content shading opacity: Determine the opacity to optimize the readability of text over your background image or
background color.

e Image shape: Apply a uniform shape or mask to all of the images that you uploaded for the Public content sections of
your Event types and Booking pages. You can choose for the shape of your images to be a Circle, Rounded square,
Square, or to use No mask on your images.

e Image border: Apply a uniform border width to all of your images.
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¢ Image border color: Apply a uniform border color to all of your images.

Information pane

Information pane

Content shading opacity 90% v Loco
O == ©
Image shape () Circle v —_— R )
f—— [>)
Image border Tpx v
Image border color (reset) #D8D8D8

Figure 4: Information pane properties

The Information pane displays the information about your Booking page or Master page. It includes the page’s image,
description, and contact information.

e Content shading opacity: Determine the opacity to optimize the readability of text over your background image or
color.

e Image shape: Apply a shape or mask to the image that you uploaded for the Public content section of your Booking
page or Master page. You can choose for the shape of your images to be a Circle, Rounded square, Square, or to use
No mask on your images.

e Image border: Apply a border width to this image.

e Image border color: Apply a border color to this image.
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Adding your logo [Classic]

The Theme designer allows you to fully customize the look and feel of your Booking pages and Master pages.

You can add your logo to your Booking pages from the Theme designer. Your logo can be added to any of the out-of-the-

box System themes, or any Custom theme that you create. Your Customers will see your logo in the top left corner of the

page when they access your Booking pages or Master pages, ensuring that the scheduling experience is completely under
your brand.

You do not need an assigned product license to update the Theme designer, create custom themes, or update a Booking
page's theme. Learn more

G b
nceHu Hep
Pick a date and time Change selection v !
Duration: 30 minutes .
Your time zone: United States; Eastern time (GMT-4:00) [DST] (Change)
Financial Software Inc. July 2019 <1> Available starting times for Fri, Jul 5, 2019
Schedule a Free Consultation Mon Tue Wed Thu Fri sat  Sun AM PM /
& ° z | 10:30 AM 12:00 PM
Please follow the instructions to L
schedule a consultation with one of our I
Solution Experts 8 oMo 2 s | 11:00 AM 1:30PM
Regards, | 11:30 AM 2:00 PM
Jeff Rudy, VP Sales, Financial Software 13 o i) L
e 2:30 PM

This is a demo. Give it a try - No one will 4:30 PM
callyou. 29 30 31
[ 650.206.5585 < June August >
B4 contact@oncehub.com
5 www.oncehub.com
04 /
2o/ V8 [ e ” " = TERT WA

Figure 1: Booking page with OnceHub logo

Adding your logo to a theme

1. Go to Booking pages in the bar on the left .
2. On the left, select Theme designer.

3. Select the System theme or Custom theme that you would like to add your logo to (Figure 1).

< Theme designer ® |

Light system theme ---
SYSTEM THEMES This theme is applied to 1 Booking pages and 1 Master pages v

Light system theme
(Default) © System themes are not customizable. Duplicate this theme to customize the parameters. \(m

Dark system theme

Core properties
CUSTOM THEMES

Header logo A
A ©nceHub
Financial Advisors LOGO
Inc. Format & size: JPG/PNG/GIF up to 200KB JE— ©
Recommended: 200px wide by 50px high O -
Button color (0 . #006DAF - ©
Button font color Automatic

Figure 1: Selecting a theme

4. In the Core properties section, click the Choose image button (Figure 2).
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Core properties

Base theme (i) Light system theme

Header logo (reset) @nceHUb

Format & size: JPG/PNG/GIF up to 200KB
Recommended: 200px wide by 50px high

Button color (reset) (1) #006DAF

Button font color Automatic v
Font Open Sans v
Booking form fields Modern - Fields as underlines v

Figure 2: Choose an image for your Header logo

5. Select the image that you would like to use for your Booking page logo. The recommended size of the Header logo is
200px wide by 50px high.

If you would like to use different branding for different Booking pages, you can create multiple themes with different logos.

Each of your Booking pages can have its own theme with its own logo.

Using a link with your logo

You can also define a link for your logo in your Booking page's Public content section or your Master page's Public content
section.

If your Customer clicks on the logo on your Booking page or Master page, a new tab will open with the website you
defined.

@ Note:

If you have added a website to the Public content section of your Master page, it will override any website added in
the Public content section of any Booking pages you include in the Master page.
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Image and Icon gallery [Classic]

The image gallery contains images that you can use for your Event types, Booking pages, and Master pages.

@ Note:

All images in this gallery are property of OnceHub and are protected under copyright law. Use is permitted for your
OnceHub Event types, Booking pages, and Master pages only.

How to use the image gallery

1. To download an image in this article, right click it and select Save image as... from the menu.

2. Save the image on your computer.

3. Upload the image by clicking Choose file in the Public content section of an Event type, Booking page, or Master
page (Figure 1).

< n5‘g Event type: 15-minute meeting -«

Overview Public content

Scheduling options Event type image Choose file
Event type

Time slot settings tmage Need an image for
(optional) your page? See our

image gallery.
Booking form and
redirect
Event type name 15-minute meeting ‘

Customer

notifications Event type description

Payment and

cancel/reschedule

policy

Public content >

Discard

Figure 1: Event types Public content section

Image gallery

Phone meeting

B R
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Are you looking for other icons for your Booking or Master pages? Please let us know.
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Introduction to the Booking forms editor [Classic]

Booking forms allow you to collect information from your Customers when they make a booking. You can use the Booking
forms editor to customize the information that you want to collect from your Customers during the booking process.

The Booking forms editor is an advanced WYSIWYG (What You See Is What You Get) editor. You can choose the questions
on the Booking form and the order that they're presented in, giving you complete control over your Customer’s booking
experience.

Creating and editing Booking forms

All OnceHub Administrators can access the Booking forms editor. On the Booking page on the left, select the Booking
forms editor on the left.

You can edit the Default Booking form (Figure 1), create a new Booking form, or copy and edit an existing Booking form.
When you create a Booking form, you can edit, add, and remove the content in the middle editing pane.

€ Booking forms editor ®| &
i B - Fields libra
Booking forms Default Booking form (Preview) v
q Add Custom field to librar )
t New Booking form ) Subject provided by Customer (conditional field) System field ( y
" . _ will only appear if the Meeting subject is set to Subject —
L ’ u provided by Customer. Learn more A7 » System fields
ject # —
Subject » Custom fields
Default
What is the meeting about?
Your name* # System field A
Mandatory field ?
Your email* # System field A
Mandatory field ?
Booking notifications will be sent to this email

Figure 1: The Booking forms editor

Learn more about creating and editing a Booking form

The Fields library
The Fields library pane contains all of the fields available to be used on the Booking form. This is where you add fields to

your Booking form and create your own Custom fields.

e System fields: System fields include seven standardized fields that are included on every new Booking form by default.
Learn more about System fields

e Custom fields: If you want to collect information that isn't covered in the System fields, you can use one of OnceHub's
out-of-the-box Custom fields, or create your own Custom field. Learn more about Custom fields

Using information collected on your Booking form

The information you collect on the Booking form can be used in the following ways.
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Personalize email and SMS notifications to Users and Customers

When a Customer makes a booking, an email is sent to you with the Customer’s name, their email address, and any other
information from other fields that you chose to include on the Booking form.

The Customer will receive a personalized confirmation email with the details of the appointment they've just made. You can
use data collected on the Booking form to create custom notifications.

Learn more about creating custom email or SMS templates

Customize reports

All data collected via the Booking form is available in your reports. You can select the fields you want to display in any Detail
report in the Reports section of the left.

Updating your CRM by mapping specific System or Custom fields to your CRM's fields

If you use our Salesforce or Infusionsoft integration, you can map System and Custom fields to the corresponding fields in
your CRM.

Learn more about viewing collected information from your Booking form
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Creating and editing a Booking form [Classic]

You can use the Booking forms editor to customize the information that you want to collect from your Customers during the
booking process. You can choose the questions on the Booking form and the order that they're presented in.

If you are working with multiple Booking pages, you can create a different Booking form for each Booking page. If your
business needs are the same for all of your Booking pages, or if you're only using one Booking page, you can create one
Booking form.

In this article, you'll learn about creating and editing a Booking form.

Accessing the Booking forms editor

To access the Booking forms editor, go to Booking pages in the bar on the left. On the left, select Booking forms editor.

Default Booking form settings

When you open the Booking forms editor for the first time, you'll see the default Booking form (Figure 1).

< Booking forms editor ®|

Booking forms Default Booking form (Preview) Eeldsllibary

( Add Custom field to library )

( New Booking form )

Subject provided by Customer (conditional field) System field

Will only appear if the Meeting subject is set to Subject —
provided by Customer. Learn more v

Subject £

& r3 [ ] » System fields

» Custom fields

Default

What is the meeting about?

Your name* # System field ~

Mandatory field =

Your email* # System field A
Mandatory field —

andatory fie -

Booking notifications will be sent to this email

Figure 1: Default Booking form

The default Booking form includes the following fields:

e Subject (Conditional field)
e Your name

e Your email

e Your mobile phone

e |ocation (Conditional field)

e Your note

When you create a new Booking form, these six fields will be included. You can remove most of these fields and add others
as needed.

@ Note:

Accounts created before July 23, 2020 include eight fields in their default Booking form, rather than six. The additional
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fields are:

e Your company

e Your phone

Creating a new Booking form

There are three ways to customize the Booking form: Editing the Default Booking form, creating a new Booking form, or
copying and editing an existing Booking form.

Editing the Default Booking form

If you want every Booking page on your account to use the same Booking form, this is a good option. This ensures that
Users will not accidentally select the wrong Booking form.

Creating a new Booking form

To create a new Booking form, click the New Booking form button (Figure 2) in the Booking forms menu on the left hand
side of the page. The new Booking form will have the Default Booking form settings. This is a good option if you want to start
from scratch.

Booking forms

New Booking form

Default
John's Booking form

Sarah's Booking form

Figure 2: New Booking form button

Copying an existing Booking form

To copy an existing Booking form, click the Copy button (Figure 3) in the Booking forms menu on the left hand side of the
page. The new Booking form will be an exact copy, which you can customize further as needed. This is a good option if
you've already created a Booking form that you like and want to edit it slightly.
Booking forms
| New Booking form )
[ ]

Default

John's Booking form

Sarah's Booking form

Figure 3: Copy an existing Booking form
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Editing a Booking form

You can edit, add, and remove the content of your Booking forms in the middle editing pane.

Adding fields to your Booking form

To add a field to the Booking form, click the arrow icon on the specific field in the Fields library (Figure 4).

Fields library

( Add Custom field to library )

» System fields

¥ Custom fields

Name: Attachment (Attachment)

Title: Attachment

@ i_
Name: Company (Single-line text field)

Title: Your company

] &

Figure 4: Add fields to your Booking form

Removing fields from your Booking form

To remove a field from the Booking form, click Remove field next to the specific field (Figure 5).

System field A
D Mandatory field ——

© Remove field

Your note #

Figure 5: Remove a field from your Booking form

@ Note:

The Email and Name fields cannot be removed because OnceHub needs this basic information in order to confirm the

booking with your Customer.

Editing text
To edit the Field title and subtext, click the Edit icon next to the Field name (Figure 6).

Your not System field A

[ ] mandatory field ——

© Remove field

Figure 6: Edit icon

The Edit field pop-up will appear (Figure 7).


https://help.oncehub.com/help/the-fields-library

Edit system field

A You may change the title and subtext. However, you should not use this field to collect any data
other than the customer’s note. Learn more

Field type Multi-line text field

Field name Note
(not visible to Customers)

Field title Your note
(Max 200 characters)

co |

[] Add subtext

Save Cancel

A Although collected data is encrypted, it should not include credit card information or other sensitive data.

Figure 7: Edit field pop-up

e Field title: This is the title that will be displayed to Customers.
e Subtext: Check the Add subtext box to add subtext to the field. Subtext can help explain the information being collected

in the field, or why you are asking your Customers for this information.

Click the Link icon to add a link to any of the text you edit.
Learn more about editing System fields

Learn more about creating and editing Custom fields

Choosing the order of your fields

To change the order in which your fields appear, click the up or down arrow on the right side of each field to move it.

Choosing which fields will be mandatory

Check the Mandatory field box to make the field mandatory (Figure 8). The Customer must fill out all Mandatory fields in
order to make a booking. Uncheck the Mandatory field box to make a field optional.

System field A

Your note* #
| Mandatory field |——
||_| andatory fie I -

©) Remove field

Figure 8: Mandatory field box

Previewing your Booking form

You can review your Booking form anytime by clicking the Preview link at the top of the Editing pane (Figure 9).
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Default Booking form
Subject provided by Customer (conditional field) System field
Will only appear if the Meeting subject is set to Subject provided —_—
by Customer. Learn more v
Subject s
What is the meeting about?
Your name* # System field ~
Mandatory field |
i v
Your email* # System field A~
Mandatory field ]
andatory fie =
Booking notifications will be sent to this email
Location provided by Customer (conditional field) System field A
Will only appear if the Location settings are set to Location —_—
provided by Customer. Learn more v
Your note ¢ System field A
D Mandatory field ——
£ Remove field

Figure 9: Click Preview to see a preview of your Booking form

When you're done editing your Booking form, click Save.

Managing Booking forms
In the Booking forms menu on the left hand side of the page, you will see a list of the Default Booking form provided by

OnceHub and any custom Booking forms that you or other Users have created.

e Rename: To rename the selected Booking form, click the Rename button (Figure 10). The Default Booking form cannot
be renamed.

Booking forms

Default
John's Booking form

Sarah's Booking form

Figure 10: Rename button

e Delete: To delete the selected Booking form, click the Delete button (Figure 11). This action cannot be undone. The
Default Booking form cannot be deleted.
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Booking forms

E New Booking form

Default
John's Booking form

Sarah's Booking form

Figure 11: Delete button

Adding a Booking form to a Booking page

Once you've created a Booking form, you'll need to add it to your Booking page. If your Booking page is associated with at
least one Event type, then the Booking form and redirect section will be on the Event type. Learn more about the location
of the Booking form and redirect section

1. Go to Booking pages in the bar on the left.
2. Select the relevant Event type in the Event types pane.

3. In the Booking form and redirect section, select the Booking form you've just created from the Booking form drop-
down menu.

If your Booking page is not associated with any Event types, the Booking form and redirect section will be on the Booking
page.

1. Go to Booking pages in the bar on the left.

2. Select the relevant Booking page in the Booking pages pane.

3. Inthe Booking form and redirect section, select the Booking form you've just created from the Booking form drop-
down menu.
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Editing System fields [Classic]

System fields are seven standardized fields. Four are included in every new Booking form by default.

In this article, you'll learn about editing System fields.

System fields

e Your name

e Your email

e Your company (not included in the default Booking form)
e Your phone (not included in the default Booking form)

e Your mobile phone

e Your note

e Customer guests (not included in the default Booking form)

@ Note:

If you want to ask for information that is not included in the System fields or Custom fields, you can create your own
Custom field. Learn more about Custom fields

Editing System fields

1. Go to Booking pages in the bar on the left.
2. On the left, select Booking forms editor.

3. Click the Edit icon next to the field name you want to edit in the Booking form (Figure 1).

Your nameE System field A

Mandatory field T
Figure 1: Click the Edit icon to edit a field

4. The Edit system field pop-up will appear (Figure 2). Here, you can edit the Field title and Add subtext.

When you edit a System field, you are editing that field only for the specific Booking form you are working on at that time.
If you close the Booking form and edit the same field in a different Booking form, the changes you make are applied to
only this new Booking form.

In contrast, Custom fields are edited in the Fields library, so any change made to the field is applied to every Booking form
which includes the field. Learn more about Custom fields

@ Note:

You cannot edit the options in a System field drop-down menu. To customize drop-down menu options, create a
Custom field.

Field title
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Edit system field X

A You may change the title and subtext. However, you should not use this field to collect any data
other than the customer’s name. Learn more

Field type Single-line text field

Field name Name
(not visible to Customers)

Field title Your hame
(Max 200 characters)

co |

[] Add subtext

Save Cancel

A Although collected data is encrypted, it should not include credit card information or other sensitive data.

Figure 2: Edit system field pop-up

The Field title is the name of the field as it will appear to Customers on the Booking form. For example, you can change
the “Your name” field to say “First and last name." If you don't enter any text for the Field title, the Field name will be
used.

@ Important:

You should not use a System field to collect information other than what it is intended for. For example the “Your
name” field should only be used to ask for the Customer’s name and the “Your phone” field should only be used to ask
for a phone number.

Using these fields to collect information other than what is intended can break the scheduling process. For example,
if you change the Field title of the email field to ask for something else, your Customer will not receive email
notifications about the booking they made.

Add subtext

To add subtext to a field, check the Add subtext box. Then, enter a description of the field or explain why you are asking
for the information.

For example, if you are asking for the Customer’s phone number, you can use this space to explain how you are going to

use the phone number. You can also hyperlink text. For example, you could link to your Terms of service.

Require email verification for the email System field

If you are worried about Customers mistyping their email address when making a booking, you can turn on the Email
verification option in the email Edit system field pop-up for the Email field (Figure 3).

When enabled, the Customer will be asked to enter their email address a second time and allow OnceHub to verify that
both email addresses match.
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Edit system field X

A You may change the title and subtext. However, you should not use this field to collect any data
other than the customer’s email. Learn more

Field type Single-line text field

Field name Email
(not visible to Customers)

Field title Your email
(Max 200 characters)

co | e

[v] Add subtext

Booking notifications will be sent to this email

oo | oo

Email verification [v] Customer must retype email address

Confirm your email

]

Cancel

A Although collected data is encrypted, it should not include credit card information or other sensitive data.

Figure 3: Require email verification for the email System field

Enable SMS notifications for the Mobile phone System field

If you want to send booking-related SMS notifications to your Customers, you must provide them with an option to opt out

of this service.

To do this, check the Enable SMS box in the Booking forms editor. Check the OK to send me booking notifications via
SMS checkbox. The default is that the customer has to opt out of SMS notifications.

System field A

Your mobile phone #

| Enable SMs -

Include area code

— R field
|+/] OK to send me booking notifications via SMS (1) © Remove fie

To send SMS notifications, you must also enable them in the
Customer notifications section.

Figure 3: Enable SMS notifications for the Mobile phone System field

When you enable this option, your Customers will be asked to opt-in to receiving SMS notifications in the Booking form.
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Provide information Previous step v

Time Mon, Aug 07, 2017, 2:45 PM - 3:00 PM (Change)
United States; Eastern time (GMT -4:00) [DST] (Change)

Subject * [ What is the meeting about?

Your name *

Your email * The scheduling confirmation
will be sent to this email

Your company

‘Your phone
‘Your mobile phone United States (+1) hd

I 1 It's okay to send me booking notifications via SMS I
Your note

Figure 4: Customers opt-in to receiving SMSs in the Booking form

When this option is enabled and your Booking form is skipped, the checkbox will appear in the date and time selection
step.

Pick a date and time Previous step v

Duration: 15 minutes

Your time zone: United States: Eastern time (GMT -4:00) [DST] (Change)

August 2017 <0 Available starting times for Tue, Aug 29 2017
Sun  Mon  Tue Wed Thu Fri = B
Selected time: X

Tue, Aug 29, 2017, 415 PM - 4:30 PM
United States; Eastern time (GMT-4:00) [DST]

4:30 PM
| It's okay to send me booking notifications
via SMS 2:45 PM
. 30 31
£ Previous Next »

Figure 4: Opt-in to receive booking notifications via SMS
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Creating and editing Custom fields [Classic]

Booking forms allow you to collect information from your Customers when they make a booking. If you want to ask for
information in your Booking form that you don't see represented in the System fields, you can create your own Custom
field.

In this article, you'll learn about creating and editing Custom fields.

Creating a Custom field

1. Click Booking pages in the bar on the left.
2. On the left, select Booking forms editor.

3. Inthe Fields library section on the right side of the page, click the Add Custom field to library button (Figure 1).

< Booking forms editor ®lE

Booking forms Default Booking form (Preview) El=ld=hibrany

i I Add Custom field to librar I
( New Booking form _,») Subject provided by Customer (conditional field) System field Y

3 & _ Wil only appear if the Meeting subject is set to Subject —
L ! = provided by Customer. Learn more v » System fields

Subject #

Default » Custom fields

John's Booking form

What is the meeting about?

Sarah's Booking form

Your name* # System field
Mandatory field

[«]»

Figure 1: Add Custom field to library button

4. The Add Custom field to library pop-up will open (Figure 2).

Add Custom field to library

Single-line text field V|

Field type

Field name ’ |
(not visible to Customers)

A unique identifier for this field

Field title
(Max 200 characters)

eo | e

"] Add subtext

co | e

["] Do not display this field to Customers. Learn more

Save Cancel

AAlthough collected data is encrypted, it should not include credit card information or other sensitive data.

Figure 2: Adding a Custom field

5. Select a Field type. The following field types are available:

» Single-line text: A single input text box. The maximum character limit is 250.
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e Multi-line text: An input text box used to ask Customers for additional information. The maximum character limit is
5000.

e Dropdown: Enables Customers to make a choice among a list of mutually exclusive options. Customers can choose
only one option. A minimum of two options is required to use a Dropdown list.

e Checkbox: Enables your Customers to choose any number of options from a list. A minimum of one option is
required to use the Checkbox Field type.

e Attachment: Enables you to request one attachment from your Customers. The file size limit is 5 MB and
executable files are not allowed. You can also set the attachment to be secure with permission-based access. Learn
more about Secure attachments

6. Enter the Field name. Field names are unique identifiers that OnceHub uses to track Custom fields. This allows you to
use information collected from Custom fields in other areas of OnceHub, such as Reports and Custom templates. The
length of the Field name input text is limited to 20 characters. Learn more about viewing information collected from
your Booking form

7. Enter the Field title. This title is displayed to your Customers when they make a booking. The length of the Field title is
limited to 200 characters.

8. Check the Add subtext box if you want to add subtext to your Custom field. Subtext can provide more detailed
information about the Custom field to your Customers. For example, if you are asking for a phone number, you can
use this space to explain how you are going to use the phone number.

9. Highlight the relevant text and click the Link icon (Figure 3) to link the Field title, subtext, or Checkbox option to a
URL of your choice. With the link option, you can provide external information to your Customers when they make a
booking online.

Field type Single-line text field V‘

Field name
(not visible to Customers)

Reference ‘

A unique identifier for this field

Field title Reference number

(Max 200 characters) @

[] Add subtext

[} Do not display this field to Customers. Learn more
Figure 3: Link icon

10. Click Save.

Your new Custom field will be saved to the Fields library and can be added to your Booking form. Learn more about editing
a Booking form

@ Note:

The following source tracking field names are reserved for source tracking, and cannot be used as Custom field
names:

e utm_source: Used for identifying the traffic source.

e utm_medium: Used for identifying the delivery method.

e utm_campaign: Used for keeping track of different campaigns.
e utm_term: Used for identifying keywords.

e utm_content: Used for split testing or separating two ads that go to the same URL.
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System Custom fields

System Custom fields are fields which are included in the Fields library but are not automatically included in the Booking
form. These fields include data you may wish to ask for, without having to input it yourself. The System Custom fields
provided include:

e Your phone: A single-line text field requesting their phone number
Note: The similar Your mobile phone system field is included in the Booking form by default

e Your company: A single-line text field requesting their company

e Your state: A drop-down menu of all 50 states in the United States and Washington, DC.

e Your country: A drop-down menu of every country in the world.

e Your location: A drop-down menu of every US state, Canadian province and every country in the world.
e Terms of service: A checkbox to agree to terms of service.

o Attachment: Attachment field.

@ Important:

It is not recommended to ask Customers to upload attachments that contain sensitive information. Attachments are
not encrypted and are not password protected. Learn more about Secure attachments

Editing Custom fields

Once you've created and saved a Custom field, you can edit it at any time. Custom fields are edited on an account level.
This means that any change made to a Custom field will change the settings for that field in every Booking form that the
field is included in.

To edit a Custom field that you've created, select the Edit icon next to the field in the Fields library (Figure 4).

Fields library

( Add Custom field to library )

* Custom fields

Name: Attachment (Attachment)
Title: Attachment

Name: Booking checkbox (Checkbox)

mk

Title: Select your reascn for booking
‘: e
E .
Figure 4: Edit icon next to your Custom field

In Edit mode, you have the option to:

e Edit the Field title: The title of the field as it will appear to Customers on the Booking form. This can be different from
the Field name, which cannot be changed once the field is created.

e Add subtext: This is where you can write a description of the field, or explain why you're asking for the information.
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e Change field data you entered: For example, let's say you created a Checkbox field for your Customer to select
options from. You can edit, remove, or add more options as needed.

@ Note:

In a drop-down field, you cannot edit the text of an option directly. You must first delete the option and then create a
new one.
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Conditional fields [Classic]

Conditional fields are fields that can be included in your Booking form which are only visible if the Customer is requested to
provide this information. Whether a Customer is requested to provide this information is based on settings on your Booking
page or Event type.

The Booking form includes two Conditional fields: Meeting subject and Location.

Meeting subject

If you are using Booking pages without Event types, you can choose if you want the Meeting subject to be set by the Owner
(you) or the Customer. If you choose for the Customer to provide the meeting subject, the Customer will be required to
provide a meeting subject in order to complete the booking process.

@ Note:

If your Booking p