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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.

In this article:

e When to use Date-specific availability
e Adjusting your availability

* Requirements

¢ How to edit Date-specific availability:

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:

e 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
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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.

< @ Bookingpage:Jomn -

Overview Date-specific availability ® @
Eventiypes 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)
Dl S September 8 - 14 (Week 36), 2019 < |2
availability
/% Expand Sun 09/08 Mon 09/09 Tue 09/10 Wed 09/11 Thu 09712 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 Click and drag to remove availability ‘
L
Public content 10:45 AM-05:00 PM 10:45 AN-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.

Availability time zone: United States; Eastern time (GMT-4:00) [DSTHChange)

September 8 - 14 (Week 36), 2019 < >

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).
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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

9. 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

10. Click Save.
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