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Booking reassignment FAQs [Classic]

Booking reassignment allows you to reassign bookings in your Activity stream from one Team member to another. This is
useful in situations such as when a Team member is unavailable, or when a different Team member is better able to serve
a specific Customer.

In this article, you'll find answers to some of the most common questions related to Booking reassignment.

In this article:
e How do | reassign a booking?
e Why don't | see the 'Reassign the booking' option?

e Can | reassign a booking to a Booking page that already has a booking at the
same time?

e Can | reassign a booking to a Booking page that has no availability at the
meeting time?

e Can | reassign a booking to a new Booking page when the location of the
original booking page is not the same as the location of the new Booking
page?

e Why can't | see all the Booking pages in my account in the Reassign the
booking pop-up?

e Why does the Reassign the booking pop-up say there is an Error with a certain
Booking page?

Does the Customer know that reassignment is taking place?

Who is notified when | reassign a booking?

If I am the original Booking owner or Editor of a booking, do | get reminder
notifications and follow-up notifications after it has been reassigned?

What happens when a request to reschedule is sent or the booking is
rescheduled after reassignment?

¢ What happens when the booking is canceled after reassignment?
¢ Who has access to the reassigned booking in the Activity stream?

¢ Which calendars support Booking reassignment?

How do | reassign a booking?

To reassign a booking, select the booking activity in your Activity stream. Then, in the Details pane, select Reassign the
booking (Figure 1).

Follow the steps in the Reassign the booking pop-up to reassign the booking from one Team member to another.
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Details

15-minute meeting [/
Thu, Feb 27, 2020, 09:45 AM - 10:00 AM

Cancel/request reschedule (Reassign the booking) eee

Detailed status

Scheduled (By Customer)

Figure 1: Reassign the booking

Learn more how to reassign bookings from the Activity stream

Why don't | see the 'Reassign the booking' option?

If you don't see the Reassign the booking option in the Details pane of a particular activity, this means the booking
activity is not eligible for reassignment. There are a number of reasons why the booking may not be eligible for
reassignment.

e Only OnceHub Administrators can reassign booking.
e Additionally, you must be the Owner, an Editor, or a Viewer of the Booking page that the booking was made on.

e A booking must be a one-on-one meeting to be eligible for reassignment.

Can | reassign a booking to a Booking page that already has a booking at the same
time?

Yes, you can. In the Reassign the booking pop-up, Booking pages that are eligible for reassignment but not available
during that specific time slot are marked in the Available column as No (Figure 2).

You can still reassign bookings to these Booking pages, but this will create a double-booking. To resolve this, you'll need to
reschedule, cancel, or reassign one of the bookings.
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R R Reassign the booking Gl x
John Smith jsmith@example.com
15-minute meeting
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Select a Booking page for reassignment
Filter by: | Booking page owner v ‘ Dana Fisher v
Public name Label Link Owner (1) Available
(® Conference call Conference call  /conference Dana Fisher ® Yes ®
() Panel meeting Panel meeting /panel2 Dana Fisher ® Yes ®
) Sales call Sales call /salescallss Dana Fisher ® No ®
Consultation Consultation feonsultl Dana Fisher eError (D)

Figure 2: Reassign the booking pop-up

Can | reassign a booking to a Booking page that has no availability at the meeting

time?

Yes, you can. In the Reassign the booking pop-up, Booking pages that are eligible for reassignment but not available
during that specific time slot are marked in the Available column as No (Figure 3).

However, the booking might be scheduled outside of the Booking page's recurring or date-specific availability.
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Figure 3: Reassign the booking pop-up

Can | reassign a booking to a new Booking page when the location of the original
booking page is not the same as the location of the new Booking page?

Yes, you can. However, you'll need to update the location details for the booking manually. The location details will not
appear in future User notifications or Customer notifications, calendar events, or the Activity stream for the reassigned
booking.

Why can't | see all the Booking pages in my account in the Reassign the booking
pop-up?
Only Booking pages that are eligible for reassignment appear in the Reassign the booking pop-up.

For example, a Booking page that only offers Group sessions will not be eligible for reassignment.

Why does the Reassign the booking pop-up say there is an Error with a certain
Booking page?

A Booking page may be marked as Error if the page cannot accept bookings due to a system error. This can happen
because the target Booking page is disabled, or there may be a calendar connection error with the Booking page.

Does the Customer know that reassignment is taking place?

No. When a booking is reassigned, the experience is invisible to Customers. From your Customer’s perspective, the event
remains as originally scheduled. The Customer will receive notifications for the event as originally planned.

If required, you can provide the Customer with a Booking reassignment reason in the Notification step of the Reassign
the booking pop-up (Figure 4).
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R Reassign the booking x

Selection  Notification Review Confirmation

Booking reassignment reason:

Figure 4: Reassign the booking pop-up—Notification step

Learn more about the effects of Booking reassignment

Who is notified when | reassign a booking?

The original Booking owner and Reassigned Booking owner, and associated Booking page Editors are notified of the
reassignment via email and, if selected, SMS notification.

Can | reassign a booking multiple times?

Yes. You can reassign a booking as many times as you need to. Each time you reassign a booking, the original Booking
owner, the Reassigned Booking owner and associated Editors are notified of the Booking reassignment.

If you reassign a booking more than once, the original Booking owner is always notified, along with the new Reassigned
booking owner. However, any previous Reassigned Booking owners are not notified.

If I am the original Booking owner or Editor of a booking, do | get reminder
notifications and follow-up notifications after it has been reassigned?

No. All reminder and follow-up notifications are sent to the Reassigned Booking owner and associated Editors, based on
the User notification settings of the reassigned Booking page.

What happens when a request to reschedule is sent or the booking is rescheduled
after reassignment?

The rescheduling process is always based on the original Booking page settings. Notifications are sent to the original
Booking owner, the Reassigned booking owner and associated Editors based on the original Booking page's User
notifications setting.
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What happens when the booking is canceled after reassignment?

If the booking is canceled, the Reassigned Booking owner and Editors may be notified based on the reassigned Booking
page's User notifications setting.

The original Booking owner and associated Editors will not receive any notifications.

Who has access to the reassigned booking in the Activity stream?

The Reassigned Booking owner, Editors, and Viewers can access the booking in the Activity stream. If the booking is
reassigned multiple times, previous Reassigned Booking owners, Editors, and Viewers will not have access to the booking in
the Activity stream.

Which calendars support Booking reassignment?

Booking reassignment is available between Users who are both connected to Google Calendar, or between Users who are
both not connected to any calendar. Learn more about Booking reassignment eligibility

@ Note:

Reassignment when connected to Zoom is only supported when both parties have a Professional-level Zoom account.
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