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Locations 
 
Add Locations 
 

1. Go to settings/locations/Add New (Note: if you are setting up a new practice through the 
onboarding process then the first location is created from the details entered during 
onboarding) 

2. Input the details of the location 
a. Additional Invoice and Receipt Message – this appends any new text to the existing 

text defined for the practice within practice settings 
b. Colour: Sets the colour for the location so it can be easily identified within the 

calendar 
c. Services: each service that you wish to offer at this location needs to be switched on 

3. Set your default location – Go settings/Practice Details and set the default location 

 

Locations does not start working until there are 2 or more locations defined 

 

Update Staff 
 

Once you have more than 1 location defined then you will need to assign locations and services to 
staff. You will also need to define the times and locations that the staff member will be working. 

 

1. Go to staff and select the staff member you wish to edit. 
2. Click on services to define locations offering services. If there are 2 or more locations 

defined you will see the new location filter. 
a. Click on location filter for a service you wish to turn on.  

 

 



 
 

b. If you turn on locations for a service, then you will need to define the locations 
where that staff member will offer the service. You will need to define this for each 
service that the staff member offers. 

 

 

3. Finally, you will need to define the hours for each location for that staff member. To do this 
you will need to click on staff member and select set hours. 

a. Click on the hours for the day you wish to edit 
b. Turn on location filter and add locations and times 

i. Select location and click on the plus sign 
ii. Edit the work times for this location 

iii. This will need to be done for each day that this staff member offers services 

 

 

Setup of staff and location is now complete. 

 



 
Making an appointment 
 

You will make an appointment as per normal only now you will see an extra field (location) and this 
will be populated with the location defined as the default location. 

 

 

Change the location if you wish to see availability at the other location(s) for this staff member. 

Once appointment is made the entry will be added to the calendar. The colour at the end will 
identify the location or hovering over appointment will also identify the location. 

 

 

  



 
 
Booking Notifications 
 

Once locations have been setup all notifications will automatically include the location of the 
appointment.  Patients will also be able to check the location through the bot or through the patient 
app. 

All other notifications such as check-in, triage, reminders, payment links etc will all work as normal. 

 

Example Notification: 
 

 

 

Patient App example:  

 

 

 

  



 
 
Invoices and Receipts 
 

Invoices and receipts will also contain location of booking. 

 

Invoice example: 

 

  



 
 

Receipt example: 

 

 

 

  



 
 
Patient Experience 
 

Bot Example 
 

 

Patient App 
 

 


