













Customising the Simplybook Booking Platform
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[bookmark: _Toc57589204]Definition and Purpose
This booklet sets out the operational processes for customising your Simplybook account, which will be visible on the booking page, and will customise the experience your users receive.  
Should you not be able to find the support you require within this document, please contact the jbs.enquiries@miaa.nhs.uk mailbox, where one of the team will be able to assist.
[bookmark: _Toc57589205]Email Notifications
[bookmark: _Toc57589206]Customising email notification 
The default setting for email notifications, is for Booking Confirmations, Cancellation Notifications and Reminders.  Due to the number of updates a booking undergoes as part of the system update, the ‘Change Notification’ email is not activated.
The email works using a mail merge function. 
[bookmark: _GoBack]For users with Admin access.
Open your Simplybook account from the admin interface (using a website link).
Click ‘Settings’, then ‘Email and SMS settings’
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To amend the time setting for the reminder (default is 24 hours) 
To amend the content, click ‘Edit Template’
Update the content, and then ‘Save system settings’
[bookmark: _Toc57589207]Company Hours
[bookmark: _Toc57589208]Opening Hours
For users with Admin access.
Open your Simplybook account from the admin interface (using a website link).
Select ‘Time Settings’ from the sidebar menu, and the ‘Company Opening Hours’
Make the required changes to the schedule, ensure that no current bookings will be impacted by the change. 
Amendments are saved automatically.
[bookmark: _Toc57589209]Setting Special Calendars
For users with Admin access.
Open your Simplybook account from the admin interface (using a website link).
Select ‘Time Settings’ from the sidebar menu, and the ‘Company Opening Hours’, and then ‘Special Days Schedule’
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Select the date on the calendar and pop-up will appear to allow you to make changes
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When you have finished editing, click ‘Done’
The date amended now appears highlighted yellow on the calendar.
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Schedule for the week Special days schedule

Configure your year schedule here. Just click on a date to set the times. If you need to set the same schedule for several dates at once please use "Enable group selection" option.
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