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ABOUT THIS DOCUMENT

The Shortcuts Online Booking feature allows your 
clients to book appointments via your website, 
without you having to lift a finger. This provides 
a super-convenient way for your clients to make 
appointments, and opens your business to 
opportunities for new appointments around the 
clock.

Before your clients can start using this feature, 
you will need to configure your site settings. This 
allows you to enter location and contact details, 
and add a personlised description for each of your 
sites. You can also choose to display the product 
brands that are used.

This will provide your clients with all the 
information they need to know about the business 
when they are booking an appointment.
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CONFIGURING YOUR SITE SETTINGS
Your site settings allow you to customise information such as location details, contact details, and descriptions for each of your sites.

1
Log into your S.M.A.R.T. 
system console (https://
console.shortcutssoftware.
com). Then click on the 
site settings tile.

2
Select the site you wish to 
edit from the drop-down 
menu.

3
To upload a site logo 
from your computer, click 
choose file.

4
Select the image file.

5
Click open.

6
Click upload image.

7
Tick the active box to 
allow this site to receive 
online bookings.

8
Enter the site name. This 
will appear in BookME and 
mylocalsalon.

9
Enter a short description 
of this site. This will appear 
in mylocalsalon and the 
app.
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10
Write a full description of 
this site. This will appear in 
mylocalsalon and the app.

11
Enter the contact email 
address for this site.

12
Enter your booking email 
address. This is the email 
address that appointment 
requests will be sent 
to when your system is 
offline.

13
Enter a site code if 
applicable.

14
Enter the contact number 
for this site.

15
Enter a secondary contact 
number if applicable.

16
Enter the fax number for 
this site.

17
Enter the physical address 
for this site.
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18
Select the main retail 
brands used by this site. 
These will be displayed in 
mylocalsalon and the app. 
If the brand logos have 
been added, these will also 
be displayed.

19
Add any other retail 
brands you wish to display 
in mylocalsalon.

20
Click save.
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