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Schedules	–	Overview	
	
	
	
	
	
	
	
	
	

Schedules	are	where	you’ll	add	and	manage	your	
availability.	While	each	organization	varies	in	
their	standards,	we	recommend	each	assister	
have	one	schedule	per	location	that	they’ll	be	
doing	enrollment	at.	
	
You	can	access	the	Schedules	page	by	clicking	on	
“Schedules”	under	the	Scheduling	tab.	

Each	Schedule	is	listed	in	the	table	by	its	name,	Organization,	Location	and	
Assister	

Each	Schedule	has	it’s	own	
calendar	page,	sessions	page,	and	
can	be	edited	or	deactivated	from	
the	main	page	

Click	the	green	“Add	Schedule”	button	
to	add	a	new	schedule	
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Schedules	–	Create	a	New	Schedule	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

When	adding	a	Schedule,	there	are	
three	key	settings:	

- A	descriptive	title	(optional)	
that	makes	it	easier	to	
identify	

- The	Location	where	the	
schedule	is	at	

- The	assister	assigned	to	this	
schedule	

Hides	available	appointments	
from	the	widget	a	set	interval	
before	the	appointment	–	
you’ll	still	be	able	to	book	each	
occurrence	from	the	admin	
side	–	can	be	set	to	any	length	
between	0	minutes	and	a	
week,	with	90	minutes	as	the	
default	

Click	the	green	“Create	Schedule”	button	to	
save	your	work	and	begin	adding	sessions,	or	
click	the	blue	“Save	&	Continue	Editing”	
button	to	continue	modifying	your	schedule	

Before	saving	your	work,	you	can	also	add	
addition	languages	to	additional	languages	
that	are	being	offered	as	part	of	this	schedule	
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Schedules	–	Managing	Sessions	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

From	each	Schedule’s	page,	you	have	the	option	to	manage	all	the	sessions	that	have	been	added.	The	sessions	are	displayed	in	a	table	with	the	
days	of	the	weeks	highlighted	for	each	session,	as	well	as	information	about	the	start	date,	end	date,	start	time,	end	time,	length	of	
appointments	and	the	break	between	appointments:	

You	can	edit	or	delete	each	session	
by	clicking	the	relevant	button.	

When	editing	a	session,	you’ll	see	a	similar	table	at	the	top	of	the	
page	with	a	faded	green	“UPDATING”	icon	to	remind	you	which	
session	you’re	updating	and	to	change	between	sessions	with	
ease.	
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Schedules	–	Adding	Sessions	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

Sessions	are	the	rules	that	tell	the	Connector	when	the	assister	
will	be	available.	Sessions	should	be	as	broad	as	possible,	but	you	
can	create	as	many	as	possible	to	refine	your	schedule	to	match	
your	availability.		

- A	title	
- An	optional	description	
- The	days	that	the	session	

is	active	
- A	Start	Date	
- A	Start	Time	

	

- The	length	of	each	
appointment	(in	minutes)	

- An	End	Date	(optional)	
- An	End	Time	
- Break	between	

appointments	(in	
minutes)	

Click	the	green	“Create	Schedule”	button	to	
save	your	work,	or	click	the	blue	“Save	&	
Continue	Editing”	button	to	continue	
modifying	your	sessions	
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Schedules	–	Deleting	Sessions	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

You	can	easily	edit	any	session	without	an	appointment	booked	for	it.	However,	once	an	appointment	is	booked,	if	you	need	to	change	a	session	
you’ll	need	to	delete	it.	Deleting	sessions	can	also	be	useful	when	your	schedule	changes	or	when	your	priority	shifts	to	other	locations.	

To	delete	a	session,	click	the	yellow	
“DELETE”	button

You’ll	then	get	a	confirmation	screen,	explaining	
that	if	you	add	a	new	session	with	similar	times	in	
the	future,	you	could	end	up	with	duplicate	
appointment	slots		

Then	click	the	red	“Really	Delete”	to	
permanently	delete	your	session.		
	

Click	“I’m	sure,	continue”	once	you’ve	
read	the	warning	message	

	


