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1- Subscription

Subscription to the Appointment System is by Online Registration.
1.i Online Registration

Registration can be made on unispeck welbsitev.unispeck.conand the account

will be activated within 24 hours. Once the account is activated you will be provided
with a unique web address pointing to a dedicated filing system folder. The reason to
have a dedicated folder is that, each registration can have it's own colour scheme and
any customisation if required. Each registration will also enjoy a dedicatdzhdata
(soon) so that the data backup and recovery can be handled separately for each
registration. It will also facilitate any server transfer in future wiegnired.

All data and files are stored in unispeck server. You don’t need any web server or
application installation to run the appointment system. A monthly subscription fee is
payable, which will vary depending on the package selected.



2 - User Types and Permissions explained

The following types of users are supported:

1) Headquarters Administrator
2) Location Administrator

3) Scheduler

4) Viewer

Headquarters administrator is permitted to do the following:
5) Create New Location
6) Create New Service
7) Create New User
8) Create New Client
9) Schedule Appointment

Location Administrator represents a specific location and is permitted to do the
following:

a) Create New Service

b) Create New User

c) Create New Client

d) Schedule Appointment

Scheduler represents a specific location and is permitted to do the following:
a) Create New Client
b) Schedule Appointment

Viewer represents a specific location and is only permitted to view the appoistment



3-Using The System

The system works in two operation modesception desk moduleandClient
module. Client module doesn’t require a login where as reception desk module needs
login.

Your customer can go in to the client module even without registering in the system,
view available slots and make any appointment. Customers will be prompted to enter
the basic information while scheduling the appointment.

Returning customers can login to the system to view/amend existing appointments or
book a new appointment.

The reception desk module is the administrator part of the application. The details
displayed on this view are dependent on the type of user logged in. Administrator
mode will support creating/editing/deleting the following entities:

1) New Location

2) New User

3) New Service

4) New Client

5) New Appointment

In administrator screen you can upload your own style sheets, logos and email
templates.



4 - Administrator View

Any user other than a client can access Administrator view. Administrator mibde wi
support creating/editing/deleting the following entities:

1) New Location

2) New User

3) New Service

4) New Client

5) New Appointment
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You can also set up your website preferences and email templates. Upload your own
style sheets and images and get full control of the web page display stylds. Emai
templates will give you control over what to send to your customer on each event.



4.1 — Adding Locations:

Unispeckappointment systesupport one or more locations on each subscription
depending on the chosen package. HQ Administrator is permitted to
Create/Edit/Delete locations. Clicking on Locations button will list down #tiex)
locations. Choose a location to edit it or click on the link “New” to create a new

location.
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4.ii — Adding Users:

Unispeckappointment systesupports multiple users on each subscription depending
on the chosen package. HQ Administrator and Location Administrator are permitted
to Create/Edit/Delete users. Clicking on Users button will list down alliegiasers.
Choose a user to edit it or click on the link “New” to create a new user.

After successful creation each user will be notified by email, which includes log
details. So if an administrator is creating account for each employee in thee centr
he/she doesn’t have to contact each member individually to handover the login
detalils, it will be done automatically.

4.iii — Adding Services:



Unispeckappointment systesupports multiple services on each subscription
depending on the chosen package. HQ Administrator and Location Administrator are
permitted to Create/Edit/Delete services. Clicking on Services buttohstvdiown

all existing services. Choose a service to edit it or click on the link “New” &tecee

new service.



4.iv — Adding Clients:

If you are using the system on your reception desk you might need to create a new
client if a new member call for an appointment. HQ Administrator, Location
Administrator and Scheduler are permitted to Create/Edit/Delete cli@itking on
Clients button will list down all existing clients. Choose a client to edit itick on

the link “New” to create a new client.



4.v — Making Appointments:

Appointments page will display all appointments for the selected date range for the
selected therapist(s) and service(s). Any user other than viewer is petaitte
Create/Edit/Delete appointments. Appointments can be viewed for a singlegherapi
or more than one therapists. Similarly appointments can be filtered on the basis of
services as well. The time slot duration is depending on the slot duration set on the
location. Any existing appointments can be modified or the status can be changed.
Appointment status can be changed by a single click on the required status colour.

Each successful schedule will send email notification to the client and vendor, which
can be enabled or disabled.

A mouse over the slot will display the appointment details; alternativelyrljaki a
slot will open the appointment in another page with all details.



4.vi — Modifying Appointment:

To see details of a booked appointment mouse over the slot and it will display the
details, alternatively clicking on a slot will open the appointment in another pdge wit
all details. To modify an appointment click on it to open in edit page where you can
edit the details including the status.

4.vii — Reporting:

You can view the appoint history for a chosen date range. To view the history choose
a from and date and to date and click on Go button. All appointments for the chosen
date range will be displayed, to filter the appointment for a specific theralast the
therapist from the drop down list. Clicking on print icon will open the history page on
a printer friendly screen and do an automatic printing.



4.viii — Website settings:

You will get the control of colour scheme and inmgéthe webpages.
You can download a copy of existing style sheefdlifgat to your needs
and upload it back. Similarly logo for client pagsd admin page can be
uploaded separately.

4. ix — Email Templates:

System supports email templates one for each Wme.can design your
custom html and upload them. Five types of emadssapported.

4. X — Email Reminders:

Reminder notifications are set up in company pa@e. can select to
send the notification certain days before the appaent or choose not to
send at all. Email reminder supports template engail



5 - Client View

Client page doesn’t require registration or login. Any customer can visit the gadjes
view appointments. Customers will be prompted to enter basic information while
scheduling an appointment.

Returning customers can login to the system so that they can view their existing

appointment, cancel them if needed. All the appointments booked on client page can
be viewed on reception desk.

5.1 — Choosing a date:

Click on a date on the calendar to choose a date. If no date was selected today’s slots
will be displayed.

5.ii — Selecting a service:

All available services will be displayed in the order. Clicking on a servicalisplay
a brief description underneath, the appoint slots will be displayed on the right hand



side. All allocated slots will be marked with a cross image and disabled forrfurthe
scheduling.

5.iii — Registering new client:

New customers can register to the system by clicking on register link.sifteessful
registration customer will be notified by email, which will include login eraddress

and password. User asked to use those details to login to the system. An email will be
sent to the vendor as well.

5. iv — Making appointment:

Click on a date on the calendar to choose a date then select a service. All
appointments for the chosen date will be displayed under each therapist registered for
the chosen service. Select any free appointment slot and click on confirm button to
confirm the appointment.

6. Getting Help

While you are on administrator page click on ‘Help’ button to access the online help.
Alternatively you can check the FAQ available on Unispeck support site. For more
help please contact our helpdesk at: helpdesk@unispeck.com



