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Go to appointment-
plus.com


https://account.appointment-plus.com/ap/ap_admin_v2/login.php
https://account.appointment-plus.com/ap/ap_admin_v2/login.php

How to schedule A bookimenkiiu

A i t t Simplifying Scheduling for Non-Profits

?Appointments‘ Clients Reports Sites Services Events Lists Pages/Text Layout

View Schedule For:
_ : EE—
> CIIC k On the Slte you Want glrlosai::risew Learning Center a
to schedule in the drop- G oty @ Ee e § B
. City Hall ‘ -
dowanyisi Cort compus || 300
g:lv;.icgounty Library F 4:30pm
o SCCAP : .00m
> Next, clickthe date you o= e
want or start clicking I
ol ol sl el ] e 6:307
through the next dates the 00 4 5013

| | ' 27][ 28] 28] 30| 1] 1] d
site will be open to find the ElE e e i
first available slot. Av%

= Client Search
= Appointment Report \
= View Waiting List (0) |

» 0/3 means all three
appointments are open.

> Ifthe day isall gray, the site
Isclosed that day.



NOTE: Quick Rese

> _Clickin_g on the “lightning bolt”

IC ICkbeIOCk Oﬂ: the Broadview | earming Center
nt dotat once. 2:00em
3200 pm
A 4:00 pm
> (Fthe ste was shorton volunteers o
and you didn’t want to schedule 5:00P™ | 5:00pm - 5:30pmReserved %
anything more for a certain day 5:30m

6:00 pm

thiscould be used.)

6:30 pm

7200 pm
e d £:00 pm




How to Create an
Appointment

Broadview Leaming Center

| Add Appointrment/Reserve Time

+ £ 0/3




Type the client’s name inthe
Client Search box

» Theirinformation will populate if
they have been a client inthe
past.

» Confimthe phone numberand
email address are still accurate

» [nothing comes up inthe
search box, entertheir
information manually.




Email
addresses

» Emaill addresses are
not required but are
highly encouraged.

» Theywillbe senttwo
reminder emails with
Information about what
theyneed to bring to
their appointment.




]
c I I e n t Are you married filing jointly? =

yes no

-
Questions
yes no

Do you have dependents? (Put # of dependents in notes section) *
T

yes no
Are you (or your spouse) self-employed? =

yes no

ch of these questions in

tsin the Notessection.

tor estimate how long it will take

rto enterthe information for five
ith just two.)




Create Appointment Create Reserve Ti

-
co nfl rm o =

ntment Informatiol

&

details

READ TO CLIENT BEFORE FINALIZING:
‘You must bring the following to your appointment:
~Your (; 's) valid picture ID

» Read the information on this screento
the client to make sure thisis what they
want (and they write it down!)

> *VERY IMPORTANT*
Read the Special instructions to the
Client box.

» Feverything looks okay, click the next
button at the bottom right side of the
screen.




Finalize
Appointment

» —
¢ Site Administration - Google Chrome -

@ account.appointment-plus.com/a

p_admin

mp_type_i vp_appt_date=2
Create Appointment me I
. Test Customer I
& Client B Appointment ) Finalize M1 I
am

Finalize Appointment

Thursday, February 6, 2020 eb |

» Click the blue "Finalize 06

Location
United Way of Monroe County

A ppo intment" button on the s vttt et e

Scheduled
Created By
b O tto I I | ng ht Broadview Learning Center
.

Notifications

¢ Send appointment email to client

(Back Finalize Appointment




» You wil see a green

banner across the
top that says
“Appointment was
suc cessfully created”

» Atthe bottom you will

have options to cancel
or edit the appointment
In case the client

needsto change
something.

Click the red X at the
top rightto go back to
the home dashboard.

Vg

Client Information

Edit Details Profile

First Name
Test

Last Name
Customer

Best Contact Number
11111

Email =
amy@monroeunitedway.org

Are you married filing jointly?
yes

Are you a student?
no

Do you have ? (Put # of

notes section)
yes

Are you (or your spouse) self-employed?
yes

Client Notes (internal only) £

12/10/2019
3 dependents

12/10/2019
2 dependents

View all notes

® Print

@ account.appointment-plus.com/ap/ap_admin_v2,

WL @ orommeniresveensccessom coares |}

/make_appointment_confirmation.php?apptld=1723851&action=finalizeappt

Appointment Information

Thursday, January 30, 2020 __Jan
5:00pm - 6:00pm US/Eastern 30

Appointment Details
United Way of Monroe County

Site Service
Broadview Learning Center Free Tax Appointment

Status Information

tat -
Statty Created By: Amy on 12/17/2019 at 4:42pm
Scheduled ¥ ~ Last Updated By: Amy on 12/17/2019 at 4:42pm
Notes

Cancel Appointment | [SENSTIIEE




Canceling
Appointments




Cancel or
Change

Click on the name of the
person that needs to
cancelokehange their
appointment

Theirappointmentwill open
up, at the bottom you can
select cancel or edit

Cancel and close out the
window.

Toedititwillopen up the
appointmentand you
can change the date,
time, etc., and then finish
as you do with any
appointment.

{0} Broadview Leaming Ce
2:00 pm
3:00 pm
4:00 pm
4:30 pm
5:00 pm

+ (@ resicisone)
5:30 pm

6:00P™ 4+ # 0/3
6230 pm

T:00P™ 4 # 0/3

%
=
3

lient

30

otes section)




View open slots
at other sites Abpolnii

Appointments | Clients Report:

View Schedule For:

All Sites v

Search by
» You may view openings and refer
clientsto call the site directly t oo

make an appointment. v e

» Click on the Appointmentstab on
the top left menu, then you can
select a specific site or view all
sites.

(el =[] e][so][ ]
EE(ED

» You must select a day on the
calendar to view open
appointments.




To view
all sites

» Makesurethe.gray bar
above the
appointment sots
shows “10 of 10 sttes
selected” inorder to
view all the sites at
once.

fit does not say this,

click the drop-down
menu, click on “All”

and thenGo

M4 bW |perpage| 10 of 10 sites selected N

“

4 . | [10 ¥ |per page| [10 of 10 sites seleciogm

|. Search I:\« All)x MNone
h g

¥/ Broadview Learning Cen...

{5k Broadview Leaming Cen

[+ Brown County Library

¥ Chinese Student Site

¥ City Hall

¥ CityHall- consultations

¥ Ellettsville Tax Site

¥ Ivy Tech



\E Step 1

appointments for Search for Appointments
client
» Some people may make Step 2

multiple appointments at Search for Appointments

different.stes:

» 10 check to see if a.client
already has an appointment
somewhere else:

» Click the bar that says

Client Fields
[#I First Name

Search By Step 3
» Click on Arstname and Last _—
name, | Search for Appointments |

» Thentype etitherthe firstor the last
name into the search field nextto
the Go button and click Go.




Appointment
Search Resulits

Appointment Search Results

Showing 1to 1 of 1 entries Previous 1 Next
Location Client Date First Name Last Name
View | United Way of Monroe County Test Customer February 6, 2020 5:00pm EST Test Customer

Showing 1to 1 of 1 entries Previous 1 Next

ppear like this, you can click tf
nointmentboxand see more deta
ppointment.




Contact informati
for other sites

https://www.unitedwaysci.org/freetaxes-sites

information is listed on this si
er. Bookmark this page
y of the Free Tax Se



https://www.unitedwaysci.org/freetaxes-sites​
mailto:catherine@monroeunitedway.org
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