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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.

Your company settings allow you to add general 
information about your business and select the 
look and feel for your Online Booking page.

Within your company settings, you can customise 
the text that clients will see on your Online 
Booking page, and in their booking confirmation 
emails. The information within your company 
settings will be applied globally to all of your sites.
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CONFIGURING YOUR COMPANY SETTINGS
The company settings page is where you can set up your company details. These details will be used at each of your sites.

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

2
To upload your company 
logo from your computer, 
click choose file.

3
Select the image file.

4
Click open.

5
Click upload image.

6
Enter your company name.

7
If you want your display 
name to be different to 
your company name, enter 
your desired display name.

8
Select your desired 
theme. This will affect 
the look and feel of your 
application.

9
Enter your desired URL. 
This is the address clients 
will visit to make an online 
booking.
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10
If you have Google 
Analytics and AdWords 
linked to your website, 
enter the domain name, 
tracking number and 
conversion code.

11
Tick this box if you wish to 
restrict client searches to 
only the selected site for 
Self Check-in.

12
Select your preferred 
default language.

13
If you want your BookME 
page to support multiple 
languages, click add 
language and select the 
desired language.

14
Tick ‘enable offline alerts’ 
to receive an email alert 
when a site has been 
offline for the specified 
time period.

15
Select the time period 
after which you wish to 
receive an offline alert.

16
Click save.
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SETTING UP GLOBAL PAGE CONTENT
In the ‘BookME global page content’ section, you can customise the text that appears on your Online Booking website by adding or editing the text in each field. Most text 
fields will be pre-filled with default text. The text in these fields will be displayed for all sites unless you customise a site’s ‘BookME site page content’ in your BookME settings.

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

A
If you have enabled 
multiple languages, you 
can select the language 
you wish to edit from the 
drop-down menu.

2
Enter your ‘site selection 
text’. This text will prompt 
the client to select a site 
from your list of sites.

3
Enter your ‘confirmation 
email heading’. This text 
will appear at the top of 
the confirmation email 
(not in the subject line) 
that your clients receive 
after they make an online 
booking.

4
Enter your ‘confirmation 
email body’. This text will 
appear in the body of the 
confirmation email clients 
receive after making an 
online booking.

B
Any text in {brackets} 
will be auto-filled with the 
business’ or client’s details.
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5
Enter your ‘confirmation 
email salutation’. This 
message appears at 
the bottom of the 
appointment confirmation 
email.

6
Enter your ‘terms and 
conditions text’. These are 
the terms and conditions 
your clients agree to 
accept by making an 
online booking.

7
Enter your ‘service 
selection text’. This text 
instructs your clients on 
how to select a service 
and employee.

8
Enter your ‘timeslot 
selection text’. This text 
tells your clients how to 
select the days and times 
when they are available for 
an appointment.

9
Enter your ‘start time 
selection text’. This text 
will prompt your clients to 
look at the available start 
times and choose a time 
that best suits them.
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10
Enter your ‘booking 
confirmation text’. This 
text will appear on the 
appointment confirmation 
page for the client to 
check the appointment 
details before they confirm 
the appointment.

11
Enter your ‘appointment 
history text’. If the client 
has previously made 
an online booking, they 
can select from their 
appointment history. 
This text will prompt the 
client to select a previous 
appointment to rebook.

12
If you allow email booking 
requests, enter your 
‘manual request text’. This 
message will appear if 
there are no appointments 
available to match the 
client’s selection, asking 
them to email a booking 
request.

13
Click save.
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