Saving Block Styles and
Using Them

You can save any existing block to be used again on any other day or location. This includes the
label or title, the practitioner, start and end times and all coffee breaks.

To Save a Block for Later Use

® Find a block in your schedule
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Click the [+] sign in the block header on the right. L. =8
® Give your block a unique and descriptive name (max 80 characters)
® Click Save

To Use a Saved Block

® Go to the day and location where you want to create the block.

* Click the [+] at the top right of the day header oY +1

® Select "> From Saved Block Styles" to open the selection form.
> Create New Block is opened by default.

® Choose the block style you want to insert

® Click "Add Saved Block"
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Add A Block to Wednesday, June 24th 2020

Location: Manchester

> From Saved Block Styles

v Create A New Block

Slot Increment

(@) 10 20 30
Start Time (24 hour format) End Time
08:00 14:00
Practitioner Label
Andy Wegman . acupuncture

Add Block

To View Your Saved Blocks

Under the Appointments tab on the left-hand side of the page, click Saved Blocks. This will bring
up a list of your saved blocks. From here, you can change the title of a saved block or delete a
saved block.
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Edit and delete saved blocks

Saved Blocks

Alexa Morning

Joe AM

Fairy Dust

Alexa 11-4

Sunshine Acupuncture

To Delete a Saved Block

From your Saved Blocks page, click on the name of the block you want to delete. The details of the

saved block will appear to the right. Click Delete to delete the saved block.
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Saved Blocks

Edit and delete saved blocks

Saved Blocks

Alexa Morning
Joe AM
Fairy Dust

Alexa 11-4

Updated Thu, May 6, 2021 3:08 PM by

Details

Title

Fairy Dust

Name
Practitioner
Start

End

Slottime
Coffee Break
Coffee Break

Coffee Break

Magic

Fairy Godmother
1:00 pm

9:00 pm

10 mins

2:00 pm for 20 mins
3:40 pm for 10 mins

5:30 pm for 30 mins

Thu May, 6 10:03am
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