
WHO BOOKED, UNBOOKED AND/OR RESCHEDULED AN APPOINTMENT:

  
1) In order to check who booked, unbooked or rescheduled an appointment you will 

first need to setup your passwords for operators that do bookings, giving each 
their own password (see training video for Passwords). 

2) Once this is done you can check who has performed these actions by going to 
Utilities, then Appointment Inquiry.  

    

3) In the Appointment Inquiry window you can search for appointments by 
Estheticians and services (in this case all for both) fig.1, or you can search for 
appointments restricted by Date range, fig. 2. The date that appears to the left of 
the appointment information is the date that the appointment was booked for, not 
when the appointment was booked.        



  
Figure 1. 

   

Figure 2. 

  



4) Left click on one of the appointments, and the appointment information window will 
appear. Look to the bottom field in this window, to view who booked the appointment. 
The number in this field refers to the esthetician number. Along with the esthetician ID (or 
name). The time stamp will even tell you when this action was performed.  
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