Book2Act

Book2Act enables your contacts — clients, customers and vendors — to book appointments directly to your Act!
calendar from a website link.
This document explains:

1. How to Configure Book2Act

2. How Your Contacts Use Book2Act

1. How to Configure Book2Act

Setting up Book2Act is a simple process:
1. Connect to your Act! database.
2. Set up Book2Act defaults.
3. Share the link with your contacts.
Book2Act also allows you to manage your account subscriptions.
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Your Book2act subscription will expire on 12/30/2019
Please click the ‘Act! Web API Settings' button above to setup the web api connection to your Act database,

Once a database connection has been set up, click the 'Calendar Settings’ button to change the settings of your Act
calendar that will be displayed to your Contacts

1.1 Connect to Your Act! Database

1. Select the Act! Web API Settings tab, then enter the following information:
Act! Web API URL - Specify the web link to your Act!
database API. kx4 BoOK ACT

For your URL, contact your DB Administrator or, if Home Book2Act Settings  Account Manage]
you are using Act! Connect Link, follow the steps in B

this article: How to retrieve the Act! Web APl URL i e
when using Act! Connect Link Act! Web API URL:
Act! Database Name — Specify the name of your Act! hitpsy/s37.acthosting net/act web.api
database (for example, Act2018Demo). —Aoetene
Contact your DB Administrator for DB name. o
Act! Username — Enter your Act! username. —— | i

Act2018Demo

Act! Password — Enter the Act! password for the Act! Password:
username. — 7|
2. Click Save to save your settings. “Settings saved IR T e et s s s

successfully” will appear under the tab heading.
3. Click Test Connection to validate that you have entered the settings correctly. “Connected to Act!

Web API server successfully” will appear under the tab heading.



http://kb.act4work.com/index.php?solution_id=1066
http://kb.act4work.com/index.php?solution_id=1066

1.2 Set Up Your Book2Act Defaults

1. Selectthe tab.
2. Select to enter the general settings.
a) Enter the Public Profile Settings:

URL — This will be automatically generated by
Book2Act.

Full Name — Enter the name you want to be displayed
to your contacts when they are scheduling
activities. This does not have to be your actual —_|
name.

Primary Email Address — Enter your email address
that you want included in the schedule

invitations. -
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Calendar Settings

Home

Welcome marion@textworks.com! | Logout

b) Enter Misc. settings: vise
i) Closing Text — Enter a text message that you want Closing Text
to appear on the screen after a contact has —|
successfully booked an appointment with you e re e
using Book2Act. Company Logo o
ii) Company Logo — Select an image that you want ///
to display at the top of the Book2Act page your M ———
contacts use to book appointments with you. e
Do not be concerned if the logo appears to be
stretched or does not appear at all. y\
c) Select to save any changes you have made to the settings.
3. Select to set up the calendar:
a) Enter the Calendar Settings:
Start Time and End Time — specify the earliest and g S5 u
. endar Settings
latest time of the day that your cont can \
schedule an appointment with you K
Time Zone — use the dropdown to select the time
zone you want displayed for your calendar —————|
Activity Type — select all of the activity types that
your contacts can chooW
appointment with you
Date Format — use the dropdown to select the date—"|
format for the calendar invitations
Multiple Time Slots — select if you want to allow users to book multiple consecutive time slots
b) Select the Required Fields that your contacts must include when scheduling appointments with you.
c) Enter the Availability Settings: P
i) Select the days of the week on which your '
contacts can book appointments with you, — |, """
ii) Indicate if you want your contacts to be able to
book meetings on the current date (if not
checked, contacts may only book meetings for a
future date). o
d) Select to save any change you have made to the settings.




4. Select Appointment Settings to set up the appointment options:
a) Enter the Meeting Settings
(you may use the up and down arrows to increment or decrementthe values in the entry fields):
Meeting Duration — Enter the length in minutes of
the time slots on your calendar presented to your | fome  ActiebAriseges
contacts for booking appointments. \Calendar i
Buffer Time — Enter the number of minutes you will

eeeee r Settings Appointment Settings Blacklist Settings

unavailable before and after existing Meeting Settings

appointments (for example, if this is sm Mesting Duation (minutes) i :

half-hour meeting on your calendar will show you oS

as busy for an hour, including 15 minutes before, T lempmdcfhmmi“"wmm

30 minutes for the meeting, and 15 minutes g R T
Allowed Number of Months in Future — Enter the —| ;ce?wh?g“wij”;'

number of months beyond the current date that e

your contacts can book appointments with you w o .
Activity Alarm Enabled — Check if you want your — tessten
personal calendar to set an alarm whenever
someone books an appointment with you. s |
Alarm Duration — Enter the number of minutes T
before the appointment that Act! will display the pop-up alarm.
Location — Specify the default location for the appointment (for example, your office location)
b) Select Save to save any change you have made to the settings.
5. Enter the Blacklist Settings:

a) Add days on which your contacts can notbeok a
meeting (for example, national holidays or your
vacation days):

i) Click Add.
ii) Enter the date you want blacklisted (select the
down arrow to display a calendar to choose

Select Date
from). —
iii) Indicate if you want this date to be blacklisted TR « < January 2020
every year. I Sun Mon Tue Wed Thu Fr
iv) Click Add to add the date to the list or Cancel to L ; 9
exit the dialog without saving the date. e[l s e

9 20 21 22 23

b) Delete any unwanted blacklisted days:
i) Highlight the unwanted date.
ii) Click on Delete.
c) Click Save to save your calendar settings:

26 27 28 29 30 3




1.3 Share the Link with Your Contacts

1. Select Copy URL beside the URL link at the top of the
General Settings under the Book2Act Settings tab. This is

a link to your personalized Book2Act page that your
contacts can use to book appointments with you—— |
Send the URL to the contacts you want to be able to book

meetings with you. You can provide your contacts with

Act! Web API Settings Account Management

Calendar Settings

Home

Calendar Settings Appointment Settings Blacklist Settings

Public Profile Settings

URL: https://app.book2act.com/Schedule?ic

This URL can be provided to your Contacts
which they can use to schedule activities in

the How Your Contacts Use Book2Act information below.

your calendar.

You will receive an email notification whenever a contact books an appointment. The appointment will

appear on your Act! calendar and the relevant details will be recorded in the Act! database.

1.4 Manage Your Account Subscriptions

1.

Select the Account Management tab to manage your account subscriptions. The page displays:

e The date on which your Book2Act subscription will

expire.
The number of unassigne
available.
Informatiorm
including who purchased them, which user they are
assigned to, and the renewal date.

iptions you have

ACT

(¥ sook
Hom

Act! Web AP{ Settings alendar Settings

Subscriptions

Current Subscriptions

Purchased By Renewsl Date

You can un-assign any assigned subscriptions:

You can assign any unassigned subscriptions.——

2. How Your Contacts Use Book2Act

Your contacts can easily book an appointment on your calendar using the link you provide them.
When your contact goes to the link, the contact will be greeted by your company\|ogo and a listing of the time

slots available for the current week. Your contact can:
1. Select a different week to display.
2. Book an appointment for an available time in the
displayed week.

2.1 Select the Week to Display

To select a week other than the current week, do one of the
following:

Click the dropdown arrow in the Date field an
date, then click Refresh.
Click Previous Week
calendar.

To show the time slots in a different time zone, use the dropdown
arrow in the Time Zone field to select your preferred time zone,
then click Refresh.

The available time slots on the available days will be displayed.
The times will be in the time zone selected above.

° ext Week

cycle through the

i sookoact

X /{Q

& click on one of the following available time slots to sc

hedule a meeting with Marion

3072020
Wed - Thu - Fri- Sat - Sun -
15/01/2020 16/01/2020 17/01/2020 18/01/2020 19/01/2020
oo
O O O T T T
O O o B X X
O O 2o 2 2 T
T D D D e B X
O D o D R R T
B B0 B B B X X
e O O B B B T
O D B B B Bl KT
DN KN KN BN R T R
Dl O BT EErE KR KR EED
o [l v [l v o [l v v [l e
I B B Eo D DN DN
Ea B B B BT B BT




2.2 Book an Appointment

To book an appointment:
1.

Note: If you select

Select the date and time on which you wish your

appointment to begin by clicking on the appropriate

rectangle under Available Openings. Book2Act will

display a Confirmation page.

Enter your Contact Information:

Name — Enter the name you wish to appear on the
appointment.

[_J BOOKZACT

Confirmation

You have selected to schedule an appointment on Tuesday, 21/01/2020 from 10:15 AM
to 10:30 AM. Please enter your contact information below to confirm the appointment

Contact Information

Name:

Company — Enter the company you wish to appear on the
appointment.

>
_"
. . 1
Email — Enter your email address:
>

Phone — Enter the phone number at which you can be — |

contacted.

Enter the Appointment Information:

Appointment Type — Select the appointment type from
the dropdown list.

Description — Enter a short description of the reason for
the appointment.

Details — Enter more details about the appointment
request.

Compary

Priority — Select the priority of the appointment using th
dropdown list.

Select to add the appointment to
the Act! calendar. You will be presented with a page that
includes an ICS file so that you can easily add the
appointment to your own calendaring system.

, you will go back to step 1.

please call me at 555-7




