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Help Guide 

The following Help Guide is designed to assist you in maximizing your experience with 

Scheduly. For additional assistance, please contact us at: support@scheduly.com 

In the Help Guide, you will find answers to the following questions: 

1. OK, I signed up ï whatôs next? 

2. How do I setup my business services? 

3. How do I add my business logo and Google map?  

4. How do I invite my clients to book appointments? 

5. Does Scheduly send a confirmation email? 

6. Does Scheduly send a reminder email? 

7. How do I sync my Calendar with Scheduly? 

You can find our full features list on http://www.scheduly.com/features.aspx 

 

 

We recommend that you follow the steps on the welcome page; this will assist you in 

customizing your account and maximizing your benefits with Scheduly. 

After a step is completed, we automatically update it with strikethrough text, and comment 

ñdoneò next to it. 

You can also share Scheduly with your clients by clicking the Facebook ñlikeò button on the 

Scheduly website. 

 

OK, I signed up ï Whatôs next? 

 

mailto:support@scheduly.com
http://www.scheduly.com/features.aspx
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The business services are managed from the services tab: 

1. Go to the Services tab in order open a new service and set your service work hours. 

 

2. Click on ñPublish your first service,ò and enter the service details. 

 

3. Click on ñSave General Details,ò and then scroll down to set your service working 

hours. 

 

How do I setup  my business services?  
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Next, after youôve saved the general details regarding your services,you can go ahead and edit 

the service work hours. 

¶ You can set recurring work hours that will repeat each week. 

¶ Or, you can set dynamic work hours for aspecific date that will apply only for that date. 

Note:If you set recurring work hours ANDadd a dynamic slot, the dynamic slot will override the 

recurring work hours for that specific date. 

Setting Recurring Work Hours 

1. Click on ñEdit the service weekly agendaò and click on the hours. 

 

2. Click ñSave.ò Remember, you can update your hours at any stage later on. 
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3. Close the work hours editor. 

 
4. And it should appear as it is displayed here: 

 

Setting Dynamic Work Hours 
 
You can also open dynamic time slots for scheduling, based on specific hours on a certain 

date per service. 

Choose the date and the work hours; itôs that simple! (Use date format mm/dd/yyyy) 

Note: On dates that you have a recurring agenda, the dynamic slots will replace them. 
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Now you can scroll back up (still under the service tab), and click on the ñviewò link in order to 

see your own personal Scheduly business page (just like you have your own page on Facebook 

or LinkedIn). You may delete the service at any time. 

 

 
 

1. Press on the Settings link on the upper right corner of the screen. 

 

 
 
 
 
 
 
 
 

How do I add my b usiness logo and Google map?  
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2. Under the setting screen click on the photo link and upload your photo 

 
 

3. On the setting screen, click on the map link and insert your address or zip code. 
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The service ID is the link to your Scheduly page that you can send to your clients in order to 

allow them to schedule an appointment. For example: 

http://scheduly.com/pages/c/businessPage.aspx?sID=2068  

You can copy the page address and send it to your clients, or click on "email to your clients 

directly from here" in the service tab: 

How do I invite my clients to book appointments ? 
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For every new appointment, a confirmation email is sent to the customer. Along with the 

confirmation email, we send a voucher (just like booking a flight or hotel online). 

Voucher example:

 

 

Does Scheduly send a confirmation email?  

?  


