How to Add or Edit a Service

1. Select'Add Product or Service' button at the top of the table.

2.§Select 'service' from the 'product or service' drop-down at the very top of the form.
3.JEnter the 'name’ of the service.

.JEnter the service 'abbreviation' - this is what appears on the appointment to indicate
the service type and can be up to 12 characters long.

.JEnter the 'Appointment length (hh:mm)', making sure to follow the appropriate format
(hh:mm). For example, if the appointment is an hour and a half long, you would enter
01:30.

.§Select yes or no from the drop-down to 'Create Zoom meeting by default'. To use this
setting, you must have your Zoom account connected to Wylie, and the employee
available to book this appointment must have a Zoom account connected to their

employee account. Click this link to learn how to set up the Zoom integration.

.findicate if this service can be booked online by the client (either on your website or
the portal/app) by selecting yes or no to 'Show in eBooking System?' drop-down

.JOnline booking specific setting: If the service has different availability from typical
business hours and staff hours, select 'edit service hours' to enter the specific
availability.

9.10nline booking specific setting: From the drop-down 'Booking: Require payment
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in advance', choose whether the client will need to add card on file, a deposit, or full
payment when booking online.

.JOnline booking specific setting: The 'eBooking: Viewable by..." drop down
indicates if the service should be viewable by current ‘customers only', 'non
customers/leads only’, or both 'customers or leads'. Typically, you should choose
‘customers or leads'.

.JOnline booking specific setting: 'eBooking: Show a time slot every... (minutes)’
indicates whether the service will be bookable on the hour, half hour, etc..

.JOnline booking specific setting: eBooking: Allow user to choose a specific
employee? This is where you will indicate if this service is bookable with certain
employees and if the client will have the option to choose the employee. If this is the
case, choose ' yes, with no preference option'.

.JOnline booking specific setting: 'eBooking: How to handle unassigned
appointment?' choose if the appointment booked should be left unassigned This
means, if no employee chosen at the time of booking admin will need to assign it to
an emplyoee later. 'assign to available employee with fewest appointments' and
‘assign to available emplyee randomly' will assign the appointment atomatically.

.JOnline booking specific setting: Select 'add employee' and choose from the drop-
down to indicate which employee can perform this service.

eBooking: Which employees can be chosen or assigned*® Add Employee

W

15.§Online booking specific setting: Choose "add resource and choose the
appropriate resource from the drop-down. This will ensure a service is not double-
booked when it requires a limited resource. Click here to learn how to add additional
resources in Wylie.



eBooking: Which resources are required to perform this service?
Mote: Only 1 resource of each type can be booked, but multiple resources of each type can be specified.

For example: If the service can be performed in 3 different rooms using 2 different sets of equipment, then
all 3 rooms and both sets of equipment should be listed here. The e-booking system will ensure that at least
1 of the listed rooms and 1 of the listed sets of equipment is available when proposing appointment times,

Add Resource

and it will choose only 1 room and 1 set of equipment when creating the appointment.

00se an existing document template to
is booked and adjust the desired timing. (E.g., Consultation form)

Documents to send when booking 9

Search for a template
Choose a template to use

Template

None

oose an emall template to be sent automatically when the service 1S
adjust the desired timing. (E.g. pre and post care instructions or welcome email)

Emails to send when booking

Search for an email template
Choose an email template to use

Email Template

None

18.f>¢elec applicaple table coaes. CliC ere 1o learn now 10 add tax codes.

19.JChoose a category. Click here to learn how to add a category.

20.JSelect the 'generate your own UPC code' button.

Generate Your Own UPC Code



21.JEnter the price of the service (this will appear when the client is booking online).

22.§Select 'save' in the bottom right of the form.

Online URL.: https://help.wyliebiz.com/article.php?id=74
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