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- Open Appointment To Edit

Hello, today I'm going to show you how to edit an appointment in Salon Manager. First, we need
to find the appointment in the diary that we wish to edit and double-click it.
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-Access Edit Booking Menu

This will open a menu, we then need to go to the left hand side and click the edit booking button.

& Fran Jones
¥, 07994455664
Tikki098@me.com

Arrive client

Mark as no-show

Edit booking

Reschedule

Move

Resize

Remove

Repeat booking

Skintests  Loyalty points  Client notes

% ¥ E»
Booking for 21 May, 2026
Ladies Cut with Shelby

Deposit paid
Total to Pay

Booking Memo

Booked by Fran Jones on 7 May, 2026 a1 13:56
Last visted on 20 May, 2026 (0 weeks ago)

x
Marketing preferences

vV XXvVYvY

Take deposit

Book new appointment

View client record

Client notes

Client alerts

Send SMS




03 View All Service Options

This will bring us to the appointment builder. We will be in the clients suggested services by default.
We can click Or view all services to see the full list.
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04 Change Service And Save

As you can see, we have a ladies cut booked in. We want to change this service. I select the service
I wish to replace it with, and that will cross out the previous service and put in the new one. Once
we're happy with the changes we've made here, we click save booking, and that will update the
appointment in the diary.
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