GOBOOSTIFY - CALENDER SETUP GUIDELINE

Add Yourself As A Team Member

Even if you're working solo, adding yourself as a team member ensures everything runs smoothly.
Think of it as giving yourself VIP access to your own scheduling system.

1. Navigate to Settings > My Staff.
2. Click Add User.
3. Add yourself and save the details.

Next, you can set specific permissions for yourself or additional team members, streamlining your
workflow.

Setup Automated Reminders

Automated reminders mean fewer missed appointments and happier clients. They’re like your
calendar gently tapping clients on the shoulder to remind them you're meeting soon.

1. Navigate to Automation.

2. Click Create Workflow and select Recipe.
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3. Choose the recipe Appointment Confirmation + Reminder.
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Recipe - Appointment Booking

Detect intent on customer reply to send them booking
link or create a manual SMS to help them make a
decision

Select >

Recipe - Auto Missed Call Text-Back

If you miss a call from a lead, reply to them
automatically and notify the assigned user to get back
ASAP.

Select >
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Recipe - Appointment Confirmation +
Reminder

Appointment confirmation and follow up reminder.

Select >

4. Edit the Confirmation Email action.
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Recipe - GMB Business Message
Notify users & auto-respond to Google Business
Messaging channel

Select >

Recipe: No-Show Nurture
Recover no-shows with this simple but powerful
automation!

Select >

Recipe - List Reactivation

An incredible way to generate leads for any business
with a list. Requires no ad spend and Al filters positive
responses!

Select >
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Recipe - FB Messenger

When an inbound FB message is waiting, reply &
remove pending tag or we will prompt the lead to share
phone number in 30 mins.

Select >

Recipe - Birthday Template

A workflow to do Birthday promotions

Select >

5. Update your meeting link (Zoom, Google Meet, etc.) and click Save Action.
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6. Review all actions.
7. Click Publish.

8. Click Save.
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Next, consider customizing your reminders with personalized messages to build stronger client
relationships.

GO BOOSTIFY
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