Alert for Soft Appointments that are One

not confirmed One Network Enterprises™

Introduction

This document provides a quick guide on how to create an alert for Soft Appointments that need to be
confirmed in ONE Network.

Setup Alert for Soft Appointments

1. Log in to the ONE system.

The NEO dashboard screen displays. Different users may have different dashboards as
well as their own customized dashboards.

2. Navigate to Menu/Favs = Tools

Alerts
¥ Favorites »
. i= Frequently Visited >
Chats
B Quick Links b
Switeh Transportation >
Scheduling »
Financials >
Reports >
Administration »
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3. Navigate to Tools = Alert Subscriptions

Alerts Inbox
[

Alerts Subscriptions

4. Select Alert Subscriptions
Alert subscription page will open

5. Click on the New Subscriptions button as seen below.

My Subscriptions Search

Q Filters (edit): None

Search

ﬂ. @ | subscription Name Alert Type Subscription Type Partner Types Priority System Del

Home

A

Problems

A

Alerts

No Data

Chats

Aenus/Favs

»

6. Setthe desired hours for the alert filters as shown below.

one New Subscription

Alert Information
Search
© * subscription Name:

* Category: | Reservation -

NEO Dashboard Category Name:

T
i
H

* Allert Type: Soft Appoitment Not Confirmed v
pusian: |
A O When Pubisned, tner uses n your nerprise can o 1 SUOKBHON 1 eceive et
Problems Activer
Priorey: v
Alerts Alert Type
* Subseriptlon Type: Regular Subscription v

Delivery: 3 System Defvery

Chats
My email address

[J other email addresses

a

Alert Digest Dellvery Schedule: Q
— Custam Emall Template: Q
MlenusiFavs
Alert Filters
* Alert for Soft Appts that are going to expire n next: Haurts)
* Escalated slert for Soft Appts that are going to expire In next: Hourts)
Appolnment Type: v
st Q

Create Subscription

7. Click on create subscription.
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