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Appointment Book User Guide 

 

 
 

Installing a Plugin 

To install a plugin, go to Plugins >> Add New 

 

Upload plugin 

Click Upload Plugin 

 

Choose Upload File 

1. Click Choose File 

2. Locate the zipped file of the plugin you'd like to install 

3. Click Open 



 

Install The Plugin 

Click Install Now 

 

Activate The Plugin 

After successfully unpacking and installing the plugin, click Activate 
Plugin. 

 



Appointment Book Settings 

After activating the plugin, you will find an Appointment Book Settings 
menu on the left side. 

Click on Appointment Book Settings to display all of your options. 

 

Appointment Book Settings - General Settings 

On the General Settings tab you will find the following settings that 

must be completed: 

1.  Currency: Define the currency. Use the Click Here link for 

supported currency and the codes. 

2.  Currency Symbol: Enter the currency symbol. 

3.  Minimum Booking Day: Enter minimum number of days required 
prior to appointment day. 

4.  Maximum Advanced Booking: Enter maximum number of days 
required prior to appointment day. 

5.  Check to Allow Anonymous Booking: Check this box to allow 
users to book without registering first. NOTE: If you leave this 

unchecked, it is important that you notify visitors that they will be 
required to create an account before scheduling an appointment. 

6.  Checkout Page ID: Enter the Page id where you put the checkout 

page shortcode. The checkout shortcode to add to a page is: [pm-
appointment-book-review-page]. 

7.  Thank You Page ID: Enter the Page id where you put the thank 
you page shortcode. The thank you shortcode to add to a page is: 

[pm-appointment-book-thank-you-page]. 

8.  User Bookings Page ID: Enter the Page id where you put the 

user booking page shortcode. The bookings shortcode to add to a page 



is: [pm-appointment-book-user-bookings]. This page will display all of 

the appointments for the logged in user. 

9.  Click Save Changes when complete. 

 

Appointment Book Settings - Holidays 

You will find the following settings under the Holidays tab: 

1.  Enter Holidays: Click on the blank field next to add to bring up 

the calendar. Select the day(s) you would like to add as a holiday and 
click Add. Continue selecting holidays as necessary. 

2.  Holidays: You will see the holidays you entered in the above step 
listed here in a comma separated list. You can also add or remove 

from the list here. 



3.  Click Save Changes when complete. 

 

Appointment Book Settings - Mail 

You will find the following settings under the Mail tab: 

1.  Mail "from" name: Enter the "from" name as it should appear in 

the emails. 

2.  Mail "from" email: Enter the "from" email address. 

3.  Mail "to" Email: Enter the "to" email where you want to send 

booking notifications. 

4.  Admin Mail Subject:  Enter the email subject that will be used for 

bookings sent to the admin. 

5.  User Mail Subject: Enter the email subject that will be used for 

bookings sent to the user. 

6.  Click Save Changes when complete. 



 

Appointment Book Settings - Payments 

You will find the following settings under the Payments tab: 

1.  Enable Free Booking: Check this box to enable users to book 

appointments without paying. 

2.  Payment Label: Enter the name to display for free booking. 

3.  Enable PayPal Payments: Check this box to enable user to pay 
via PayPal. 

4.  PayPal Client ID: Enter your PayPal Client ID.  

5.  PayPal Secret Key: Enter your PayPal Secret Key. 

6.  PayPal Mode: Enter the PayPal Payment Mode - Live or Sandbox 
(for testing). 

7. Click Save Changes when complete. 



 

 

Adding Appointment Calendars 

Click on Add New to create a calendar. You can create multiple 
calendars. 

 

1.  Title: Enter Calendar Title  

2.  Duration: Set the duration of the appointments. 

3.  Price per appointment: Enter the cost of each appointment if 

they are not free. 



4.  Check Enable Schedule to enable the schedule for a given day. 

5.  Click Add Time to enter in a time that is available for 
appointments. 

6.  Enter in Capacity if more than one appointment is available at a 
given time. 

7.  Click Delete to remove a specific time. 

8.  Click Publish when complete. 

 

View Your Calendar 

After you add your appointment calendar with available times, you will 
be able to preview what your visitors see: 



 

Viewing Appointments 

Click on Appointments in the left menu to view your appointments. 

 

 

To view appointment details, click on the appointment title. 

 



To Cancel Appointments 

You can cancel your appointments from the user booking page you 
created using the shortcode: [pm-appointment-book-user-bookings]. 

On this page you will see a list of all of the appointments you have. 
Click on Cancel to cancel the appointment and click on okay to 

confirm. You will then see a success message that the appointment 
was indeed cancelled. 

 

 


