




An appointment on the Booksy app can be 
cancelled within a few clicks. 

All you’d need to do is:

● Click on the appointment
● Select cancel
● Choose whether you want to send a 

cancellation confirmation to the customer.



Consider blocking out your calendar whilst you’re closed, 
so customers can’t make appointments during this time. 

● Open Business Profile
● Select Work Schedule
● Select add time off
● Choose whether it’s just for one staff member or the 

whole business
● Finally choose the duration that you wish 

to close for



One of the benefits of Booksy is that your customers can 
schedule appointments up to 24 months in advance, 
depending on your account settings.

Adjust the time frame for future bookings:

● Select Settings
● Select Booking Settings
● Select Booking for Future
● Choose how far in advance clients are 

able to schedule an appointment



If you’ve previously set up automated marketing campaigns 
such as the popular ‘It’s time for your next appointment’ 
you should consider disabling those while your business is 
closed. 

Don’t forget to turn them back on again once you reopen!

If you’ve never set up automated campaigns before, now 
can be the perfect time to create a campaign to help hit the 
ground running once your business is open again.



● Go to MORE > Marketing > Message Blast
● On the Biz App – Use the 3 dots in the top right 

corner to manage your templates
● On the Web version you can go to add or manage 

your templates
● Scroll to any templates that you’ve set up to 

automatically send marked by the orange “Send 
Automatically” badge

● Tap the template and change “Automated 
Campaign” to “No”

● Tap Save





Take away the trouble of getting back into the 
swing of things by staying in touch with your 
clients. 

Make sure you have up-to-date emails and phone 
numbers and organise and store within Booksy, so 
it’s easy for you to keep up with.

Storing contact details in Booksy will also make it 
easy for you to send updates to your entire client 
base.



Many customers may not see your closure notice on 
your social media. Make sure you reach everyone with a 
notice on your shop window. 

We have put together some closure sign templates for 
you to use and encourage your clients (existing and 
new!) to download the Booksy app to keep fully up to 
date with your business. 

You can find these at booksy.info/welcome



Take advantage of our Social Post Creator 
and Message Blast features to keep in 
contact with all of your clients during your 
temporary closure. 

They’ll want to keep up to date with how 
you are, when you know you’re likely to 
re-open and whether you’re taking future 
bookings for when normal service resumes.





You’ll inevitably receive many messages during your 
temporary closure from genuinely interested customers. 

To give yourself peace of mind, we’d advise setting up an 
Autoresponder on Facebook with a link to your Booksy 
profile, and explaining when you’ll be taking future 
appointments from, and if you’re offering any discounts for 
services booked during your closure.





Use Booksy to offer prepayments and charge for appointments upfront, 
which lets you generate some revenue even while your shop is closed. 

Let your clients know they can support you through this time by booking 
and paying for an appointment in advance.

● Select settings
● Select Cancellation Fee & Prepayments
● Select Strict Policy - Prepayment
● Choose the % you’d like to charge



Let customers buy a package of services or sessions with 
you, upfront. Selling packages is another way to generate 
upfront revenue even if your business is closed. 

Clients can purchase a package now and then redeem the 
services at a later date when your shop reopens. It’s also a 
great way to shine a spotlight on certain services – perhaps 
your most popular service to get customers back through the 
door with ease when you reopen.



People love supporting their local shops 
and neighborhood businesses. Let them 
show their support and appreciation for 
your hard work and excellent craftsmanship 
through eGift Cards.

Remember that customers will pay for the 
e-Gift Card upfront, which is another great 
way to bring in some extra cash.



Seamlessly sell your own products, add upsell 
from your services and encourage customer 
loyalty with Booksy’s E-Commerce feature. 

Simply connect your online shop to your Booksy 
profile, making it easy for your customers to 
purchase your products and support your 
business whilst closed.



Take your business to a whole new world… the digital world, 
with Booksy Online Services. Reach new audiences, build 
your online brand and generate revenue, even when your 
storefront is ‘closed’. 

Booksy Online Services allows you to host your services 
remotely via Zoom, with a simple, no-fuss set-up, just the 
usual booking method your clients know and love.

Find out more at booksy.info/onlineservices





Simply open up your Booksy Biz app and tap the 
help chat or go to booksy.info/helpchat. You can 
also contact us at info.gb@booksy.com.


