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Install Keap Mobile to your iOS or Android device

You can see all of your upcoming Keap appointments in your mobile app. Use the mobile app to see the
contact record and details like notes, emails sent, calls, messages, before you meet with your client. You
can even book a contact directly in the Keap mobile app without having to send an appointment link.

1. Access Appointments
2. Reschedule Appointment
3. Cancel an Appointment, Add a Note or Add a Task

4. Book Now on Behalf of a Contact

Note: The Appointments tab only shows up once you have created an appointment type in
the web app. If you do not see the Appointments tab in your app, login to Keap from a
browser and ensure you have created an appointment type.

If another Keap user has set up an appointment type, they will see the Appointments tab, but you
would not.

Access Appointments

1. Open the Appointments tab to see your appointments


https://help.keap.com/help/search?phrase=:Keap-Mobile
http://help.keap.com/help/keap-mobile-installation
http://help.keap.com/#access-appointments
http://help.keap.com/#reschedule-appointment
http://help.keap.com/#cancel-an-appointment-add-a-note-or-add-a-task
http://help.keap.com/#book-now-on-behalf-of-a-contact
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Tue Jan 7

Consultation | 60 minutes
# Ashley Brown

Thu Jan 16

Consultation | 40 minutes 10:30 am
@ Seth Rogers 11:30 am

Thu Jan 30

Consultation | 60 minutes

Wed Feb 12

Consultation | 60 minutes
o Dan Navarro

Mo more appointments °

’.—‘ I] Tap the blue button below

S I o - T

2. Tap on an appointment to see its details where you can send a request to reschedule, cancel the
appointment, add notes, or add tasks
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Reschedule Appointment

1. Navigate to an appointment in the Keap Mobile app

2. Tap the Reschedule button
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Consultation | 60 minutes

With

Dan Mavarro

‘When

Wed, Feb 12, 2020
4:00 pm -5:00 pm

Where

Reschedule (AL
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3. Review the reschedule email



Cancel Email Send
To:  Dan Mavarra (¢ W)

From: dan

Can we reschedule?

Hi,

I'm so sorry, but | need to reschedule our upcoming
appointmant.

Pleasa click the link below io choose an alternate day and
time that warks for your schedules.

hitps-etsmael. ioBi420be-c0bE-4d62-8574-7lcla08e01a7?
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4. Tap the Send button

Cancel an Appointment, Add a Note or Add a Task

1. Navigate to an appointment in the Keap Mobile app

2. Tap the secondary ... button to see options to cancel the appointment, add a note, or add a task



£ Appointment details

Consultation | 60 minutes

With

Dan Mavarro

‘When

Wed, Feb 12, 2020
4:00 pm -5:00 pm

Where

Reschedule (AL

Jo
[
k
i
&

Book Now on Behalf of a Contact

Use this feature when you want to schedule an appointment with a contact without sending the link to
your calendar.

1. Navigate to the Appointments tab

2. Tap the + button
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Tue Jan 7
Consultation | 40 minutes 11:00 am
# Ashley Brown 12:00 pm
Consultation | 40 minutes 2:45 pm
@ Ashley Brown 3:45 pm
Thu Jan 146
Consultation | 40 minutes 10:

@ 5=th Rogers

Thu Jan 30

- 1 I o T

3. Search through your contacts for the desired contact

Note: If you search for a contact and discovery you don't have them in your Keap app, you'll see an
option to add a new contact.



MNew appointment
Select a contact

, Dan|
Dan Loudon
Dan Mavarro

Jordan Brown
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4. Select the desired contact

5. Select the type of appointment to create



Appointrnent with Dan
Select an appointment type

This is a long meeting na 45 min

Consultation 640 min

6. Select an open time slot



£ Consultation

Pick a date and time to meet

January 2020

Sun Mon  Tue Wed Thu Fri Sat

039

14 15 16
21 22 23
28 29 30
Appointment times in Mountain Standard Timea (MST)

11:00 am - 12:00 pm

11:15 am - 1215 pm Book now
11:30 am - 12:30 pm Boak naw
11:45 am - 12:45 pm Book now
12:00 pm - 1:00 pm Boaok now
12:15 pm - 1:15 pm Book now
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7. Once the user confirms the appointment, it will be booked and you will receive a confirmation. Keap
will automatically send out our standard appointment reminders as well!



