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Introduction 

 

In this manual we will show to the power user of an organization how to make the settings in the Administration panel, in order the Scheduler functionalities to be 

usable.  
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Administration 

 

Login in Qaleido Communications as the power user of your organization. Open the Administration panel and then the Organization tab.  

In the organization’s menu choose the Appearance and scheduler settings option. 

 
Note: At the first login as new user you will be asked also to set a security question, useful to recover your Qaleido password in case it is forgotten. This is not related 

to the Scheduler functionalities and can be skipped.  
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The Appearance and scheduler settings will be open in the main screen, the following subtabs being available if your organization has rights on the Scheduler 

functionalities: General settings for organization, Scheduler settings, Scheduler categories, and Scheduler services: 
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General settings for organization tab 

The General settings for organization subtab is activated by default when open the Appearance and scheduler settings tab.  

 

 

The Images section is the place where you are allowed to upload images as logo(s) for your organization.  

Note: Only .png files can be used as the organization logo(s). 
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Subject Description 

Main logo You can upload an image as the main logo of your organization.  

Press the Browse button at the right side of the Main logo label, select a photo and press the Open button, the uploaded 

image being displayed in the preview, at the left side: 

 
 

Note: Press the Activate uploaded logo(s) button in order to activate the uploaded image as logo. As soon as it is activated, 

the new logo will become visible at the top left side of the Qaleido screen, after logout and login again: 

 
The main logo will be also visible in the Organization/ Appearance and scheduler settings/ Scheduler settings tab/ 

Banner image section, and propagated also in the web form: 
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Subject Description 

Print logo You can upload an image as the print logo of your organization.  

Press the Browse button at the right side of the Print logo label, select a photo and press the Open button.  

Note: The print logo is not mandatory to be uploaded for scheduler. It is the logo used only for the printed e-mails in Qaleido:  

 
 

Invite logo You can upload an image as the invite logo of your organization.  

Press the Browse button at the right side of the Invite logo label, select a photo and press the Open button: 

 

 

The invite logo will be visible in the scheduler invitation e-mails. 
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In the General data section you can set the address/ phone/ description/ motto for your organization, which will be displayed in the scheduler web form. 

Please note that in order these settings to be taken into account and propagated in Qaleido and also in the scheduler web form, pressing the Save 

button at the bottom side of the screen is mandatory. 
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You are allowed to set the weekly schedule for your organization in the Schedule section. 

In order these settings to be taken into account in the availability calculation, press the Save button, at the bottom side of the screen:  
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Scheduler settings tab 

 

Activate the Scheduler settings tab. See the fields significance in the following table. 

 

Please note that in order these settings to be taken into account and propagated in the web form or invitation emails, pressing the Save button at the 

bottom side of the screen is mandatory. 

 

Subject Description 

Language Here you can select a language for the organization. The web form (accessed by the user in order to make appointments) will 

be displayed in the organization language set here. 

 

First day of week Here you can select the first day of the week. This is a display option, in order the employees availability screens/ calendars to 

show Monday or Sunday as the first day of the week. 

Date format Here you can select the date format. This format will be used in order to display the date fields in the web form and also in the 

invitation emails. 
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Subject Description 

Time format Here you can select the organization time format.  

This format will be used in order to display the time fields in the web form and also in the invitation emails: 
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Subject Description 

 Timezone Here you can select the organization timezone. 

In the web form the time will be displayed according to the selected organization timezone: 

 



 

14 
 

Subject Description 

Display category in wizard When this checkbox is checked, the Categories tab will be displayed in the web form along with the Services, Time and 

Details tabs.  

When it is not checked, in the web form only the Services, Time and Details tabs. By default it is checked. 

  

Organization banner color Select a color from the color picker. 

In the web form, the banner section will be displayed with the chosen background color: 
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Subject Description 

Organization banner image You can also set a picture as the organization banner. Press the Browse button and select the desired picture. This picture will 

be displayed in the bellow preview, as background (the organization logo will be also visible over the banner). Also, after save, 

the organization’s banner will be visible in the web form: 

 

Appointment button color Here you can set the color for the appointment button. This button will be placed on your organization site in order the clients 

to access the appointments web form. Select the desired color from the datepicker. 

The button preview, will show the selected background color: 
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Subject Description 

Appointment button border color Here you can set the border color for the appointment button. Select the desired color from the color picker. 

The button preview, will show the selected background color. 

 

Appointment button text Here you can set the text for the appointment button. 

The button preview, will show the selected background color. 
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Subject Description 

Appointment button text color Here you can set the text color for the appointment button. 

The button preview, will show the selected background color. 

Appointment button corners You can also change the appointment button shape by rounding or not its corners. Move the slider until the button displayed 

in the bottom preview will have the desired shape. 

The button preview, will show the selected background color. 

 

 
 

Button embed code 

 

 

 

 

When making the settings for the appointment button, the related HTML sequence will be automatically generated in this 

field. 

By pressing the bellow Click to copy button, this sequence will be copied in the clipboard, so that it will can be afterward 

inserted on your site, in order to make the button visible and usable there: 
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Subject Description 

Minimum time prior to booking This is the minimum time which should exist from the current hour until the chosen appointment hour. This value is expressed 

in minutes and will be taken into account in the availability calculation: 

 

 

Time in advance that an 

appointment can be booked 

This is the time in advance, expressed in days, in which an appointment can be made (e.g. two days before, ten days before 

etc.): 

 

Introductory text for invitation mail This is the text which will be displayed in the invitation mail after an appointment is made: 
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Subject Description 

Ending text for invitation mail This is the text which will be displayed in the invitation mail after an appointment is made: 

 

Send notification mail to power user 

when an appointment is created 

When this checkbox is checked, when an appointment is performed and the client confirms it, the organization’s power user 

will be also notified: 

 

 

Use odd/even weeks When it is checked, you can set a user availability to be distinct on odd and even weeks. 

When it is not checked you can set a user availability to be the same on all weeks. 

By default it is unchecked. 

 

Padding time between 

appointments 

The time between to appointments. It expressed in minutes, 
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Scheduler categories tab 

 

Here you can create/ edit/ delete categories for your organization. 

 

In order to add a category, press the  button at the top of the screen, in the Scheduler categories tab.  

The add category window will be displayed: 
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Subject Description 

Name Here you can set a category name. This field is mandatory. 

The limit is 150 chars. 

Description Here you can set a description for the category 

The limit is 450 chars. 

Upload photo Adding a photo for the created category is also possible. 

Press the Browse button and select the desired picture. 

The picture will be uploaded and displayed at the left side of the window. 

 
 

By pressing the Delete photo button the uploaded picture will be not anymore displayed in the add window. 

 

By pressing the Change photo button the existing photo can be changed with another selected one. 

 
Press the Save button in order the new category to be saved and displayed in the categories list. 

 
Press the Cancel button in order the add category action to be cancelled. 
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In order to edit a category, press the inline  button in the categories screen.  

The edit category window will be displayed. 
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Subject Description 

Name Here you can set a category name. This field is mandatory. 

The limit is 150 chars. 

Description Here you can set a description for the category 

The limit is 450 chars. 

Upload photo Adding a photo for the created category is also possible. 

Press the Browse button and select the desired picture. 

The picture will be uploaded and displayed at the left side of the window. 

 
By pressing the Delete photo button the uploaded picture will be not anymore displayed in the add window. 

By pressing the Change photo button the existing photo can be changed with another selected one. 

 
Press the Save button in order the new category to be saved and displayed in the categories list. 

 
Press the Cancel button in order the add category action to be cancelled. 
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In order to delete a category, press the inline  button. 

A delete confirmation pop-up will be displayed: 

 

 
 

 

Subject Description 

 
Press the Yes button in order the category to be deleted and to be not displayed anymore in the categories list. 

 
Press the No button in order the delete category action to be cancelled. 
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Scheduler services tab 

 

Here you can create and assign to a category/ edit/ delete services for your organization. 

 

In order to add a category, press the  button at the top of the screen, in the Scheduler services tab.  

The add service window will be displayed: 
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Subject Description 

Name Here you can set a service name. This field is mandatory. 

The limit is 150 chars. 

Description Here you can set a description for the service 

The limit is 450 chars. 

Duration Here you can set a duration for the service. 

The duration is expressed in minutes. 

Category Here you can select a category, in order the new created service to be assigned to it. 

There is also the No category option, in this case the service being not linked to any category: 

 

 
Press the Save button in order the new service to be saved and displayed in the services list. 

 
Press the Cancel button in order the add service action to be cancelled. 

 

After the service is created, it will be displayed in the services list, which is grouped by category: 
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In order to edit a service, press the inline  button in the services screen.  

The edit service window will be displayed. 

 

 



 

28 
 

Subject Description 

Name Here you can set a service name. This field is mandatory. 

The limit is 150 chars. 

Description Here you can set a description for the service 

The limit is 450 chars. 

Duration Here you can set a duration for the service. 

The duration is expressed in minutes. 

Category Here you can select a category, in order the new created service to be assigned to it. 

There is also the No category option, in this case the service being not linked to any category: 

 

 

 
Press the Save button in order the new service to be saved and displayed in the services list. 

 
Press the Cancel button in order the add service action to be cancelled. 
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In order to delete a service, press the inline  button. 

A delete confirmation pop-up will be displayed: 

 

 
 

Subject Description 

 
Press the Yes button in order the service to be deleted and to be not displayed anymore in the services list. 

 
Press the No button in order the delete service action to be cancelled. 

 

Press the  button in order to be able to see the already assigned users or to assign/ unassign users to a certain service.  

In the open window, check / uncheck the desired users: 
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Subject Description 

 
Press the Save button in order the last selections to be saved. 

 
Press the Cancel button in order the old selections to be kept. 

 

Manage users tab 

 

As power user of your organization open the Organization tab.  

In the organization’s menu choose the Show Manage Users grid for organization option. 

Here you can add/ edit/ delete users for your organization, set the vacation period or the availability for these users. 
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In order to add a user, press the  button at the top left side of the Manage users screen. 

The add user wizard will be open with the General User Information screen: 
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Subject Description 

User Type Here you can select the user type, which can be power user (with administrator rights for your company) or basic user: 

 

First Name Here you can set the user’s first name. 

Middle Name Here you can set a middle name for the user. 

Last Name Here you can set the user’s last name. 

Domain You can select a domain, from the organization’s valid domains: 

 

User Name The username will be generated based on the first/ middle/last name. 

It is an editable field, so that this can be changed 

Qaleido Password Here you can set the Qaleido password for the new user. 

E-mail account Based on the set username and the selected domain, an email address will be generated here. 

Job Title Here you can set the user’s job title. 

The limit is 100 chars. 

Description Here you can set a description for the user’s job. 

The limit is 450 chars. 
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Press the Next button. The E-mail settings screen will be displayed in the add user wizard: 
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Subject Description 

Max no. of accounts Here you can select the user’s max number of e-mail accounts. 

This number must be in the limit set at the organization level. 

Max. No of aliases Here you can select the user’s max number of aliases. 

This number must be in the limit set at the organization level. 

E-mail dimension Here you can set the total quota for the user’s e-mail accounts. 

This number must be in the limit set at the organization level. 

Qdisk dimension Here you can set the total quota for the user’s Qdisk. 

This number must be in the limit set at the organization level. 

 

Press the Next button. The E-mail settings screen will be displayed in the add user wizard.  
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Here you can choose to add the user in one of the organization’s GALs, by checking the Create GAL entry checkbox and by selecting a GAL in the Select GAL 

combo: 

 

 
 

Press the Next button. In the next screen you can choose to add the user in one of the organization’s groups of users (if they exist): 
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Press the Next button. In the following screen you can choose to add the user in one of the organization’s rights groups (other than the BASIC group, if they exist): 

 
 

 

Press the Next button. In the following screen you can set a Qchat account for the user, by checking the Active chat account checkbox: 
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Press the Next button. The Scheduler screen will be displayed in the add user wizard: 
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Press the inline  button in order to edit a user. The Scheduler tab will be visible in the edit user wizard. 

The services where the user has been assigned will be checked there: 

 
 

Subject Description 

Staff member When it is checked, the list of services will be available bellow, in order the user to be assigned to certain services. 

Select one/ more services and press the Save button. The user will be display in the web form, when an appointment is 

initiated on one of the selected services: 
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Subject Description 

 
When it is not checked, the services list will be not available, the user being not taken into account for appointments in the 

web form: 
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Subject Description 

 

 
Press the Save button in order the changes to be taken into account. 

 
Press the Cancel button in order the old settings to be taken into account. 
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Manage users – Availability 

In the Manage users screen, press the inline  button. 

In a new tab you can set the availability for the selected user. 

The way the Availability screen is displayed depends on the First day of week and the Use odd/ even weeks value, set as it is described in in the Scheduler 

settings tab chapter. 

 

If the Use odd/ even weeks checkbox is checked, you will be able to set differentially the availability for the user, on odd and even weeks: 
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If the Use odd/ even weeks checkbox is unchecked, you will be able to set uniquely the availability for the user, for both odd/ even weeks: 

 
The user’s set availability will be taken into account in the web form, when display the appointments available hours. 

  



 

45 
 

In order to set the user availability for a certain day of the week, double click on the inline Interval1/ Interval2/ Interval3 column and select the start/ end hour 

from the displayed select box: 

 
 

Subject Description 

 
Press the Update button in order to save the availability settings. 

 
Press the Cancel button in order to keep the old settings. 

 When this inline icon is visible, the availability for the corresponding day of the week is active and will be taken into account 

in the availability calculation, in the web form. 

Press this icon in order to deactivate the availability for the corresponding day of the week. In this case, the availability for 

the corresponding day of the week will be not taken into account in the availability calculation, in the web form. 

Also the  button will be replaced with the  in the Qaleido availability screen: 
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Subject Description 

 
 

Note: The users availability can be also set on the Qaleido user account, in the Settings/ Availability screen: 
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Manage users – Vacation 

In the Manage users screen, press the in-line  button. 

In a new tab you can set the vacation for the selected user. 
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Subject Description 

Current account Here you can select one of the users mail account, in order the vacation auto-response e-mail to be sent from it: 

 

Enable auto-response Check this checkbox in order to enable sending the vacation auto-response. 

Start date Set the start date of the interval when the vacation auto-response e-mail to be sent. 

End date Set the end date of the interval when the vacation auto-response e-mail to be sent. 

Only send to a particular user Here you can set a frequency for the vacation auto-response sending. This can be Once a day, Once every 3 days, Once a 

week or Once a month: 

 

 
Press this button in order to save the user’s vacation settings. 

 

The vacation settings is taken into account in the user’s availability calculation, so that in the set vacation interval the user will be displayed as not available in the 

web form. 

  



 

49 
 

 Webform 

In the Organization tab, press the organization line in grid and then press the Scheduler link in the organization’s details panel: 
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The web form will be displayed in a new tab. By selecting the desired category/ service/ user, a client will be able to make an appointment based on the user’s 

displayed availability: 
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In order to access the web form, in the Manage users screen press the inline  button.  

A window containing information about the user will be displayed: 

 
 

An URL will be available at the bottom side of this screen: 
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By pressing this URL, you will have quick access to the selected user’s availability in the web form: 
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