® ChatinFlow FREE GUIDE

BOOKING APPOINTMENTS BY DM FROM TIMES
THAT ARE REALLY FREE

Answer the price, offerthenearest freetimesfortheserviceasbuttons,book thetappedoneand
confirmitinthesamechat, withreminders through theirown flow.

Updated October17,2026 - chatinflow.com/flows/bookings-from-dms

"Anytime Friday?"is a booking waitingto happen,and a slow answerlosesit. Abooking link sends people to
anotherpage,where many of them stop; a person checking the diary by hand answers an hourlater. A
booking flow answersinthe chat:the priceand whatisincluded,then the nearest free times forthat service
asbuttons, straightfrom Bookings,and one tap books the time.The confirmation goes outinthe same chat,
with alinkto change orcancel.This guide setsitup step by step:Bookings first, then the flow, then the

confirmation,reminders and whathappens when nothingis free.

Key points

¢ Bookingsholdsyourlocations,the people and resources eachservice needs, theirshifts and time off,
and eachservice's length, buffers, price and reminders.

¢ Thetimes step offers only times that arereally free,fromanyone free inthe group the service needs,and
onlinstagram,Messengerand Telegramthey come as buttons.

e Thetappedtimeischeckedagainatthe momentofbooking,anditis booked as pending,awaiting your
OK,oras confirmed,asyouchooseinthe step.

¢ The Send booking details step sends the confirmationwiththe date, the time and a linkto change or

cancel.

¢ Reminders go out through a flow with the Booking reminderdue trigger,ona channel where the customer
canstillbereached.

HOW THE FLOW WORKS

Step What happens Built with

1. The question "Howmuchis a cut?" or "Any time Friday?" Akeyword or DM trigger
2.The answer The price, the length and whatis included Send DM with a Book button
3.The service Which service, as buttons Ask aquestion

4.The times The nearestfree times forthatservice Offertimes in the chat
5.The booking The tappedtime is booked Book the time they picked
6.The confirmation The details and the change link Sendbooking details
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STEP 1: SET UP BOOKINGS

Open Bookings,thenthe set-up.ltasks forfive thingsin order:locations, staff and resources, services, time

off and pacing.The first three are the essentials.

BOOKING SETUP, e
STEP BY STEP 3/3

Where you work, who delivers the work, and what you The basics are inplace.
sell.

o Timeoffand Pacing are optional

i Add themwhenyouneedt ﬁ
¢ Backtobookings ¥ hem

STEP 3 OF 5
STEP 01

® Locations v SERVIGS

Tadded

What people canbook: how long it take s, who it needs, and .
, + Add aservice
when to remind them.

STEP 02
QE Staff and resources v
3added

Balayage Bridal trial

150 min - $180.00 90 min- $120.00
STEP 03
Services ° 1x #stylist ) No reminders 1x #stylist . Noreminders
4added
STER 04 Colorconsultation Cut & blowdry

#  Timeoff 30 min- Free 60 min- $65.00
Optional
1x #stylist _L No reminders 1x #stylist L Noreminders

STEP 05
Pacing
Optional

Add a service
ar Alongersession,a group class,a

# Eachstep buildson theonebefore: e

Locations, staff, services, then the optional time offand pacing. Example services from a demo workspace.

Locations,each withitstimezoneand openinghours.

Staff and resources:the people who deliverthe work, with theirshifts,and the chairs, tables orroomsa
booking takes up,in groups such as stylist ortable.

Services:whatpeople canbook,howlongittakes,the setup and cleanup buffers,who itneeds from
which group, the priceand up to fiveremindertimes.

Time off:holidays and days off,so nobody is offered a time that does not exist.

Pacing:anoptionallimitonhow manypeople orbookings startin each period, mostly forrestaurants.

Onlytimesthatare free across all of this are everofferedin the chat.
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STEP 2: START FROM A BOOKING TEMPLATE

Open Automations and search the gallery for"booking". Take bookingsin WhatsApp shows the core of the

flow:when someone asks to book, it offersyourfreetimes as alistand books the one they pick.

WhatsApp - Customerservice X

Take bookingsinWhatsApp

Whensomeone asks to book,offeryourfree times
as alist and book the one they pick.

What you need

(® WhatsAppis connected

B oo s R B secknar  swpnz
WhatsAppmessage Offer timesin the chat Book the time they picked The flow

received etz day Bocksaspendng

ot e = Offertimesinthechat

Next7 days

& Bookthe time theypicked
+
Books as pending

Usetemplate
Offertimesinthe chatforthe next7days,thenbookthe one theypicked.

Thesametwo stepsworkonInstagram,Messengerand Telegram,where the times come as buttonsinstead

ofalist.Usethetemplate as the model,and build the flow on the channelyourcustomers write on most.

STEP 3: ANSWER THE QUESTION FIRST

Mostbookings start with a question aboutthe price. Answeritbefore you offertimes:
"Acutand blowdryis $65 and takes aboutanhour.Wantto book? Tap a service below."

with buttons foryourtop services.Each tap leads to thetimes step forthat service. A price answeredin the
firstmessageis often the difference between abookingand "I'llthinkaboutit",so nevermake people ask

twice.

STEP 4: OFFER THE FREE TIMES

The Offertimesinthe chat step needs three settings:

The service,so thelength,thebuffersandthe peopleitneeds are known.

How many days ahead tolook, seven by default.
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How many times to offer,up to eight. Three to five are easierto choose from.

Forbookings with a party size,such as a table forfour,the step's party size is a fixed number. Ask the size with

buttons first,and give each answerits own times step with thatsize.

When nothingis freein the days you set, the step takesits otherpath.Useit to offerthe next week, a waiting

message orahand-overto yourteam, sonobodyis left with silence.

STEP 5: BOOK THE TAPPED TIME

The Book the time they picked stepreads thereplyandbooksit. The tap carries the exacttime; a typed
"14:00"isacceptedonlyifitmatches one offered time,so a booking neverlands onthewrong day.The time
ischecked againatthemomentofbooking,andif someone elsetookita second earlier,the step takes its

otherpath,where the flow can offerfresh times.

The step books as pending by default,which showsin Bookings as awaiting your OK, oras confirmed, if you

wouldrathernotcheckeachone.

STEP 6: SEND THE CONFIRMATION

Rightafterthebooking,a Send booking details step sends the confirmationin the same chat.The Confirm

new bookings template shows the pattem:italerts yourteam and sends the customertheirbooking.

Bookings - Customerservice x

Confirmnew bookings

Sendevery new booking its details anda linkto
changeorcancel,and alert yourteam.
What you need

(® Bookingsisconnected

Booking taken Notitythe team send booking details The flow
Eucry e Newb ook ecetied GperiBookis or ook o

iy Notifytheteam
g “New bookingreceived.OpenBookings forthe ..

Edtugger > Qpenstep

Send booking details
Hi{fbooking.customer}! Your{{bo oking.service}}..

(3

Usetemplate

Confirm new bookings: tell the team, send the details and the change link.

Themessageusesthebooking'svariables:the customer,the service,the date,thetimeandalinkto change

orcancel.Acomplete confirmationis the message every customerwho books in the chat gets, so put
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everythinginit:the address,whatto bring,how to cancel.

STEP 7: ADD REMINDERS AND THE FOLLOW-UPS

Bookings come with theirown triggers, each a small flow:

Bookingreminderdue runs ateachremindertime seton the service,such as adaybefore ortwo hours
before. The Booking reminders template sends the details with a reschedule link. Without a flow on this
trigger,noreminderis sent.

Booking completed runs whenyoumarka visitdone, fora thank-you and a review link.
Customerdid not show runs whenyou markano-show, fora friendly message with anew time.

Booking canceled and Booking moved run when a bookingis canceled ormoved, forawin-back
message oranupdated confirmation.

Reminders go outinaconversation the customeralready has with you,on the firstchannelinyourchain
where they canstillbereached.OnInstagram and Messenger,a channelwhose 24-hourwindow has closed
is skipped; WhatsApp canuse anapproved templateinstead. ChatinFlow neveropens a new conversation

onachannelthecustomerhasnotused.
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EVERY BOOKING,
ONE CALENDAR

Every appointment fromchat, your booking page and

the front desk.

M 16

All

Everybookinginone

Awaiting
Waiting foryourOK

Confirmed

Set,withreminders on

LEFT TODAY '
s s M T WT F

Tnext7days

LeaHansen

- o]
Sun1l:00 AM . Balayage 17
&J ] =
J i b 4
Done Canceled No-show

Booked butdid not

place

All

16 bookings

Q Customer, phoneorservice

10:00 AM
6 11:00AM
Oct
WED 01:00 PM
7 03:30PM
Oct

Lena Fischer
Cut & blowdry:Ava

Sofia Reyes
Balayage - Leo

They came and went

/I Reports

Called off by themor
byyou come

% Bookingsetup + Newbooking

® Done

® Done

Today'sbookingsonone calendar, with every status from awaiting to no-show. Demo workspace.

CHOOSING PENDING OR CONFIRMED

Choose When

Pending

Confirmed

You check eachbooking first, such

as referrals, deposits ornewclients

Your calendaris the source oftruth

andeveryfree timeis really
bookable
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What happens

The booking shows as awaiting your OK, and a Booking
confirmed flow can tell the customeronce you acceptit

The bookingis final atonce, and the confirmation goes
outin the same flow

aconditioninthe flow to send each down therightpath.

Most service businesses start with pending for first-time customers and confirmed forregulars,using a tag or
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MAKING THE TIMES FEEL PERSONAL

People bookmore when the offerfeels like a person wroteit,even whenit did not:

Name the day the way people sayit,suchas"tomorrow at10:00"ratherthan a date format.
Offerthe nearest times first, then "moretimes"as alastbutton.
Sayhowlongit takes nextto theservice,so thetimethey pickfits theirday.

Confirminone message,with the service, the day,thetime andthe place.

LINKING THE BOOKING TO THE REST OF THE WORKSPACE

Abooking from the chatis morethan a calendarentry:

The contact who bookedisthesameoneyouseeintheinboxandinAudience,so tags,segments and
laterbroadcasts can follow the booking.

Atag,such asbooked-first-visit,lets you send a different follow-up to first-timers.

The bookingreports show theno-showrateandhow fulleach person's diary was against the hours they
couldwork.

ABuy buttonbefore thebooking can take a depositforlong services, with the money going straightto
your Stripe orPayPalaccount.

A WORKED EXAMPLE: A PHYSIOTHERAPY PRACTICE

Apractice gets "doyou have anything this week?" messages on Instagram every day.

1.Bookingshasonelocation,three physiotherapistsin the group physio,and two services: a first
assessmentof 60 minutes with a 10-minute cleanup buffer,and a follow-up of 30 minutes.

2.The flow answers "Thisweek" ora price question with both services as buttons and theirprices.

3.The times step offers the next five free times forthe tapped service, from any of the three
physiotherapists.

4.The bookingis made as pending;the frontdeskconfirmsitin Bookings,which iswhere the practice
checksreferrals.

5.The confirmationsends the address,whatto wearand the changelink.

6. Areminderflow on Bookingreminderdue sends the details the day before to patientsitcan stillreach.

MESSAGES TO COPY

The price answer. "Afirstassessmentis $80 and takes anhour; follow-ups are $50 for 30 minutes. Want to
book?Tap one."
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The times. "Here are the next free times fora firstassessment.Tap one to bookit."

Nothing free. "This weekis full, sorry! Want me to show next week, orhave the teamcallyou?"

COMMON MISTAKES

Services without buffers. Back-to-backbookings withno cleanup time make every afternoon late.
Shiftsonlyinyourhead. If a dayoffisnotin Bookings, the chat will offerit.

Toomany times. Eightbuttons are harderto choose from than four.

Nootherpathonthe timesstep.\Whennothingis free,the customergets silence.

Countingonreminderstwo weeks out onlnstagram. The window closes; make the confirmation
complete.

TERMS IN THIS GUIDE

Service. Whatpeople canbook, withitslength, buffers, the group it needs, price and remindertimes.

Group. Asetof people orresources, such as stylists ortables; a service asks fora group,and any free
membercan take the booking.

Buffer. Setup orcleanup time around a booking thatis not offered to anyoneelse.
Pending. Abooking awaiting your OK, the default forbookings madein the chat.
Bookingreminderdue. Thetriggerthatrunsateachremindertime seton a service.

24 -hourwindow. The time aftera customer'slastmessage when a business canreply freelyon
Instagram and Messenger.

QUICK ANSWERS

Can customersreschedule themselves?

Yes.The confirmation andthereminders carry alinkto change orcancel,and when the booking moves, its
reminders move with it.

Canltake adeposit before the time is held?

Yes.ABuybutton can take a fixed deposit through yourown Stripe orPayPalaccount, with the money going
straighttoyou.

Do bookings from the chat and from the front desk share one calendar?

Yes.Everybookinglands onthe same calendarin Bookings, with the same statuses.
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SOURCES

MessengerPlatformand IGMessaging APl policy,Meta forDevelopers,on the 24-hourwindow for

repliesandreminders.

Template fundamentals, Meta forDevelopers,on WhatsApp templates formessages outside the

window.

DO IT IN SECONDS, FREE

chatinflow.com/flows/bookings-from-dms
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https://developers.facebook.com/docs/messenger-platform/policy/policy-overview
https://developers.facebook.com/docs/whatsapp/message-templates/guidelines
https://chatinflow.com/flows/bookings-from-dms
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