
ONLINE SCHEDULING VIA CALENDAR - 3 SUPER QUICK AND EASY STEPS
(Partner Agent Option Only, NOT FOR CLIENT USE)
Taking advantage of the online scheduling tool available to partnering agents will save time and also instantly 
secure a date and time for your client for their scheduled pickup (appointment). This will also eliminate the 
need for either the approved referring agent or the client to call to schedule an appointment (and potentially be 
directed to voicemail when a team member is not available). 

‣ Once the referral is submitted by the referring agent, it is reviewed by our team. Once approved the 
referral will be updated (and an email will be automatically sent to the referring agent) notifying them of 
the approval.

‣ Contained in the approval post and the email will be a direct option to schedule the client’s appointment. 
If this option is not used, either the agent or client will be required to call Sharing Connections to 
schedule an appointment. We highly recommend using the online calendar option.

‣ When the option is selected to schedule using the online calendar, the following will be visible.

STEP ONE:
‣ Choose Appointment is 

the first step in the 
process. Do this by 
reviewing the available 
dates and times 
available according the 
type of referral 
submitted. 

‣ In this example, we will 
select the 2:00pm 
pickup appointment 
time for Tuesday, July 
11th.

‣ A reminder that the 
online scheduling 
link should never be 
provided to the 
client. This is for 
approved agent use 
only.



STEP TWO:
‣ Enter your client’s information in the Your 

Information section. 
‣ This is the information that will appear on 

our appointment calendar, so be sure to 
use your client’s name and not yours.
‣While the phone number is not required (it’s 
recommended), the email field is required. 
This email address will receive the 
confirmation and reminders. This should be 
the client’s email address so that they can 
track their appointment. If the client does 
not have email, the agent’s email address 
should be entered. If you, as the agent, 
prefer to get the info/reminders, use your 
email address.

‣ Complete the Pickup Details confirmation 
info and then select the Complete 
Appointment button.

janedoe@fakeemail.com

STEP THREE:
‣ The next screen will display the 

confirmation of the appointment along with 
the option to add appointment to a 
calendar. 

‣ The system will also automatically send a 
confirmation email to the email address that 
was supplied on the previous screen.

‣ The window can now be closed as the 
appointment is now scheduled.

Email sent to client:
‣ The system will send the appointment 

confirmation direct to the client (using the email 
address you provided). If you, as the referring 
agent, prefer to be notified, just use your email 
address in Step Two of the appointment process.

‣ If at a later date the client needs to reschedule 
the appointment, the agent or the client can call 
with the changes and a new “Rescheduled 
Appointment” email will be sent with the updated 
information. 

‣ In addition to the original email, the system will 
automatically send an appointment reminder to 
the client 24 hours before the appointment date/
time.


