
 

Cancelled Appointments Report Guide 
 
The Cancelled Appointments report lists all appointments that were cancelled 
in a specific date range grouped by the staff that was scheduled to perform the 
service. 
 
 
When to create the report 
We recommend reviewing this report weekly and monthly. 
 
 
How to create the report 
1. From the SalonBiz/SpaBiz menu bar, click on the Report icon. 
2. Double click on Cancelled Appointments from the report side navigation.  

You will find it under the Customer category. 
3. Enter the beginning date and ending date for the report. 
 
 
What it tells you 

• Staff name (header)- the name of the staff member who was scheduled to 
perform the appointment 

• Date – the date the appointment was cancelled 

• Cancellation Reason- why the appointment was cancelled 

• Staff name (Cancelled by)- the name of the staff member who cancelled the 
appointment 

• Customer name- the name of the customer 

• Phone number- the number of the customer  
 
 
How it’s used 
This report is used for coaching your staff and determining if you have a larger 
issue with a staff member and/or a customer.  It shows which customer is 
canceling, the staff member canceling the appointment and for which reason. 
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