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Acuity Set-up Checklist 
A Squarespace Company 

Signing Up for an Acuity Powerhouse Account 
 

1. Go to https://www.squarespace.com/scheduling and click “Try Scheduling”. 

 
 

2. The“Create Your Account” page will appear. Click “Continue with Email”. 

 

https://www.squarespace.com/scheduling
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3. Fill in your first name, last name, email address & create a password. Click on “Continue”. 

 
 

4. You will see the words “Scheduling your trial” as your account is being set up. 
 

5. On the “Set up your Scheduler” you will enter your business name. Do not enter anything in the 
Scheduling Page URL as it will auto fill. Click “Next”. 
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6. Enter your first appointment type and click “Next”. Please note that you can set up multiple 
appointment once your set up is complete. 

 
 

7. Enter your normal business hours under “Set up your availability”. Scroll to the bottom of the web 
page and click “Next” at the bottom. 
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8. On the “Accept payments and grow your revenue” click on “Later” at the left bottom. 

 
 

9. In the lower right corner, click on “View Plans & Upgrade Now”. 
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10. Select if you wish to pay annually or monthly and click “Select” below the Powerhouse plan. 

 
 

11. Enter your credit card and billing information
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12. Click on the Save and Continue button at the bottom of the page

 
 

13. You will be asked to click on confirm payment
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14. Click on “Done” at the bottom of the page. 

 
 

15. On the left side of the page, scroll down to Business Setting, then click Integrations
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16. Click on API under the Integrations heading

 
 

17. Click on “View credentials”. A popup box will appear with your User Id and API key. Please send both 
the User Id and API key to support@champsoftware.com. The integration will not show up or work 
without these two data points. Support will let you know once these two data points are in and you are 
ready to set up your Squarespace Scheduler.
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Getting Started with Acuity 

Once you have your Acuity account set up complete and your User Id and API key sent to 
support@champsoftware.com, you will need to set up your Acuity to reflect the needs of your agency. As an 
agency, you will need to decide on the number of scheduling calendars that you would like. Your business 
settings using the Powerhouse version you will allow you up to 36 calendars OR up to 36 users. The business 
settings also let you set up one or more types of appointments. You will have the ability to develop intake forms 
with client questions for each appointment. It is important to understand that you can have one or more 
calendars and each calendar can use the default business settings, or you may customize your settings for 
individual calendars. 

 

Things to think about when deciding how you would like to set up your agency’s Acuity. 

1. How many calendars and/or users do you want for your agency? 
a. up to 36 calendars or users 
b. One agency wide calendar or 
c. Calendar for each staff member or 
d. Calendar based on services such as 

i. Childhood Immunizations 
ii. COVID Vaccinations 

iii. Influenza Vaccinations 
iv. TB DOT visits 
v. Medication Management Visits 

vi. CTC Exams 
 

2. Setting up calendars. Using the scroll bar on the left center side of your Acuity, scroll down to 
Business Settings and click on “Availability”. 
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3. Here you can edit the calendar that you created when you signed up. Click on the arrow to the on the far 
right of your calendar. You will then click on “Edit Availibility Limits”. 

 
4.  
5. At the top of the screen you will see hours of availability that you set up previously during the sign 

up process. You can also set scheduling limits by clicking “Calendar Scheduling Limits”. 
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6. When you scroll further down the page, you will see the option “Override Hours for Specific Days”. You will 

be able to enter holidays, vacations and any other days the office will be unavailble for appointments. Below 
is an example of the November calendar with the Veteran’s Day and Thanksgiving holidays listed as Closed. 

 
 

7. To change hours for a specific day, forward to the month that you would like to change. In the example 
below, I used the < > arrows next to the month. Here I forwarded to January 2023. Click on January 2, a pop 
up box will appear & type in “New Years Holiday” and click “Set Hours”. 
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8. Here is what the calandar looks like after you have set the New Years Holiday hours. You will 
continue this process until you have all your unavailibilty dates entered in the calendar. 
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9. 
Once you have updated your calendar, scroll back to the top and click “Close” in the upper left hand corner. 
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10. To create a new calendar in the Availability menu option, click “Add New Calendar” 

 
11. What types of appointments do you wish to create? As you are deciding this, in your NN go to Set-

up and look at you list of Services in NN. As you review your list of services in NN, which services 
would be applicable for clients to schedule themselves? 

12. Setting up Appointment Types. Using the scroll bar on the left center side of your Acuity, scroll 
down to Business Settings and click on Appointment Types. 

 

 

 

 

 

 



Author: Mary Bezdicek  Date: 12/16/2022 

13. Click on New Type of Service. 

 
14. You will now create your Type of Service. Fill in the following fields: Name (this will be the name of 

your Appointment Type), Duration, there is an option to block off time before and after to allow for 
travel time for appointments that are not in the office, Price is what your agency charges for the 
service and Category, which is an optional field. Make sure that you select the calendar you want 
this appointment type available on. Once complete use the right scroll bar to scroll to the bottom 
of the page.
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15. The remaining field to fill is add a picture (if desired) and decide whether this is Public or Private 
Appointment Type. Check any forms that you will want available for this Appointment Type. Please 
note that no forms will show up until you create them in the next step. Click on Create 
Appointment Type. If you miss anything or wish to change, you can edit later. 

 
 

16. The next decisions that will need to be made are what kinds of intake forms do want/need for your 
agency? “Intake Form Questions” are forms that show when a patient registers for an 
appointment. The intake form data is brought into Nightingale Notes. Some fields that map from 
Nightingale Notes to Acuity will be brought in as standard fields. When data fields are set up in 
Acuity that are not mapped to Nightingale Notes, you will be able to see those answers in a PDF 
report that you can print from Manage Acuity Appointments. Form examples include but are not 
limited to are: 

a. Client intake form that are applicable to all clients 
i. Client Intake Form 

ii. Client Pay Source Information 
iii. HIPAA Consent Form. 

b. Specific intake forms for various types of appointments (services) 
i. Childhood Immunizations 

ii. COVID Vaccinations 
iii. Influenza Vaccinations 
iv. TB DOT visits 
v. Medication Management Visits 

vi. CTC Exams 
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17. Here is a list of fields that you can map from Acuity to Nightingale Notes. 

Nightingale Notes Field Acuity Form Field Notes 

Client First Name* First Name*  This is required by Acuity and Nightingale 
Notes and in Acuity is automatically on 
every appointment.  

Client Last Name* Last Name* This is required by Acuity and Nightingale 
Notes and in Acuity is automatically on 
every appointment. 

Born On Birthdate (DD/MM/YYYY) Textbox field 

Gender (limited to HL7 
values) 

Gender Drop Down List field  
HL7 values; Ambiguous, Female, Male, Not 
Applicable, Other, Unknown 

Address Line 1 Street Address Textbox field 

Address Line2 Apartment/Suite/PO Box Textbox field 

Zip Code Zip Code (5 digit) Textbox field 

Email Email  

Cell phone Cell phone or Alternate 
Phone 

Textbox field 

Home phone Phone The phone field is a standard part of every 
Acuity appointment but is not required. If 
you choose to, you can map it to a phone 
field in Nightingale and then add a second, 
custom field to Acuity for another type of 
phone, labeling it as needed (cell phone 
for example). 

Pay Source Primary Insurance Drop Down List field 
See notes on setting up Nightingale Notes 
pay sources with an alias to map this. 

Subscriber ID Insurance Patient ID 
Number 

Textbox field 

Patient Relationship Patient Relationship to 
Insured 

Drop Down List field 
Nightingale Notes valid values: Self, 
Spouse, Child, Other 

Group Name Insurance Group Name Textbox field 

Group Number Insurance Group Number Textbox field 

 

 


