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Managingappointment

Managing appointments

The Scheduler maintains a schedule of services either booked in advance or arranged for
walk-in customers. You can book, edit, move, duplicate and cancel appoistraed send
them to the Point of Sale for payment once completed. For athralligh of how
appointments work, sd@rocessing appointmenté pageb.

Note: The Scheduler services, customers and staff menavermaintained separately ‘
from the Point of Sale and Portal product, customer and user information. Customers in
the Portal database do not automatically appear in the Scheduler, and must be added
manually. ‘

Key concepts

Appointment Duration Service
Assistant Feedback Time-slot
Book Section Turn-away
Break

Also see:

A Schedule screemn pager.
A Appointment screeon pagelO.
A Customer details scream pagelo.
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What you can do:

>\
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Creating a new appointmenh page25.
Finding an appointmerdn page23.

Turning a customer awagn page74.
Creating a new customen page30.

Finding a customeon page?7.

Viewing a customer's detaits) page33.
Editing a customer's detaiten page3b.
Duplicating an appointmergn pages0.
Rescheduling an appointmentt paje 63.
Cancelling an appointmeioin pagese.
Marking a customer as arrivezh page68.
Marking an appointment asompletedn pager0.
Recording customer feedbagk pager2.
Adding a service to an appointmemt page39.
Editing the start time of a servian pagetb.
Changing a servicen page43.

Editing the staff member for a servioe paged?.
Recording a staff requesth page49.

Editing the price of a servicen pages2.
Editing the duration of a serviaen pageb4.
Editing the break time of a servioa pages6.

Removing a service from an appointmentpages8.

Adding notes to an appointmeart page37.
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Processing appointments
When a customer requests an appointment:
1. Find a suitable time on for their appointment and create a new appointment.
SeeCreating a new appointmenh page2b.

2. If the customer has a standard appointment they would like to repeat, find and
duplicate that appointment.

SeeFinding an appointmerdan page23.
Also seeDuplicating an appointmenin pages0.
3. Search for the customer or create a new customer if necessary.
SeeFinding a customeon page27.
Also seeCreating a new customein page30
4. Add any notes or requests to the appointment.
SeeAdding notes to an appointmeort page37.
5. Add the requested services to the appointment.
SeeAdding a service to an appointment page39.

6. Make any required changes to individual services or remove any unnecessary
services.

See:
A Changing a servicen paget3.
Editing the start time of a serviom pagets.

> >

Editing the staff member for a servioe paged?.
Editing the price of a servigen pageb2.

Editing the duration of a serviamn page4.
Editing the break time of a servioa pages6

L > > >

A Removing a service from an appointmentpages8

7. If the customer requested a specific staff member for a service, record the staff
request.

SeeRecording a staff requesh paged9.

8. When the customerridves for the appointment, record their arrival in the
appointment.

SeeMarking a customer as arrivemh pages8.

9. When all services of the appointment have been completed, mark the appointment as
completed.
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Managing appointments
SeeMarking an appointment as completea pagerO.

10. Record the customer's feedback, if required.

SeeRecording customer feedbagk pager2.

11. If the customer want® schedule a repeat of the same appointment, duplicate the
appointment to a new date.

SeeDuplicating an appointmertdn pages0.

The appointment is available in the Point of Sale for payment.
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Schedule screen
Use the Schedule screen to:

A View the available timeslots of your staff members.

A View past and upcoming appointments.
SeeFinding an appointmerdn page23.

A View no-shows and completed appointments.
A Create appintments.

SeeCreating a new appointmenh page2b.
A Turn away customers.

SeeTurning a customer awayn pager4.

Opening the Schedule screen
To open the Schedusereen:

1. Load the Schedule application in your web browser.

The Schedule screen is displayed.

e I =

Saturday » [Nt
Monday N LLET :z
Tuesday > gy

I Oesna Sary |

Next Wednesday >

m 1205
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Schedule screen key fields and buttons

Field

Description

Select a day to view the
appointments for.

Yesterday
Today
Tomorrow
Friday
Saturday
Sunday
Monday
Tuesday

Next Wednesday

Select to display the appointments
for a day in theoming week, or the
previous day.

Press to turn away a customer.

SeeTurning a customer awayn
page7a4.
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Field Description
The staff members who can provic
' 3 Q ' services.
o o - o
Chnis Lauren eolin Jacqul
Press to scroll to the next page of
; : staff members.
4 »
9:00a The scheduled services and free
time-slots for each staff member ol
9134 Maria Frettas | Amber Owens |G&nna Baldry | the selected day
S:30a
9:45a Ross Britten Lauren
Guatteri
10:00a
10:15a

|Ju5tine Roper |
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Appointment screen
Use the Appointment screen to manage iriligi appointments:
A Create customers.
SeeCreating a new customen page30.
A Create appointments.
SeeCreating a new appointmenh page2b.
A Add services to appoiments.
SeeAdding a service to an appointmemt page39.
A Edit service details such as price, duration, break time or staff member.
See:
Editing the duration of a serviaa pageb4.

Editing the break time of a servioa pages6.

A
A
A Editing the start time of a servica pagess.
A

Editing the staff member for a servicepage47.

A Editing the price of a servigen pageb2.
A Reschedule appointments.

SeeRescheduling an appointmen pages3.
A Duplicate appointments.

SeeDuplicating an appointmerdn pages0.
A Mark customers as arrived.

SeeMarking a customer as arrivesh pages8.

A Mark appoinments as completed.

SeeMarking an appointment as complete pagerO.
A Record customer feedback.

SeeRecording customer feedbaok pager2.
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Opening the Appointment screen
To open the Appointment screen:
1. Press either:
A an existing appointment you want to edit
A an empty calendar slot where you want to create an appointment.
2. The Appointment screen is displayed.

— ey Tt
Detais
9:15a - 9:30a: (Please select a service) Price: [0 00
300
Book saon v Sechon; Cakr .
Sevice
175 [ brease selesta Q
sarvice)

" EEEEEEXE NG

3 20
Calowr DemiColowr DurmiColow DamuColoor DemiCalor Tamilong  YitdMecum  Tint Mens

Comection Long thedum Shor Xt2ng
3 ale
Tk Tiet Shon vt
Hegrown
B 1%a
Accictant |
Time 01t5s v Durstion. 15 mes v Break. tone v |10
(R | e

For a list of things you can do with this screemeManaging appointmenitsn pages.
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Appointment screen key fields and buttons

Customer area

— Tou 30

|
9:15a - 9:30a: (Please select a service) price: 00 [k
*20a
Book  SALON v Section: | Colouwr .
Service
§15 (Messe selecta

(s

servicn)

PPV VPOSOQSOVSPES® | -

Celour Dumy Colowr DemiColcer Demi Colour  Demi Colow TtLong TotMedium  Tint Mena
Comecaon Long Wedum Snont XLong

v 9

Tint Enon

Regrowth

Accictant O

Tme 915z v Duration. 15 mns Break  lone

[ | o’ )

Use the Customer area to view and edit the customer the appointment is booked for, the
price of the full appoimhent and any notes added on the appointment.

v | |33

Field Description

Customer Name of the customer the appointment is scheduled for.

Note: You can leave this field blank for a wailk
customer.

oW Ctstomior dotnile | Press to display the Customer detail screen.

SeeEditing a cusomer's detailon page3s.

Details Any notes or request from the customer regarding the
appointment.
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Field Description

Total The combined price of all services in the appointment.
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Service area

cusner | T 3900
Detalls: |
9:16a - 9:30a: (Please select a service) Price: 5000
*00a
Book  sALON Section  Colowr .
Service
§1% (Messe selecta 0
servicn)
VY VYV V VVVVSVPV Y poes
e
Colowr Demy Colowr DemiColoer Demi Colour  Demi Colowr TontLong Tt Meclum Tint Mena
Comecaon Long Wedum Snort KLong
LR
008
T Tim Enon
Rogrowth
158
Accictant m
Tme 915 v Duration. 15 mns * Braak  Mone T EED

Use the Service area to sel the service to be booked, the staff member to perform the
service, and edit the service's price, duration or break time.

Field Description

Time The time the selected service is scheduled. Press another slot in
Schedule area to select another time

Service The name of the selected service.

Price Press to change the price of the selected service.

SeeEditing the price of a servicen pages2

Book Select the category of service you want to add.

Secton Select the subcategory of service you want to add.
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Field Description

Service Press a service icon to book that service for the currently selectet
time slot.

SeeAdding a service to an appointmemt page39.

Note: A serviceicon may be disabled if the selected staff membe
has another appointment that would overlap that service's durat

Assistant Press an assistant icon to book that staff member for the service.

SeeEditing the staff member for a servioe paget?.

Note: Assistant icons may be disabled if that staff member alrea
has an appointment that would overlap the current service's
duration.

Press to mark the currently selected staff member as requested &
cusbmer.

SeeRecording a staff requesh pagedo.

Time Select the time the service starts.

Note: The start time relates to the service currently selected in tt
Schedule area, not the entire appointment.

Duration Select the length of time the staff member is required for the serv

Break Select the length of time the customer is required to wait after this
service, during which no staff member is required. For example, ¢
customer of a hair salon waiting foair dye to set.
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Schedule area

Appointment: 3 Apnil 2014

1595 [imesse selecta ’

3 1
Nvimst ©

Use the Schedule area to arrange the schedules of the different services within one
appointment.

Field Description

Press to add another service in the next availal
timeslot.

Press to remove the selected service.
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Field Description
9:00a The scheduled services. The times on the left
indicate the availability of staff during each
period:
S4Lq
Colour Description
9302 [(piease selecta A Green The selected staff member is
service) &8 available at this time.
Glenn .
ot Yellow The selected staff member is
o unavailable at this time, butheer
staff members are available.
Red No staff members are available at

this time.
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Menu area

cusmer Toa 3000

Detalls: |
9:16a - 9:30a: (Please select a service) Price: Booos
120a
Book SaLON v Section  Colouwr '
Service ¢
#1%a (Messe select s o

servicn)

L A 2B 2B B 2B 2B B 4 =

Celour Demi Colowr CemiColoer Demi Colowr DemiColowr TintlLong Tt Mecdlum  Tint Mens
Comrecaon Long Weaum Snont KLlong

L 2B 4

Tint Snon

Rogrowth

Accictant m

Tme 915z v Duration. 15 mns * Break  tone v [szdte

Use the Menu area to reschedule or duplicate appointments, record customer feedback, and
record when a customer has arrived and an appointment is cainplete

Field Description

Reschedate Press to reschedule or duplicate an appointment.

SeeRescheduling an appointment pageb3. Also seeDuplicating
an appointmenon pages0.

— | Presstorecord customer feedback about this appointment.

SeeRecording customer feedbagk pager2.

Press to record that the customer has arrived for their first service

SeeMarking a customeas arrivedon pages8.

Press to record that the appointment is complete.

SeeMarking an appointment as completeal pagerO.
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Customer detailsscreen
The Customer details screen records customer information such as:

A The customer's name.
A The customer's phone number and address.

A Notes on the customer, such as refreshment preferences.
Opening the Customer details screen
To open the Customer detadisreen:

1. Press an empty timglot on the Schedule screen.

The Appointment screen is displayed.

2. Press th&€ustomer field.

Appointment: 3 April 2014
(oo | | == T 3000
Detais. |
10:30a - 10:45a; (Please select a service) Price: 5000
10000
Book saLON v Section: | Celour v
Semvice:
10iss
10308 Lipmane snsoct s Q
Colour Detu Colowr Do Colour Demi Cokout  Dami Colowr  Tirfleng  TintMedum  Tint Wens sereice) -
Consason Long Mesium Shon X Long 2
———
1 éga
™
Tt Tint Shart
Regrowth
115
passiars
1130
Time: | 10:30a » Durabon. |15 mins v Break: Hosa v
T

The Customer search screen is displayed.

Scheduler user guide 19



Managing appointments

Clomes Appointment: 3 Apnl 2014
Please type a few letters to start searching...
Price: 5000 Add soevico
g 5 e
1080
16158
10308 Limaane sesect o Q
Colowr Do Colow  Dem Colour Dami Colour  DamiColowr  Tirklong  TintMedum  Tistdens service) -
Comeason Long Mesum Shot Ao a
e———
10 é5a
11koa
Tt Tint Shart
Regrowth
1115
Assistant: Requestod
-
- - - o . ‘ - ' o~
Time: 10:30a » Durabion. |15 mins v Break: (Mose »

=SS
3. Type the first few letters of the customer's first or last name.

The search results aresglayed.

Clos Appomntment: 3 Apnl 2014 =

S | ey 1o w00
There are 12 matching customers:
New customer Mr David Green | | Mr James Dean | | Mr Brent Durant | | Ms Debbie Gallirhir —]
75 Pnone Street 1 Blah Strest 3123 3000
Johrsormiie Blahviie 0492445444 0412123123
Vittona, 3700 Victora 3123
0401778223 0465440522
Ms Amy Duyhnouen | | Ms Deaglin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill
2000 111 road 23 Smitn 5t 4051 2222 4444
0406000000 road road Yarraviie 55544433308 0147625001 1234857
wiv 3314 3013
85624366 0293105508
0400123356
Ms Fern Dish | | Ms Monty Dwier
4444 2%
22222255555 (3085568874
pessan
1130a
Time: 10:30a » Durabion. |15 mins v Break: Nome ¢
[T =] (| o

4. Press the customer's name.
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Clos Appointment: 3 April 2014 =

I | ey

There are 12 matching customers:
{ | New customer Mr David Green | | Mr James Dean | | Mr Brent Durant | | Ms Debbie Gallirhir —
! 75 Pnone Street 1 Biah Street 3123 3000
Johrsornie Blatvile 0452445444 0412123123
E Victona, 3700 Viksora 3123
0401778223 0455440522
Ms Amy Duyhnouen | | Ms Deaglin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill L
3000 111 read 123 Smin 3t 4051 2222 EERE)
0400000000 road road Yarraiie 55544433308 0147885001 1234857
viv 3314 3013 .
85024556 0293165588
0400123456
Ms Fern Dish | | Ms Monty Dwier
4444 2%
22222255555 (3ABS58874
sessare
11.30n
—h - - o~ e £ ‘ - ' o~
Time: 10:30a * Durabon. |15 mins v Break Hosa v

Tom e

Show customer details
5. Press .

Completrd | |

ﬁ“ =gl

Choe Appointment: 3 Apnl 2014 =

s ] o
10:30a - 10:45a; (Please select a service) Price: ki
o , p— - 10008
Book 'salon v Section | Celour *
Senvice:
ALAL ]
10308 | {Pwase andect Q
Colowr  DetuColowr Do Colour D Cobout  DamiCofor  Tidlgng  Tint Medum  Tink Wens seroice) -
Comecson Long Masium Shont ALong 2
——
10 4ka
110
Tot Tt Shart
Regrowth
11154
passirt
11.30a
—A - - . = F, ‘ - ' o~
Time: 10:30a » Durabion. |15 mins v Break: Nome ¢

The Customer details screen is displayed.

Scheduler user guide
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o - - o o
Ttk M v First name. Do Last name. [Green
Address: |15 Phose Strest Ig&.}
Suburb L;:;mwmle State f-:lonu Postcode f7o0 100008
Phone:  pasirreaz Mobde |
(A1 ]
Notes Latte 1 sugar
— ~ — ~ ~ — N gy
10308 Limmane sesoct s Q
Color Detu Colowr Do Colour Demi Cokout  Dami Colowr  Tirflgng  TintMedum  Tint Wens service) -
Coneason Long Mesum Shot ALong o
R R
10 éca
1o
Tot Tint Shart
Regroath
1115
-
1130
Time: 10:302 v Durabion. |15 mins v Break: (Hore
) =
= o

Customer details screen key fields and buttons

Field Description
Title The customer's preferred title, such as Mr, Ms, etc.
Firstname  The customer's given me.
Last name  The customer's family name.
Address The customer's unit or house number and street.
Suburb The suburb the customer lives in.
State The state the customer lives in.
Postcode The postcode the customer lives in.
Phone The customer's landie phone number.
Mobile The customer's mobile phone number.
Notes Any notes kept on the customer. For example, refreshment preferenct

22
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Finding an appointment

Find an appointment to edit, cancel, reschedule or duplicate it, or to view the customer's
details.

Appointments are displayed by the services allocated to staff members at scheduled times.
To find an appointment:

1. Select the date of the appointment, either from the date picker or by using the days
of-theweek selections.

2 ' e ]
ih
Urweza
LI
b .. 4 Nge Msrates
Yesterday > bt sans ‘

>
= B
Querter)
e =
Saturday > jrove

Monday 3 1eo0g Dormr -
1115
Tuesday Y iz

Next Wednesday > ety |

m 1215

2. Scroll through the stafhembers if necessary to find the appointment.
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24

Sunday

Monday
Tuesday

Next Wednesday

>

>

o=

Press the appointment to open it.

Next Wednesday

|

Appointments

42 Ihn.ﬁv

10150

10 30

10420 [ovag vivae

1115
1130

1163

H

e Ihu.h

1015

1030

104%e  ong vinae

1115
1130

11 e

H
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Creating a new appointment
Create an appointment to:

A Schedule services with specific staff at a time in the future for a customer.
A Allocate staffto a walkin customer for a service.

To create an appointment:

1. Select the date of the appointment by using either thepilzker or the daysf-the-
week selections.

Tuesday >

: Cesca Sayy

Next Wednesday > L

Q290

m 205g

2. Press the timslot in the column of the staff member you want to book.

The Appointmenscreen is displayed.
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9:15a - 9:30a: (Please select a service) Price: 5600
Pta
Book saON v Sechion: Calk
Semvice
5 | Prease selecta Q
arvice| -
50
Culoot DemiColosr  Durmi Colowe  Damu Colowr Do Calouw Tt Long Titrt Mo G Tint My
Comechien Long thedum Shor Xt2ng
Jala
10004
Ted Tiet Shon
Hegrown
11a
Accicrant ﬁ
Time 01t5s v Durstion. 5 mes v Break. none v |1030a
-t ,’ - v

SeeAppointment screeon pagelo.
3. If you want to record the customer, either:
1. Find the customer.
SeeFinding a customeon page27.
2. Crede the customer if they don't already exist in your records.
SeeCreating a new customen page30.
4. Add any notes about the appointment.
SeeAdding notes to an appointmeant page37.
5. Add the required service to the appointment.
SeeAdding a service to an appointmemt page39.
6. If necessary, change the staff, price, time or duration of a service.
See:
A Editing the saff member for a serviaen paget7.
A Editing the price of a servicen pages2.
A Editing the duration of a serviae pages4.
A Editing the start time of a servicm pagess.

Save

The appointment is created.

26 Scheduler user gui



Managing appointmer

Finding a customer
Find a customer to:
A Book an appointment for a specific custorimeadvance.
SeeCreating a new appointmenh page2b.
A View the customer's details.
SeeViewing a customer's detaits page33
A Edit the customer's details.
Editing a customer's detailsn page35.
To find a customer:
1. Press an empty tim&ot on the Schedule screen.
The Appointment screen is displayed.

2. Press th€ustomerfield.

(cusamar st 5000
Details: |
10:308 - 10:45a: (Please select a service) Price: 000 [ Ao servicn |
W0k
Book:  saLomn v Seclon. | Colow
Service
315
IR [T — 5]
Cotour Dems Colowr Oee=s Colowr  Dai Colowr Oemv Colowr Tetlong  TimdMedum  Tivd Uees tviee) -
Carecdon Long Weaum Sran Xisng cat
et
100
Timt Tt St
Regrowm
1 is
st
1135
Teme 10308 ¢ Duration: 15 mins v Break: tooe ¢

The Customer search screen is displayed
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Appointment: 3 April 2014

Please type a few letters to start searching... m

T

New customer
1000
1315
R [Tee—
Cotour Dems Colowr  ODees Colow Dt Colowr Do Colowr Tetlong  TindMedum  Tivt Mees tviee) a
Long Veaum Snant Xtsog
e——
1 ate
Tirt Tt et b
Regrowm
"mels
s
- ~ 1138
- — - = [ l -~
Tene 10308 * Duraton: 15 mum v Break: tiocos ¢

3. Type the first few letters of the customer's first or last name.

The search results are displayed.

Clae Appointment: 3 April 2014
w Iﬂ o custarmn detaits Total $0.0 ]
———
There are 12 matching customers:
New customer Mr David Green | | Mr James Dean | | Mr Brent Durant | | Ms Debbie Gallirhir =
75 [Phane Sireet 1 Blah Street 3123 3000
Johnsomile Banvie 0412445845 0412123123
Victoria. 3700 Victona, 3123
0401776223 0458443322
Ms Amy Duyhnouen | | Ms Deaglin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill
3000 111 road 123 Smn S2 2051 2222 42ds
0400000000 road road Yarravile 50684433308 0147885001 1234567
wiv, 3314 1013
55555555 0393155555
0400123456

Ms Fern Dish | | Ms Monty Dwier

a244 1258
22222255555 0398566874
Assistant -
- ~ "3
Teme 10308 * Duration: 15 mins v Break: tooe ¢

4. Press the customer's name.
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Appointment: 3 April 2014

‘ Mr Brent Durant | | Ms Debbie Gallirhir | =
{ 3122 3000

0412845845 0412323123
L

Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill

2051 222 PR
55544433306 0147880001 1234567

Ms Fern Dish | | Ms Monty Dwier

22222255555 0398566874

Assstant —

e i s QRN e | g A s e R .
Teme 10308 ¢ Duration: 15 mins v Break: tooe ¢
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Creating a new customer

Create a new customer to schedule an appointment for them.

To create a newustomer:

1. Press an empty tim&lot on the Schedule screen.
2. The Appointment screen is displayed.
3. Press th&€ustomerfield.

Appointment: 3 April 2014

Detais: |

10:30a - 10:45a: {Please select a service) Price: 5000 [ A servics |
W
Book:  saLom v Seclon; | Colow v
Servce
13 1%
1999 [ mease setmct o
Codat Dems Colowr Oee=s Colow  Dari Colowr Owmv Color Tetlong  TidMedum  Tiod Wees etvice) 8
Carecdon Long Ueaum Sran Xtisng
e L
et
1000
Tit Tint Sewrt
Regrowm
"mels
Asssion
113
£=Y - o~ » ' -_— . _—
Teme 1030a ¢ Duraton: 15 mum v Break: ticos
e

The Customer search screen is displayed.

30
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Appointment: 3 April 2014

Please type a few letters to start searching... m

T

New customer
1000
1315
1999 [imeane setwct o
Cotour Dems Colowr  ODees Colow Dt Colowr Do Colowr Tetlong  TindMedum  Tivt Mees tviee) 8
Long Veaum Snant Xtsog
e——
1 ate
Tirt Tt et b
Regrowm
"mels
Assstor
- ~ 1138
- — - = [ l -~
Tene 10308 * Duraton: 15 mum v Break: tiocos ¢

4. Press thélew customerfield.
Closo Appointment: 3 Apnil 2014

Please type a fow lotters to start searching. ..

41| New customer
1200
1
12 1e
13500 | meane setect o
Cotaur Do Cofour Doy Cotowr Oet Cotour Oaenl Calowr TifLong  TintMedum  Tint Mens ervee) 3
Coerecton Long Weaum Enea KLong
O 3
13452
Tt TiSwed rees
Azgrowth
11522
Assistant
Time 10303 * Durabon: W mins * Break: tone v

= =

The Customer details screen is displayed.
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Appointment: 3 April 2014

Titie »  First name: | Lest name |
Address o
Suburd State. | Posteode | Vatie
Phone: | Mobile: | '
133
MNotes
— 2 - .2 - - — T
1140 [imease seinct o )
Cotany Dems Colowr  Oee=s Colowr  Dai Colowr O Colowr Tetlong TidMedum  Tiod Wees etvice)
Carecton Long Ueaum Srant Xisag 2
e——
toee
1h4e
Timt Tut Soent
Regrowm
1%
s ==
1 sta
> - ' - ] » _ -
Teme 10w Duraton: 15 mum v Break: tions ¢

(] i

SeeCustomeretails screemmn pagelo.

5. Type in the customer's detalils.

Hide customer details
6. Press .

The details are saved.
7. Continue creating the customer's appointment.

SeeCreating a new appointmenh page2b.
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Viewing a customer's details
For each customer, you can view:
A The customer's name.

A The customer's address.
A The customer's phone number.

A The notes kept on the customer, such as their refreshment preferences.
To view a customer's details:
1. Find the customer.

SeeFinding a customeon page27.

Show customer details
2. Press .

w ?DM Green N Show cosarnmet detalia Total $0.00
Details: |
10:308 - 10:45a: (Please select a service) Price: 000 [ Add servics |
W
Book:  salon v Sechon. | Colow v
Service
1315
L [T —— n
Coktr  Dems Oolowr Oe=sColow  Daw Colowr DemwColowr Titlong  Tinlesum  Tind Uess Stviee) -
Carecton Long Ueaum Sran Xisag oat
et
1000
Tiet Tunt Soent
Regrowm
1" is
s
13
< - o~ ‘ I o~ . o~
Tene: 10308 * Duration: 15 mins v Break: tooe ¢
= i

The Customer details screen is displayed.
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Appointment: 3 April 2014

Carecton Long Meaum Snant Xisog

‘ U
Y 9
T Tseent b
Regrowm
s

SeeCustomer details screem pagelo.
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Editing a customer's details
Edit a customer's details to change:

A The customer's name.

A The customer's address.

A The customer's phone number.

A The notes kept on the customer, such as their refreshment preferences.
To edit a customer's details:

1. Find the customer.

SeeFinding a customeon page27.

Show customer details
2. Press .

w ?DM Green N Show cosarnmet detalia Total $0.00
Details: |
10:308 - 10:45a: (Please select a service) Price: 000 [ Add servics |
W
Book:  salon v Sechon. | Colow v
Service
1315
L [T —— n
Coktr  Dems Oolowr Oe=sColow  Daw Colowr DemwColowr Titlong  Tinlesum  Tind Uess Stviee) -
Carecton Long Ueaum Sran Xisag oat
et
1000
Tiet Tunt Soent
Regrowm
1" is
s
13
< - o~ ‘ I o~ . o~
Tene: 10308 * Duration: 15 mins v Break: tooe ¢
= i

The Customer details screen is displayed.
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Appointment: 3 April 2014

—m

W v First name: Davd Lest name [Grsen
Address. 75 iPhone Stset 'iaoo
Suburt. Johasamtie State.  Nictona Posteode proo
Phone:  [4a1776221 Mobile: |
Motes:  Latte 1 sugar
- ~ - . - '
Cotour Dems Oolour  Dee=s Colowr  Darwt Colowr Oew Cotowr Tetlong  Tirdledum Tt Wess
Loog Meaum snan Xigeg
Tiet Tt St
Regrowm
Ao
Tene: | 10308 * Duration: 15 mios v Break: ticos

0%

1315

R [[erem—

ate

" iis

13

‘ PP :

SeeCustomer details screem pagelo.

3. Type any changes into the fields.
The details are saved.
36
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Adding notes to an appointment

Add notes to an appointment to record any special customer requests or details relating to
the appointment.

To add a note to the appointment
1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

B e By Il Totat: $63.00
9:15a - 10:00a; Demi Colour Medium Price: 200 [ oo sorvie |
Book | sALON * Section | Celor . festos

Sevice:

vo@oeovoee | |- -

Colowr  Det Colow JDees Colour] O Coout  DamiCotorr  Titleng Tt Medum  TitMens
Compeson Long Mpsim Shost A Long

L A 4

10808 [ adbes Stercutow .

Regrowth -

2 Jacgu

1015

s p—
16308

. = > .
Time: %152 » Durabon. |15 mins v Break. 0 mns v
s e S ==

2. Press th®etailsfield.
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Appointment: 3 Apnl 2014

‘E;[ Show cwstomms detadls . ,m*m {

9:15a - 10:00a: Demi Colour Medium

pe: i

Book 'saLon v Section | Celour *

Service:
258 [ Demi Colour Mosum a

Y 9 ’ L A R B B ses P
50

Colour  Deiri Colowr [DWe O Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens

Convesan Long Shon *Long
bate
10808 [ adbes Stercutow ’

le -

Qe Jacga

10 1%e

pessan
10300

O . " - ' "e S < P~ ~

Time: %152 v Durabon. |15 mins v Break, 0 mns v

Dol Il _ el
- . - |

3. Type the information you want to record.

Save
4, Pres.

The appointment notes are saved.
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Adding a service to an appintment

Add a service to an appointment to schedule a specific staff member to perform a task for
the customer at a specified time. Appointments must have at least one service.

To add a service to an appointment:

1. Press either:
A The appointment you want &alit in the Schedule screen.
A A blank slot in the Schedule screen where you want to create an appointment.

The Appointment screen is displayed.

Customer: Gsona baiar, 5 Total $39.00

Details: |

8:15a - 10:00a: Demi Colour Medium Price: 54500 W
000
Book:  saLon v Seclion: | Colow v
Servce
5150 L Desw Cotoun Medum B
Y 9V V VVVVP Y s won
520
Cotar Dems Colowr [Cema Otlout] Dermi Colowr Do Cotor Tethong  TindMedum  Tiod Mess
Carecton Long Medum Shan Xiseg
el
Tist Tt Soent e Lathes Dhariutbw
Regrowm -
208 o
s
-
r-_w 3%
-
Teme 51%a v Durabon: 15 mm v Break: 10 mm ¢
e— e
e s e T
2. Either:

1. Press the time slot in the Schedule area where you want to add a service, if you
want to schedule theesvice for a particular time.

2. Pres to add a service in the next available tighet.
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U onipdosd

The blank sevice is added.

Appointment: 3 April 2014

11:30a - 11:45a: {Please select a service)

Book:  saLom v Section: | Celow v
Service:

P VVVIVIIVNPIPFQ

Codtsr DemsOolour O=sColow Dami Colowr OenwCaiow  Tekong  TidMedum  Tind Mess
Cameaon Long Meaum snant Xtoeg R § [Tsmp—" f

=
¥
-

3. Select theBook andSectionof the service you want.

The available services within that Book and Section are displayed.
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Clorne Appointment: 3 April 2014

11:30a - 11:45a: {Please select a service)

i[f
i

L

J Bd

19 B9 B Y
HY (9 HY
O i

PPPD | fu—=

Gal Oenans Manans Hat st Pl
Oubore Remoew 080
J T
Polan

111308 ¢ Duration 15 mins v Break: toos o [T

!

Appointment: 3 April 2014

11:30a - 11:45a: French Polish
Book: Mass v
Service: B :
PP )
Acryie Acrpic e Bus Ang
Owflyys  Redsince  Rafis Poash L oo 8
O OO -
CalOwius  Gel ColRsty  Incusiaal

Resaance Fiweaing o
VARV RN i
Polan Sutace Temperary

ks .

umo Durahon: 15 mins v Break: tooe ¢ [T

5. Press the assistant icon of the staff member you want to perform the service.
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Cuslomer: Geona Baiery s Total: $79.00
Detaits: |
11:30a - 11:45a: French Polish Price: 5% 00 [ A service |
Bool: | ras
00
—
"te
e 2[0]s = 2 &
- - ol - - 28 — (o) o
| french Puksh
Cns Laursn san Jacqul MNebs pat Guann
{1308 o
§ 23002 A
Lo Eob i Jussne Caoine Mictiast Jan 12089
L] ‘ e
3 - AL i a - e
Leigh Jure Ahsen Margot et testpe 22
Teme: 11308 ¢ Durabon: 15 mins v Break: tooe ¢ [
e e e —

Note: Assistant icons are disabled if the staff member already has another
appointment at that time. SEeliting the staff member for a servioe paget7.

6. If the staff member was requested by the customer, .

SeeRecording a staff requesh pagedo.

7. If necessary, edit the service price, duration or break. See

A Editing the priceof a serviceon pages2.
A Editing the duration of a serviaan pages4.
A Editing the break time of a servioa pages6.

La
8. Pres.

The service is added to the appointment.
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Managing appointmer

Edit a service when you want to change it to another service. For example, a hair salon
customer originally requested a particular hair treatment and has changed their mind.

To edit the type of service:

1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

|

Total: $69.00
Details: |
9:166 - 10:008: Demi Colour Medium price:
e
Book salon v Section: | Celour .
Semvice te
SIS L oemi Colour Mosum Q
Q ' O Q Q O O Q sz sein
B
Colonr Dei Colowr [De Coloor| ODerdi Cokout  DamiColowr  Tikleng Tt Medum  Tink Wens
Comecaon Long Mpsum Shont ALong
LELEY
Tt Tint Shant 10808 [ adbes Stercutow '
Regroath -
e Jacga
1015
sassan _—
16308
Time: 2152 v Durabon. |15 mins v Break. 0 mns v

2. Press the service you want to edit in the Schedule area of the Appointment screen.

The service is highlighted.
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Appointment: 3 Apnl 2014

‘E;[ Show cwstomms detadls . ,m*m {

9:15a - 10:00a; Demi Colour Medium Price: 54500

Book |saon v Section |Celour .

Senvice:

"”'Q'Q

. Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens

Toloa Dt Celow |0
v Shon *Long

Convesan Long

"

me

-
e . " - ' - _ P "~

Time: %152 v Durabon. |15 mins v Break, 0 mns v
] o |

3. Press the service you want to switch to.

1015

18300

Appointment: 3 Apnl 2014

Show cwstonmms detadls

15015 Tt Regrowts e i
hAte

Book |saon v Section |Celour .

Semvice.
3158

PPPPPPPO® | |-

Colowr  DemuColow  Dems Colour D Cobout  DamiColor  Tidleng  Tint Medum  Tink bens

Coneeson Long Masium Shon xLong
: b dta
|- 1080 [Lades stpicuttw '
- -
Qe Jacoa
1015
sassare
16308

O . " - ' =3 _ o ~

Time: %152 v Durabon. |15 mins v Break, 4Emns v

Save

The new service is saved.
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Editing the start time of a service

Edit a service's start time when you need to move a service to another time without
changing the time of its appointmte

To edit the start time of a service:

1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

Customer. hhrﬂi B“fY &_’ Total: $69 00

9:154 - 10:00a: Demi Colour Medium Price: iz 00
te
Book salon v Section: | Celour .
Semvice: =
38 L Demi Colour Mosum o
Y 9 9V V VOV VP van wn
0e
Colowr  Detv Colow [Dems Cotoor| Deri Cokout  DamiColor  TifLeng Tl Medum  Tirttens
Comecson Long Mesum Shont X Loy
LELEY
Tt Tht St 10800 [ ades Shpccatow .
Regrowth 0 45
et Jncou
10 15e
s
10300
‘ - ' N )
Time: 2152 v Durabon. 15mns Break: 0 mns *

e P =

Press the service you want to edit in the Schedule area of the Appointment screen.

The service is highlighted.
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Appomntment: 3 Apnl 2014

9:15a - 10:008: Demi Colour Medium Add
Baok |saON +|  Sechion |Colow . goosy J
Service:

Colowr Dwiii Colow |Des
Comeson g |

2B 4

Tt Tint Shart
Regrowth

{E0e

oot OamiCobkul  DamiCotowr  Tirkleng  TinlMedum  TirkWens
Shot *Long

1015a

— —-—

.. - " A_;Jn¥,1\—m‘.m%-k.
Time: (2152 | Durabon. |15 mins * Break: (Y0 mns v

9:15a - 10:00a; Demi Colour Medium rice: b0 | (D S
[

Baok |saon | Secton [Cobw v J
2950 L Demi Cotour Mosum '
VY V VY9 s e
o 2l
foot| s Cobut DamiColowr  Tikleng  TinlMedum  Titdns
] shon ALong
¥ate

1015a

" Ar;v:'d (r} Completed |

4. Select the new time of the service.

Save

The new start time for the service is saved.
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Editing the staff member for a service

Edit the staff member of a service if you want the service to be allocated to a different staff
member.

To edit the staff member for a service:
1. Press the appointment you want to edit in the Sdeestreen.

The Appointment screen is displayed.

Customer. ﬁsm Badry &_; Show camttmmes dotail Total: $69 00
9:15a - 10:00a: Demi Colour Medium Price: 200 [ oo sorvie |
vace
Book 'saLon v Section’ | Celour .
Semvice: K-
SIS L oemi Colour Mosum Q
Y 9 9V V VOV VP o oo
5 3te
Colour  DemiColow |Des Cotoor| Osmi Cokur  DamiColore  Tirtleng  TintMedum Tt thens
Comecson Long Mpsum Shon xLong
rite
Tt Tht St 10800 [ ades Shpccatow .
Regrowth 0 45
2 Jacou
101%e
-
10308
Time: 2152 v Durabon. |15 mins v Break. 0 mns v
[ Comcel ppoiremced” )| ieciedete |~ Fecdiw | "~ Compiied

2. Press the service you want to edit in the Schedule area of the Appointment screen.

The service is highlighted.
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Appomntment: 3 Apnl 2014

9:15a - 10:00a: Demi Colour Medium
Book |SALON +|  Section: | Colowr . e J
Semvice:

A

Regrowth

L A 2B 2B 2B 4

t| DKmCobur DamiColow TieLeng  TtMesum  Tiredns
s Shont Along

{E0e

1015

s

. - M.J!D._A—m_m—_.y.
Time: (2152 v | Durabon. |15 mins * Break: J0mns v

9:15a - 10:00a: Demi Colour Medium

Book [saou+| Secbon [coow

Assistant. [y
e
9 o 9 & 92 9 b 5 =
- - - i Suls e ey
Sy Laute Incyps LS 2ol SETE
it
2 g 2 &
Lurs = | Want e Tutinx Wchast an
2 %3¢
a 2 2 a =
|an 10 siyim Magal ) fenipes 16 30
Time: %16 v Durabon: |15 mins v | Break: J0mns v

Save
P s |

The new staff member booking is saved.
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Recording a staff request

Record a staff request when a customer has asked for a specific staff memisernfarea
or appointment.

To record a staff request:
1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

Customer. ﬁsm Badry ! &_; Show camttmmes dotail Total: $69 00
9:15a - 10:00a: Demi Colour Medium Price: 200 [ oo sorvie |
vace
Book 'saLon v Section’ | Celour v
Semvice: K-
SIS L oemi Colour Mosum Q
Y 9 9V V VOV VP o oo
5 3te
Colour  DemiColow |Des Cotoor| Osmi Cokur  DamiColore  Tirtleng  TintMedum Tt thens
Comecson Long Mpsum Shon xLong
rite
Tt Tht St 10800 [ ades Shpccatow .
Regrowth 0 45
2 Jacou
101%e
-
) 10308
» - > .
Time: 2152 v Durabon. |15 mins v Break. 0 mns v
[ Comcel ppoiremced” )| ieciedete |~ Fecdiw |

2. Press the service you want to edit in the Schedule area of the Appointment screen.

The service is higlghted.
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Appointment: 3 Apnl 2014

‘E;[ Show cwstomms detadls . ,m*m {

9:15a - 10:00a; Demi Colour Medium Price: 54500

Book |saon v Section |Celour .

Senvice:

L 2R JE 2K 2K 2% 2K 2R 2

Colour  Deiri Colowr [DWe O Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens
Comeason Long { ¥ Shost ALong

"

me

1015

-
e . " - ' - _ P "~

Time: %152 v Durabon. |15 mins v Break, 0 mns v
(| o |

3. Press the assistant icon of the requested staff member.

18300

Appointment: 3 April 2014

Show cwstonmmes detadls

9:154 - 10:00a; Demi Colour Medium Price: k2 00

Book 'saLon v Section | Celour *

Asststant ERE I [ TT— a
e 1 . 1 v < - s san
3 o || Y W
A e ) ! lom » s e

bite
F @ @ 9 0 2 @
S 10808 [ adbes Stprcutow '
! = n it - n i .—-
Qe Jncou
v g [ . - N 1015a
< > 1, :
28 .. a5 & e b Mot
pore | | f I 10 30n
Time: 2152 v Durabon. 15 mns v Break; 0 mns *
emcate | Feciioch TRt | Coreiced |
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Appomtment: 3 Apnl 2014

9:15a - uu-mcaw Medium
Book [saon | Secton [colw o e J
Assistant i

2 = 2 2
3 2 2 2 @
2922322
Time: 215 v ‘Durabon: |15 min © |

The staff member request is recorded.
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Break: 0mns v
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Editing the price of a service

Edit the price of a service if you need to change how much a customer will be doarged
an appointment or particular service.

Note: This procedure only changes the price of the service for the selected appointment.
No other appointments are changed.

To edit the price of a service:

1. Press the appointment you want to edit in the Schedrdersc

The Appointment screen is displayed.

> ;
Customer: (erea Badr, k1 Total: $69 00
Details: |
9:15a - 10:00a; Demi Colour Medium Price: 545 00 [ oo sorvc |
ibe
Book saO0n v Section: | Celour .
Service K-
SIS L Demi Colour Mosum 0

vovoPovoeoee || -

Colowr  DetuColowr IDee Cotoor| Oari Cokour  DamiCotor  TiedLeng Tt Medum  Tirk bens

Conmeason Long Mesum Shot A Long
LR
Tt Tit Soart 10808 [ adbes Stercutow .
Regrowth 8 o
e Jacga
1015
—
1030w
Time: 2152 v Durabon. |15 mins * Break. 0 mns *
— B
(o | |

2. Press the service you want to edit in the Schedule area of the Appointment screen.

The service is highlighted.
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Appointment: 3 Apnl 2014

L ey

9:15 - 10:00a; Demi Colour Medium Price: 5400
Book sAaLON v Section’ | Celour .
Senvice:

voPovoeoewe

Colowr D Cclowr |Deew Coloor| Oami Colour  DamiColowr  TifLeng  TintMedum  Tinttens
Conecson Long My Shont xLong
Tt Tt Shart
Regrowth
st
W ‘ - ' 2 _ g~ 1 "~
Time: %152 Durabon. |15 mins v Break: 0 mns

(e Lo |

Press th@rice field.

Appointment: 3 Apnl 2014

10808 [ adbes Stprcutow ’
(B &
Qe Jacou
10 1%e
10300
]

L ey

9:154 - 10:00a; Demi Colour Medium lPrlu: 25 00 l
Book |saon v Sechion | Celour . ik
Service:
: 258 Demi Cotour Mosum a
L AR AL 2R 2R 2B 2 R 4 e o
v 0e
Colowt  Dwiv Colow [Dees Cotoor| DamiCokur  DamiColowe  Titleng  TintMedum  Tietens
Conmeasan Long M Shot xLong
LELM
Tat ThiSor 10808 [ adbes Stprcutow .
Regrowth -
Qe Jacga
10 1%e
— | -
W ‘ - ' = n "~
Time: 2152 v Durabon. 15mns v Break; 0 mns *
(|
4. Type the new price of the service.
Save
5. Pres.
The new service price is sale
53
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Editing the duration of a service

Edit the duration of a service when it is likely to take more or less time than the standard
service. For example, if the customer has made a specific request that requireenore

Note: The service duration is only edited for this appointmiptother appointments or
services are changed.

To edit the duration of a service:

1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

v
Customar. ijnma Badry ;_L_ Total: $69 .00
Details: |
9:15a - 10:00a; Demi Colour Medium Price: 545 00 [ oo sorvc |
it
Book SALON + Section: | Celour
Semvice e
S5 L Demi Colour Mosum o
e
Toloa Detv Colowr [0t Colour| Darsi Cokout  DamiCotowr  Tiklgng Tl Medum  Tink Wens
Comecaon Long Msrum Shont xLong
LR
Tt Tit Soart 10808 [ adbes Stercutow '
Regroath -
e Jacga
1015
possian
1030w
‘ -~ '
Time: 2152 v Durabon. |15 mins * Break. 0 mns *
(|

2. Press the service you want to edit in the Schedule area of the Appointment screen.

The service is highlighted.
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Appomntment: 3 Apnl 2014

9:15a - 10:008: Demi Colour Medium Add
Baok |saON +|  Sechion |Colow . goosy J
Service:

L 4B 4

Colowr Dwiii Colow |Des
Comeson g |

2B 4

Tt Tint Shart
Regrowth

{E0e

oot OamiCobkul  DamiCotowr  Tirkleng  TinlMedum  TirkWens
Shot *Long

1015a

— —-—

.. - " A_;Jn¥,1\—m‘.m%-k.
Time: (2152 | Durabon. |15 mins * Break: (Y0 mns v

9:15a - 10:00a; Demi Colour Medium rice: b0 | (D S
[

Book [saou+| Secbon [coow J

CRE [ —— '

v VvV 9 . -

o 2l
foot| s Cobut DamiColowr  Tikleng  TinlMedum  Titdns
] shon ALong

1015a

" Ar;v:'d (r} Completed |

4. Select the new duration of the service.

Save

The service duration for this appointment is saved.
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Editing the break time of a service

Edit the break time of a service when the customerétylifo need more or less time
waiting after the active portion of their service. For example, at a hair salon, a particular
hair colour may need a longer period to set in a customer's hair.

Note: The service break time is only edited for this appointméatother appointments

or services are changed.

To edit the break time of a service:

1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

Custormer: ferea B, &l Tolt 36200
Details. |
9:15a - 10:00a; Demi Colour Medium Price: 545 00 [ iteamorm sorvics |
™
Book sAaLON v Section: | Celour .
Semvice v
SIS L Demi Colour Mosum Q
O Q Q Q O Q O Q a5 earn
e
Colour Deiu Colowr [0 Coloor| ODsrsi Cokout  DamiColor  Tidleng Tt Medum  Tink Wens
Conmeason Long Mesum Shont ALong
¥ dla
Tt Tt Sart 10808 [ adves Stprcutiow '
Regrowth -
2t Jcom
10 1%e
-
10 30a
I -~ '
Time: %152 v Durabon. 15mns v Brealk: 0 mns *
" " —— ey

2. Press the service you want to edit in the Schedule area of the Appotracreen.

The service is highlighted.
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3. Press th8reak field.

4. Select the new break time of the service.

Save
5. Pres.

The break time for this service in the appointment is saved.
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