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Managing appointments

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 appointments, and send
them to the Point of Sale for payment once completed. For a walk-through of how

appointments work, see Processing appointments on page 5.

manually.

Note: The Scheduler services, customers and staff members are maintained 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

Key concepts

Appointment
Assistant
Book

Break

Also see:

= Schedule screen on page 7.
= Appointment screen on page 10.
= Customer details screen on page 19.
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Managing appointments

What you can do:

Creating a new appointment on page 25.
Finding an appointment on page 23.

Turning a customer away on page 74.

Creating a new customer on page 30.

Finding a customer on page 27.

Viewing a customer's details on page 33.
Editing a customer's details on page 35.
Duplicating an appointment on page 60.
Rescheduling an appointment on page 63.
Cancelling an appointment on page 66.
Marking a customer as arrived on page 68.
Marking an appointment as completed on page 70.
Recording customer feedback on page 72.
Adding a service to an appointment on page 39.
Editing the start time of a service on page 45.
Changing a service on page 43.

Editing the staff member for a service on page 47.
Recording a staff request on page 49.

Editing the price of a service on page 52.
Editing the duration of a service on page 54.
Editing the break time of a service on page 56.

Removing a service from an appointment on page 58.

Adding notes to an appointment on page 37.
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Managing appointments

Processing appointments
When a customer requests an appointment:
1. Find a suitable time on for their appointment and create a new appointment.
See Creating a new appointment on page 25.

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

See Finding an appointment on page 23.
Also see Duplicating an appointment on page 60.
3. Search for the customer or create a new customer if necessary.
See Finding a customer on page 27.
Also see Creating a new customer on page 30
4. Add any notes or requests to the appointment.
See Adding notes to an appointment on page 37.
5. Add the requested services to the appointment.
See Adding a service to an appointment on page 39.

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

See:

= Changing a service on page 43.

= Editing the start time of a service on page 45.

= Editing the staff member for a service on page 47.

= Editing the price of a service on page 52.

= Editing the duration of a service on page 54.

= Editing the break time of a service on page 56

= Removing a service from an appointment on page 58

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

See Recording a staff request on page 49.

8. When the customer arrives for the appointment, record their arrival in the
appointment.

See Marking a customer as arrived on page 68.

9. When all services of the appointment have been completed, mark the appointment as
completed.
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Managing appointments
See Marking an appointment as completed on page 70.
10. Record the customer's feedback, if required.
See Recording customer feedback on page 72.

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

See Duplicating an appointment on page 60.

The appointment is available in the Point of Sale for payment.
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Managing appointments

Schedule screen

Use the Schedule screen to:

View the available time-slots of your staff members.
View past and upcoming appointments.

See Finding an appointment on page 23.
View no-shows and completed appointments.
Create appointments.

See Creating a new appointment on page 25.
Turn away customers.

See Turning a customer away on page 74.

Opening the Schedule screen

To open the Schedule screen:

1.

Load the Schedule application in your web browser.

The Schedule screen is displayed.

Tuesday S

| Geana Bairy
{

Next Wednesday >

m 205g
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Managing appointments

Schedule screen key fields and buttons

Field Description

Select a day to view the
appointments for.

Select to display the appointments
Yesterday ’ for a day in the coming week, or the
previous day.

Today >
Tomorrow >
Friday >
Saturday >
Sunday >
Monday >
Tuesday >
Next Wednesday >

Press to turn away a customer.

See Turning a customer away on
page 74.
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Field

Description

¢

L 8 & &

The staff members who can provide
services.

Chnis Lauren eoln Jacqul
Press to scroll to the next page of
; - staff members.
4 i3
9:00a The scheduled services and free
time-slots for each staff member on
513a Maria Freitas | Amber Owens |G&nna Baldry | the selected day.
5:30a
9:45a Ross Britten Lauren
Guatteri
10:00a
10:15a

|Ju5tine Roper |
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Managing appointments

Appointment screen

Use the Appointment screen to manage individual appointments:

10

Create customers.

See Creating a new customer on page 30.

Create appointments.

See Creating a new appointment on page 25.

Add services to appointments.

See Adding a service to an appointment on page 39.

Edit service details such as price, duration, break time or staff member.

See:

Editing the duration of a service on page 54.
= Editing the break time of a service on page 56.
= Editing the start time of a service on page 45.
= Editing the staff member for a service on page 47.
= Editing the price of a service on page 52.
Reschedule appointments.

See Rescheduling an appointment on page 63.
Duplicate appointments.

See Duplicating an appointment on page 60.
Mark customers as arrived.

See Marking a customer as arrived on page 68.

Mark appointments as completed.

See Marking an appointment as completed on page 70.

Record customer feedback.

See Recording customer feedback on page 72.
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Opening the Appointment screen
To open the Appointment screen:
1. Press either:
= an existing appointment you want to edit
= an empty calendar slot where you want to create an appointment.
2. The Appointment screen is displayed.

G| = o 800
Detads
9:15a - 9:30a: (Please select a service) Price: 15000
300
Book saon v Sechion; Cakw .
Sevice
75 brease selest s B
sarvice)

" EEEEEEXE NG

3 20
Caloar DemiColowr DurmiColowr DamuColoor DemuCalor TamdLong Vit Mecum  Tint Meny

Comection Long thedum Short Xt2ng
3 ale
Tt Tiet Shon ot
Hegrown
w1ta
Accsrant |
Time. 015 Durstion: 15 mes v Bresk. Mone v [1030a
=

For a list of things you can do with this screen, see Managing appointments on page 3.
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Appointment screen key fields and buttons

Customer area

Cuser | o 0

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

(s

servicn)

PPV VPOSOQSOVSPES® | -

Colewr Dumy Colowr DemiColcer Demi Colour  Demi Colow Tt Long TotMedium  Tint Mena

Comecaon Long Wedum Snont XLong
LR L)
20008
T Tint Enon
Rogrowth
158
Accictant b el
Tme 915z v Duration. 15 mns Break  tone v e

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

Field Description

Customer Name of the customer the appointment is scheduled for.

Note: You can leave this field blank for a walk-in
customer.

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

See Editing a customer's details on page 35.

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

— Tou 30

9:16a - 9:30a: (Please select a service) Price: 5000 m
To0a
Book SALON v Section  Colouwr '
Service

95 LiMesse selecta
servicn)

VP VvV VIV IVPVVIPIFQP =

e

>

Coleur Demy Colowr DemiColoer Demi Colour  Demi Colowr TontLong TotMecium  Tint Mena
Comrecaon Long Wedum Snont KLong

T Tint Enon
Rogrowth

Accictant m

Tme. 915z v Duration. 15 mns * Break  Mone T EED
[oschoduto | Fomtiock

Use the Service area to select 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 the
Schedule area to select another time.

Service The name of the selected service.

Price Press to change the price of the selected service.

See Editing the price of a service on page 52

Book Select the category of service you want to add.

Section 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 selected
time slot.

See Adding a service to an appointment on page 39.

Note: A service icon may be disabled if the selected staff member
has another appointment that would overlap that service's duration.

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

See Editing the staff member for a service on page 47.

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

Press to mark the currently selected staff member as requested by the
customer.

See Recording a staff request on page 49.

Time Select the time the service starts.

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

Duration Select the length of time the staff member is required for the service.

Break Select the length of time the customer is required to wait after this
service, during which no staff member is required. For example, a
customer of a hair salon waiting for hair 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 available
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:

S4Lg
Colour Description

9302 [(piease selecta A Green  The selected staff member is

service) &8 available at this time.
Glenn i
ot Yellow The selected staff member is
o unavailable at this time, but other
staff members are available.

Red No staff members are available at
this time.
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Menu area

— Tou 800

Detais

9:15a - 9:30a: (Please select a service) o

Book  sALON v Section’ | Cobour v *20a

Senvice = [::;M‘ 5
PV VIV IVFIVIVFIIFQP -

Colowr Demy Colowr DemiColoer Demi Colour  Demi Colowr TontLong Tt Meclum Tint Mena
Comrecaon Long Wedum Snont KLong

T Tim Enon
Rogrowth

Accictant m

Tme 915z v Duration. 15 mns * Braeak  Mone v |bade

W —

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

Field Description

Reschedate Press to reschedule or duplicate an appointment.

See Rescheduling an appointment on page 63. Also see Duplicating
an appointment on page 60.

= | Pressto record customer feedback about this appointment.

See Recording customer feedback on page 72.

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

See Marking a customer as arrived on page 68.

Press to record that the appointment is complete.

See Marking an appointment as completed on page 70.
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Customer details screen
The Customer details screen records customer information such as:

= The customer's name.
= The customer's phone number and address.
= Notes on the customer, such as refreshment preferences.

Opening the Customer details screen
To open the Customer details screen:
1. Press an empty time-slot on the Schedule screen.

The Appointment screen is displayed.

2. Press the Customer field.

(s | | Tot 00
Details. |
10:30a - 10:45a; (Please select s service) Price: 5000
100000
Book saLON v Section: | Celour .
Senvice:
V0158
LRI [ToeF—— Q
Tolour DetuColow  Dems Colour Demi Colout  Darmi Cotorr Tidleng  TintMesum  Tint thens sereice) -
Comecson Long Mesium Shont xLong 2
———
10 ek
110
Tt Tt Shant
Regrowth
1115
e _—=
11300
“n - S ) ‘ - l —~
Time: | 10:30a » Durabon. |15 mins v Break: Hosa v
—=y

The Customer search screen is displayed.
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Chome Appointment: 3 Apnl 2014 ‘

Please type a few letters to start searching...
Price: 500 Add service
= B [ i
10000
10150
10300 imaane sesnct s
Colowr  DetuColowr Do Colour D Cobout  DamiCotor  Tikleng  TintMedum  Tink Wens seroice) a
Convesan Long Msium Shon xLong a2
e——
10 ésa
110
Tt Tt Shart
Regrowth
11154
Assistant: Requestod
- |
= Y - o~ c» £ ‘ - ' o~
Time: 10:30a » Durabion. |15 mins v Break: Nome
_ae=
3. Type the first few letters of the customer's first or last name.
The search results are displayed.
Ch Appomntment: 3 Apnl 2014
| ST Josk $000
e
There are 12 matching customers:
New customer Mr David Green | | Mr James Dean | | Mr Brent Durant | | Ms Debbie Gallirhir -
75 iPnone Streat 1 Biah Strest 3123 3000
Johrsormite Blahviie 0472445448 0412123122
Vittona, 3700 Victora 3123
0401778223 0466442522
Ms Amy Duyhnouen | | Ms Deaglin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill
3000 111 road 23 Snitn 5t 4051 2222 4444
0406030000 road road Yaraie 55544433308 0147825001 1234857
viv. 3314 013
89524356 0203165508
0400123456
Ms Fern Dish | | Ms Monty Dwier
4444 3256
22222255555 (308558674
Assistant: Requestod
-
= - - £ £ ‘ - l o~
Time: | 10:302 Durabon. | 15 mins v Break: (Nose v
=

4. Press the customer's name.

20
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Chome Appointment: 3 Apnl 2014 ‘

There are 12 matching customers:
{ | New customer Mr David Green Mr Brent Durant | | Ms Debbie Gallirhir —
! 75 iPnone Street 3123 3000
Johrsornie 0452445444 0412123123
E Victona, 3700
0401778223
Ms Amy Duyhnouen | | Ms Deaglin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill !
3000 111 read 123 Smin 3t 4051 2222 1244
0400000000 road road Yarraiie 55544433308 0147885001 1234857
viv 3314 3013 .
85024556 0293165588
0400123456

Ms Fern Dish | | Ms Monty Dwier

44d4 2%
22222255555 0398558874

s
—h - - o~ s = £ ‘ - ' o~

Time: 10:30a * Durabon. |15 mins v Break Hosa v

T -

Show customer details
5. Press .

‘Q Show cwstommes detadls
Details: | |

10:30a - 10:45a; (Please select a service) Price: ki
Book |saon v Section |Celoer N ez
Senvice:
ALA1 ]

veovo9eee |

OetuCclow  Ders Cologr Demi Colout - Dami Cotorr Tirdleng  TintMedum  Tirt thens

c«vloon Long Masium Shost xLong o
—
10 4Ea
11k
RIM
11154

et
= W - o~ rea F ‘ - ' o~

Time: 10:30a * Durabion. |15 mins v Break: Nome ¢
[T ] =

The Customer details screen is displayed.
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o - - o
Titla Me v First name b;;b Last name )“;:vv
Address: [ Phoss Straes [0 00
Suburt [hnsomiba State f-’T:touu Postcode: 7700 100008
Phone:  pasirreaz Mobde |
(A1 ]
Notes Late 1 sugar
— - v T ——
10308 imaane snsect s Q
Toloa DetuColow Do Colour Demi Colout  Dami Cotorr  Tindlgng Tt Mesum  Tintthens sereice) "~
Conscson Long Mesium Shont xLong o
R R
10 45a
1140
Tt Tt Shant
Regrowth
1115
—
1130
Time: 10:302 v Durabion. |15 mins v Break: (Hore
== S b e M
S|

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 name.
Lastname  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 landline phone number.
Mobile The customer's mobile phone number.
Notes Any notes kept on the customer. For example, refreshment preferences.

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.

Managing appointments

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-the-week selections.

Yesterday >

8 20
Today L I
Tomorrow > Licoos
Friday > o5
Saturday > 1o
Sunday y 1ot
Monday y

1115
Tuesday >

11
Next Wednesday >

11

12009

Urweza v
Ker
Uisen

Qurra Bakvy

Ganra Dyery I

Laser

2. Scroll through the staff members if necessary to find the appointment.

Scheduler user guide
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Sunday

Monday
Tuesday

Next Wednesday

>

>

o=

|

Appointments

42 Ihn.ﬁv

10150

10 30

10420 [ovag vivae

1115
1130

1163

3. Press the appointment to open it.

Next Wednesday

24

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:

= Schedule services with specific staff at a time in the future for a customer.
= Allocate staff to a walk-in customer for a service.

To create an appointment:

1. Select the date of the appointment by using either the date-picker or the days-of-the-
week selections.

A—ppointmenls

00 Meersts
e
3 —{ LA [unm- 2oter Owers || Gesen Bery  Jamne Jastes Rose ligs rorates
Yesterday > s e

Tomorrow > T -
s = ik =
Saturday » [ron ‘

Monday y [ Lowret

Tuesday > e

| Gena By

Next Wednesday > L

w2

m 125

2. Press the time-slot in the column of the staff member you want to book.

The Appointment screen is displayed.
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M c:.u-;nm hetaids

9:15a - 9:30a: (Please select a service) Price: 55600 m

Book | SaON v Sechion: Caokw

Semvice

T Prease selesta 0
service)

VPV VvVVVNIVIVNQPIF QP J S

Calor DemiColor DumiColow DemuColoor DamiCalor Totlong Vit Mecum  TintMens
Comechion Leng e dum Short XL=2ng

004
Tod Tiet Shont
Hegrowh
11a
Accsstant o el
Time 01t5s » Durstion. 15 mes v Break. hNooe v |1030a
A

See Appointment screen on page 10.
3. If you want to record the customer, either:
1. Find the customer.
See Finding a customer on page 27.
2. Create the customer if they don't already exist in your records.
See Creating a new customer on page 30.
4. Add any notes about the appointment.
See Adding notes to an appointment on page 37.
5. Add the required service to the appointment.
See Adding a service to an appointment on page 39.
6. If necessary, change the staff, price, time or duration of a service.
See:
= Editing the staff member for a service on page 47.
= Editing the price of a service on page 52.

= Editing the duration of a service on page 54.
= Editing the start time of a service on page 45.

Save

The appointment is created.
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Finding a customer
Find a customer to:
= Book an appointment for a specific customer in advance.
See Creating a new appointment on page 25.

= View the customer's details.
See Viewing a customer’s details on page 33
= Edit the customer’s details.
Editing a customer's details on page 35.
To find a customer:
1. Press an empty time-slot on the Schedule screen.
The Appointment screen is displayed.

2. Press the Customer field.

10:30a - 10:45a: (Please select a service) Price: 5000 m
W0k
Book:  saLomn v Seclon. | Colow
Service
3%
| (eane suimet )
Codouy Dems Colowr  Oees Colowr  Dai Colowr Oemu Colowr Tedlong Vi Medum i Wees ervee) -
Carecdon Long Meaum Shan Xiong cat
et
10
Timt Tt Sovent
Regrowm
1 is
Assston
1130
Teme: 1030s ¢ Duration: 15 mims v Break: tiooe ¢

The Customer search screen is displayed.
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Clorse Appointment: 3 April 2014

o 000
Please type a few letters to start searching... m
Price: -000 Add service
e 5 —_—J
00
1315
L [Te—
Coktr  DemsColowr Dee=sColow  Da Colowr Do Catowr Tetlong  TirdMesum  TivUess Sty a
Camrecdon Loog Meaum Shant Xtgog
C—
10ate
T Ttseen hvager
Regrowm
" iis
s
— 113
- - - S N l Ny - ¢ I -
Tene: | 10308 * Duration: 15 mns v Break: tioos ¢

Bechodale B Foodbock §

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

The search results are displayed.

Appointment: 3 April 2014

Thow custormeet detaiby

e

There are 12 matching customers:
New customer Mr David Green | | Mr James Dean | | Mr Brent Durant | | Ms Debbie Gallirhir =
75 IPhane Syreet 1 Biah Street 322 3000
Johnsomile Danvie 0412445845 0412123123
Victona, 3700 Victona, 3123
0401776223 0466483322
Ms Amy Duyhnouen | | Ms Deagiin Clarke | | Mr David Smith | | Ms Nic Dank | | Ms Jane Doe | | Ms Dafney Schill
3000 111 road 123 Sman St 2051 2222 4248
0400000000 road road Yarravile B5584433308 0147885001 1234367
wiv, 3314 1013
55555555 0393155555
0400123456
Ms Fern Dish | | Ms Monty Dwier
4444 2258
22222255555 0398566374
s
- — 13
- N - = | 08 I -~ :
Teme 10308 * Duration: 15 mins v Break: tioos ¢

S “m.

4. Press the customer's name.

28
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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 new customer:

1. Press an empty time-slot on the Schedule screen.
2. The Appointment screen is displayed.
3. Press the Customer field.

Appointment: 3 April 2014

Close
Details: ]
10:308 - 10:45a: (Please select a service) Price: 000 [ Add service |
W
Book: | saLom v Seclion: | Colow .
Servce
13 1%
® 9 @ X -
Codat Dems Colowr Oee=s Colow  Dari Colowr Owmv Color Tetlong  TidMedum  Tiod Wees etvice) a
Carecdon Long Uedum Srhant Xioag
e L
et
1000
Tit Tint Sowrt
Regrowm
mels
Assistant
- |
=N - o~ N ' -_— . -
Teme 1030a ¢ Duraton: 15 mum v Break: ticos
(| |

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
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 the New customer field.
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 Apri) 2014

Titie »  Frst name: | Last name |
Aoess| Jre
Suburd State: | Posteode | Yt
Phone: | Mobile: | ‘
133
MNotes
— - - - - - - T
1140 [imease seinct o )
Cotars Dems Colowr  Oee=s Colowr  Dai Colowr O Colowr Tetlong TidMedum  Tiod Wees aervee)
Long Meaum Snan Xisog
e——
ttdte
e
Timt Tut Soent
Regrowm
1%
s ==
1 sta
> - ' — ] . o~ _—
Teme 10w Duraton: 15 mum v Break: tions ¢

[ | et |
See Customer details screen on page 19.

5. Type in the customer's details.

Hide customer details
6. Press .

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

See Creating a new appointment on page 25.
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Viewing a customer's details
For each customer, you can view:

= The customer's name.

= The customer's address.

= The customer's phone number.

= The notes kept on the customer, such as their refreshment preferences.

To view a customer's details:
1. Find the customer.

See Finding a customer on page 27.

Show customer details
2. Press .

m ﬁw Green h_ Shorer ot detaib T# ”.m
Defails: |
10:30a - 10:45a: {Please select a service) Price: 0 00
W
Book: | saLon v Seclion; | Colow v
Servce
1315
R [Tm— n
Coktr  Dems Oolowr Oe=sColow  Daw Colowr DemwColowr Titlong  Tinlesum  Tind Uess Satvier) -
Carecdon Long Meaum Srant Xiong
e L
et
1000
Tiet Tunt Soent
Regrowmn
1" is
s
113
< - o~ » | -— . o~
Teme 1030s ¢ Duraton: 15 mims v Break: toos ¢

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

Carecton Long Meaum Snant Xisog

‘ sae iﬁa
L A 4
Timt Tt Soent e
Regrowm
T s

See Customer details screen on page 19.
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Editing a customer’s details
Edit a customer's details to change:

= The customer's name.

= The customer's address.

= The customer's phone number.
= The notes kept on the customer, such as their refreshment preferences.

To edit a customer's details:
1. Find the customer.

See Finding a customer on page 27.

Show customer details
2. Press .

m ﬁw Green h_ Shorer ot detaib T# ”.m
Defails: |
10:30a - 10:45a: {Please select a service) Price: 0 00
W
Book: | saLon v Seclion; | Colow v
Servce
1315
R [Tm— n
Coktr  Dems Oolowr Oe=sColow  Daw Colowr DemwColowr Titlong  Tinlesum  Tind Uess Satvier) -
Carecdon Long Meaum Srant Xiong
e L
et
1000
Tiet Tunt Soent
Regrowmn
1" is
s
113
< - o~ » | -— . o~
Teme 1030s ¢ Duraton: 15 mims v Break: toos ¢

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

Titie W v First name: Davd Lest name [Grsen
Address. 7% iPhone Stieet fsc 00
Suburt. Johasamtie State.  Nictona Posteode proo
Phone.  D431776229 Mobile: |
Motes:  Latte 1 sugar
~ - - . - - N
Cotour Dems Colowr  ODees Colowr Dt Colowr Do Colowr Trtlong  TindMedum  Tivt Mees
Loog Meaum snant Xigeg
Tiet Tt St
Regrowm
o
- — - A l“l -~
Tene 10308 * Duration: 15 mios v Break: ticos

0%

1315

L [Te—

Nt

" iis

13

RBeschodale B | enddbock

See Customer details screen on page 19.

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

Managing appointments

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.

Appointment: 3 April 2014
[
9:15a - 10:00a: Demi Colour Medium Price: 54500

Book sAaLON v Section

Service.

2B At 2

Colowr Dt Cotow  JDees Cotoor
My |

Conscsan Long

L A 4

Regrowth

Assistant

. M=

Time: %152 »

Celour .

v V9V @9

DemiCokour  DamiColowr  Tirflgng  TintMedum  Tintbens

Shont xLong

2

Durabon. |15 mins v

Break; 0 mns *

Eab]

E2l]

LR

101%e

it san
-
Qe Jacou

2. Press the Details field.

Scheduler user guide

37



Managing appointments

Appointment: 3 Apnl 2014

Sherme st detads .w‘m !

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

pre: i

Book sAaLON v Section’ | Celour ’
Service:
258 [ Demi Colour Mosum e
Y 9 Y 9V V9 9 sz oan
| | 50
Colowr  Detu Colow 1D Demi Colut  DamiColowr  TirtLeng  TinlMedum  Tirtens
Convesan Long Shon X Long
bate
Tt ThiSar 10808 [ adbes Stercutow '
Regrowth -
Qe Jacga
10 1%e
sessare
10300
O . ‘ = ) 2 P N ~
Time: %152 v Durabon. |15 mins v Break, 0 mns v
EEaScaes (i |

3. Type the information you want to record.

Save
4. Press -

The appointment notes are saved.

Scheduler user guide



Managing appointments

Adding a service to an appointment

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:
= The appointment you want to edit in the Schedule screen.

= A blank slot in the Schedule screen where you want to create an appointment.

The Appointment screen is displayed.
Appointment: 3 April 2014

Customer. (Gerna Daiar, 5 Total $29.00

Details: |
9:15a - 10:00a: Demi Colour Medium Price: 5400 A service |
00
Book:  saLon v Sechon. | Colow v
Service
5150 JDesw Cotour Medum "
Y 9V V VVVVP Y oo
520
Codat Dems Colowr [Ome Colout] Dari Colowr Oww Color Tetlong  TimdMedum i Wees
Carecdon Long Medum Shan Xiseg
Seln
1000
Tim T Seent Laties Bhercutbw '
Regrowm ..
0 Sy
e
s
230
Teme 51%a v Duration: 15 mm v Break: 10 mm
(e e | i
2. Either:

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

2. Press to add a service in the next available time-slot.

Scheduler user guide 39



Managing appointments

L A 2B 2B 2B 4

] e Alang '

{EN

1135

14

The blank service is added.

Appointment: 3 April 2014

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

Book: |salon v  Section: | Coiow v
Service:

P VVVIVIIVNPIPFQ i

Coktr  DemsColowr Oee=sColow  Dawi Colowr O Cotowr Trtlong  Timdbedum Tt Uees

Camreason Long Meaum Snant Xtzog Rl § [p——

3. Select the Book and Section of the service you want.

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

11308 ¢ Duration 15 mim v Break: tone v |

Appointment: 3 April 2014

ety dotaitn |

4

PP D )
Aordic Aame e Bur Ana
Owfiys  Resance  Rebts  Poish LT ronroron )
PP D ol

Feoatance Fieeting otp
PP D i=
Polan Suttace Tomporary

Haks - —

§|uo-- N _ DWM Bmins v M[uom .

5. Press the assistant icon of the staff member you want to perform the service.
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11:30a - 11:45a: French Polish Price: 5000 [ A service |
Book: | rais
00
—
"te
¢ 2[F]e = 2 o
- = ol - - 2.0 — — A e —————
| french Puksh °
Cons Laursn w00 Jacqul MNebs ot Guann
{1308 o
£ 23002 A
Luns Eob i Jussne Caoine Mictiast Jan 1208
’ - Q
3 - AL 1 a - e
Leigh Jure Ahsen Margot et testpee 22
Teme: [ 1130s ¢ Duration: 15 mins v Break: tooe ¢ [

Note: Assistant icons are disabled if the staff member already has another
appointment at that time. See Editing the staff member for a service on page 47.

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

See Recording a staff request on page 49.

7. If necessary, edit the service price, duration or break. See
= Editing the price of a service on page 52.
= Editing the duration of a service on page 54.
= Editing the break time of a service on page 56.

La
8. Press .

The service is added to the appointment.
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Changing a service

Managing appointments

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
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
(2L
Tt Tit Shant 10808 [} adbes Stprcutow .
Regrowth 0 45
et Jncou
10 15e
o
10300
‘ - ' N )
Time: 2152 v Durabon. 15mns Break: 0 mns *
[ Comcel ppoiremced” )| ieciedete |~ Fecdiw |

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.
ERE

PV VVVIVNIYVQP

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

Comecson Long Masium Shont XALong
: b dta
| Trisen 10808 [Lages stpicutow []
- -
Qe Jacoa
1015
pessan
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

Managing appointments

Edit a service's start time when you need to move a service to another time without

changing the time of its appointment.

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.

&m ﬁim Baidry el Sho cwstommes dotadly Tutd: m

Details: |

9:15a - 10:008: Demi Colour Medium Price: 200
bace

Book sAaLON v Section: | Celour .

Service: I
I L Demi Colour Modum o

Y 9 9V V VOV VP se oon
5 3te

Colour  DemiColow |Des Cotoor| Osmi Cokur  DamiColore  Tirtleng  TintMedum Tt thens

Comecson Long Mpsum Shont X Long
LELEY

Tt Tt St 1080n (L ades stpicutow []
Regrowth -
w38 Jnegu

10 15e

- ==
10300

_ ‘ - ' > a
Time: 2152 v Durabon. 15mns v Break: 0 mns *
(e e

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

The service is highlighted.

Scheduler user guide

45



Managing appointments

Appomntment: 3 Apnl 2014

9:15a - 10:00a: Demi Colour Medium
Book |saon | Secton [coow v P J
Sevice

A

Regrowth

L A 2B 2B 2B 4

t| DKmCobur DamiColow TieLeng  TtMesum  Tiredns
Shont Along

{E0e

1015

s

.. - W M.J!D._A—m_m—_.y.
Time: (2152 v | Durabon. |15 mns v Break: 0 mns v

9:15 - 10:00a: Demi Colour Medium Price: 5500 [ oo sorven |
Book |suone|  Sethon [coaw o & J
Semvice:

Conyason Long 1%

v VvV 9 . -

g {520
soot| DemiColur DamiColowr  TikLeag  TinlMedum  Tieens
% Shost Along

10 15a

10300

et

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

Managing appointments

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 Schedule screen.

The Appointment screen is displayed.

&m ﬁim Baidry el Sho cwstommes dotadly Tutd: m

Details: |

9:15a - 10:008: Demi Colour Medium Price: 200
bace

Book sAaLON v Section: | Celour .

Service: )
I L Demi Colour Modum o

Y 9 9V V VOV VP se oon
5 3te

Colour  DemiColow |Des Cotoor| Osmi Cokur  DamiColore  Tirtleng  TintMedum Tt thens

Comecson Long Mpsum Shont X Long
LELEY

Tt Tt St 1080n (L ades stpicutow []
Regrowth -
w38 Jnegu

10 15e

- ==
10300

‘ -~ ' 3
Time: 2152 v Durabon. 15mns v Break: 0 mns *
(e i |~ e

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 Price: k200 |
Book sMon+|  Secton |cew i J
Senvice:

v VvV 9V 9

Demi Cokout  DamiColour  TirtLeng  TinlMedum  Titbens
Shot Along

{E0e

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

Baok |swon +|  Secton [coow v
®T @ 9 & 2 O L = =
- - -l Sils (= ey
Sy Lottt Incypa LUS $5 1} SETE
|rdte
! a ‘
2 S 2 8 2
Curs = | dultes Cutina Wchast Jan
2 %2
3 - - “ a |}
|agn e Magul herd feaipes 1630w
Time: %16 v ‘Durabon: |15 meas v Break: J0mns v

Save
4. Press -

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

Managing appointments

Record a staff request when a customer has asked for a specific staff member for a service

or appointment.

To record a staff request:

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

The Appointment screen is displayed.

&m ﬁim Baidry el Sho cwstommes dotadly Tutd: m

Details: |

9:15a - 10:008: Demi Colour Medium Price: 200
bace

Book sAaLON v Section: | Celour .

Service: I
I L Demi Colour Modum o

Y 9 9V V VOV VP se oon
5 3te

Colour  DemiColow |Des Cotoor| Osmi Cokur  DamiColore  Tirtleng  TintMedum Tt thens

Comecson Long Mpsum Shont X Long
LELEY

Tt Tt St 1080n (L ades stpicutow []
Regrowth -
w38 Jnegu

10 15e

- ==
10300

_ ‘ - ' > a
Time: 2152 v Durabon. 15mns v Break: 0 mns *
(e e

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:

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 |

50 Scheduler user guide



Appomtment: 3 Apnl 2014

Managing appointments

9:15a - 10:008: Demi Colour Medium

Book saon v Section |Colowr

& 9 O

R

¥ 222224

2922322
‘Durabon: |15 min © |

Time: 215 v

The staff member request is recorded.
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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 charged for
an appointment or particular service.

To edit the price of a service:

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

The Appointment screen is displayed.

Appomtment: 3 Apnl 2014

Book sAon v Sechion | Colow . ‘

{5t

it

1015e

Assistant
—— 1630
oo o (R o o cm em -

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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Appointment: 3 Apnl 2014

Managing appointments

Show cwstomms detadls

e,

9:15a - 10:00a; Demi Colour Medium Price: 54500
Book 'saLon v Section | Celour *
Semvice:
258 U Demi Colour Mosum a
Y 9 ’ L A R B B wn
EST
Colour  Deiri Colowr [DWe O Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens
Comecson Long & < Shont xLong
vite
10808 [ adbes Stprcutow ’
le -
Qe Jacga
10 1%e
sassare
10300
O . " - ' "e S < P~ ~
Time: %152 v Durabon. |15 mins v Break, 0 mns v
(| o |

3. Press the Price field.

Appointment: 3 Apnl 2014

’.": \’:.A. t.uma Bud:y Show cwstonmms detadls ,'W‘m {
m {
9:154 - 10:00a; Demi Colour Medium lPrlu: 25 00 |
Book |salon +|  Sechion |Celour . [
Semvice.
. : 250 L Demi Cotour Mesum e
P9V VIV IV IVIFSPFP — n
L : #)e
Colowr  Dwiu Colow 1D C Oemi Colut  DamiColowr  TirtLeng  TinlMedum  Tintens
Coneeson Long & ¢ Shon xLong
4 dta
10800 [ ades Stpccatow '
RIM -
2w Jncou
10 1%e
Assistant equeso
-
O . " - ' 3 g P~ ~
Time: 2152 v Durabon. 15mns v Break; 0 mns *
e
4. Type the new price of the service.
Save
5. Press -
The new service price is saved.
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 requires more time.

Note: The service duration is only edited for this appointment. No other appointments or

services are changed.

To edit the duration of a service:

1.

54

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

The Appointment screen is displayed.

Customer. Gerca Badry 1_‘_

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

Section: | Celour .

Book saO0n v

Service

9P 9

V9PV Ve P

Tt Medum  Tint thens

Colowr  DetuColow |Des Cotoor| Oeri Cokur  DamiColor  TirdLeng
Conmeason Long Mesum Shot A Long
(et
Tt Tit Soart 10000 | ades Stpccatow .
Regrowth [ £
Qe Jacga
1015
s
rﬁ 10300
-~
Time: 2152 v Durabon. |15 mins * Break. 0 mns *
Y ==
(e

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 'son el  Seton [cow v i J
Semvice.

EsE

A

Regrowth

t| OdiCobur DamiCoow  Tinveng
s Shont Along

Assistant:
. - L.J!D._A—m_m—_.y.
Time: (2152 v | |15 mins ©

Durabon.

L A 2B 2B 2B 4

TtMedum Tt tens

{E0e

1015

9:15a - 10:00a: Demi Colour Medium
Book saon+|  Sechon [Coew v
Senice

L 4B 4

v VvV Vo9

price: o0 | (il
[wate

J

Demni Cotour Medum '
Ly

éan

33538
kS : 130
Colost Dwie Colowr | t| DemiCobur DamiCoor  TikLeog  TntMedum  Tiretens
Comecsan Long s Shost Along
2t
Tt Tint Shart
Regrowth
1015
ssant
—_— 16308
o oo [P e - o ___am

Time: (215 v |

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 customer is likely to 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 appointment. No other appointments

or services are changed.

To edit the break time of a service:

1.

56

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: 500 [ iteamorm sorvics |
e
Book sAaLON v Section: | Celour .
Semvice o=
SIS L Demi Colour Mosum a
Q O Q Q O Q O Q a5 ’a'"
20e
Colour Deiu Colowr [0 Coloor| ODsrsi Cokout  DamiColor  Tidleng Tt Medum  Tink Wens
Comveson Long Mpsum Shon A Long
¥ dla
Tt Tt Shant 10808 [ adves Stprcutiow '
Regrowth -
Qe Jcom
1015
posstn
10 30a
‘ -~ '
Time: %152 v Durabon. 15mns v Brealk: 0 mns *
N 0

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 'son el  Seton [cow v i
Semvice.

EsE

A

Regrowth

L A 2B 2B 2B 4

t| DKmCobur DamiColow TieLeng  TtMesum  Tiredns
s Shont Along

s

. M.J‘ SN S— . WSS —

Time: (2152 v | Durabon. |15 mins * m:.-ﬂo"\m .

{E0e

1015

9:15a - 10:00a; Demi Colour Medium [SOSUTRTIIN 7 worvico [ e sorves |
Book [swon | Secton (caer - e J
Semvice:

250 oemi Cotour Mosum "i
P9V VIV VIV QP L e =
(oo Owtmodta OiviCobur Owmicos  Twisog Triagun  Titwos

2t
P 9
Tt Tot St
Regroath

1015
ssant
— 16308
. W M._m - Fe- N LTy
Time: (215 v | Durabon. |15 mins * Break: 0 mns v

4. Select the new break time of the service.

Save
5. Press -

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

Removing a service from an appointment

Remove a service from an appointment when a customer does not want the service
performed, or you have accidentally added an extra service that is not required.

Note: Appointments must contain at least one service.

To remove a service:

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

The Appointment screen is displayed.

Customr: fouea 6y £l Toat: 362,00
9:15a - 10:00a; Demi Colour Medium Price: 54200 [ A sorvico |
Vace
Book saon v Section: | Celour v
Sevice: )
50 L Demi Colour Mosum o
F)0e
Colowr  DetColow |Deew Cotoor| Dersi Cokout  DamiColor  Tifleog Tl Medum Tt bens
Conmvason Long Mpsum Shoa xLong
LELHY
Tt Tt Shant 10808 [} adbes Steecutow '
Regrowth ' £
¢80 Jncgu
1015
- _—
10300
‘ -— ' >
Time: 2152 Durabon. |15 mins * Brealk: 0 mns *
(e | e | i |

The service is highlighted.
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Press the service you want to edit in the Schedule area of the Appointment screen.
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Appointment: 3 Apnl 2014

Show cwstomms detadls

e,

Add service flemoee servcu

9:15a - 10:00a: Demi Colour Medium Price: (4500
Book |sALON v Section | Celour .
Senvice:

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

Colour  Deiri Colowr [DWe O Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens
Comecson Long & < Shont xLong
me
10 1%e
Assistant: Requestod
» - |
O " - ' "e S < P~ ~
Time: %152 v Durabon. |15 mins v Break, 0 mns v
=
Press .
Tl Appointment: 3 Apnl 2014 Saves
ustomer: (ures e, kl Toiat: $69.00
m {
9:154 - 10:00a; Demi Colour Medium Price: k2 00 ]
Book |sALON v Section | Celour . [
Senvice:
. \ 258 [ Demi Cotour Mesum a
Y 9V VVV VP e n
| 5 3te
Colowr  Dwi Colow 1D Oemi Colut  DamiColowr  TirtLeng  TinlMedum  Tintens
Coneeson Long & & Shon xLong
vate
10808 [ adbes Stprcutow .
me e
2ede Jacgu
1615
Assistant: Requestod
| - |
O " - I 25 8 y Fa~ ~
Time: %15a * Durabon. 15 mins v Break. 0 mns ¢
o
The service is removed from the appointment.
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Duplicating an appointment

Duplicate an appointment when a customer wants to copy an entire appointment to another
date and time. All service details including the staff, price, duration and break time are

retained.

Note: If you duplicate the appointment to a different time, the times of any subsequent
services in the appointment are relative to the new time. For example, if the duplicated
appointment starts an hour earlier, all services within the duplicated appointment start an

hour earlier than the original.

If you want to move an appointment, rather than creating a copy of it, see Rescheduling an
appointment on page 63.

To duplicate an appointment:

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

The Appointment screen is displayed.

C Appointment: 3 April 2014 Su
Customar: {Gecna Bair, "5 Total $29.00
Details: |
9:15a - 10:00a: Demi Colour Medium Price: 5500 m
0008
Book:  saLom v Secton: | Colow v
Service
15 I Desw Cotour Medum a
9 O Q O Q O 6’ 9 et o0 san
520
Coteur Dems Colowr [Cema Oolou] Dermi Colowr D Cotor Taetbong  TindMedum  Tiod Mens
Carecdon Long Meaum Shan Xioog
LR
Timt Tint Soant e [PSEs—— '
Regrowm -
20 o
-
,-—1 a3
-
Teme 5158 v Duraton: 15 mims v Break: 10 mm ¢
T (S | it

5 Press Reschedule .

The Reschedule appointment screen is displayed.
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Appointment: 3 April 2014

Shoes covorey detalin

pres: fisis
[o00

i =
Glann 5150 Dewwi Cotour Medum L)
- - N0 Py
’-') ‘ 5208
= LEaty
When would you like to reschedule this appointment to? Choe
S ——

Create ncw appotstrsent
Break: |10 mm

3. Select the date and time you want the rescheduled appointment to start.

4. Press Create new appomtment

The duplicate appointment is displayed at its new time and date.

Appointment: 4 April 2014

Show condonteet detalin

9:15a - 10:00a: Demi Colour Medium Price: fs500 R
00
Book: | saLon v Seclon: | Colow v
Servce:
3150 L Daww Cooun Medum )
Y 9 L A A B ’ (| JI v
520
Cotour Dems Colowr |0 Dt Colowr O Cotowr Tetlong  Tird Nedum
Loog ran Xisog
e
Tist Tt Seart hagiand Ladies Bheriutlw ’
Regrowm ke
2408 Jacil
0ke
-
W3
P - N - -
Teme 3158 v Duraton: 15 mum v Break: 10mm ¢
Cancel appointimest 8 Heschodule 8 : : m © ewmgrberard
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5. Select new staff members for services, if required.

S
6. Press .

The appointment is duplicated to the new time and date.

62

Scheduler user guide



Managing appointments

Rescheduling an appointment

Reschedule an appointment when a customer wants to move an entire appointment to
another date and time. All services details including the staff, price, duration and break time

are retained.

If you want to cancel an appointment, rather than moving it to another time or day, see
Cancelling an appointment on page 66.

To reschedule an appointment:
1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

Cusomar s B & Tost 589,00

Details: |
9:15a - 10:00a: Demi Colour Medium Price: f: 00 [ Add servics |
008
Book: | saLom v Section: | Coiow v
Service
150 JDesw Cotour Medum )
YV 9V 9V VvV VPV Y s v
520
Cotaur Dems Colowr  [Oame © D Colowr OemiColor Tedbong  TidMedum  Tind Wees
Carecdon Long Meaum Sran Xisng
5 ota
Tit Tt St R i [PNTR—
Regrowm -
e s
e
s
Q 3te
Teme 5158 » Durabon: 15 mm v Break: 10 mm ¢

I - l
e e e )

5 Press Reschedule .

The Reschedule appointment screen is displayed.
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Appomumnl 3 April 2014

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

Book: |salon v Section: | Coiow B

wile o = o - pe -~ =

t NI Al ek Ty Gaann 57150 | Desw Cotour Medum ’
Q Q (‘5 m % m ‘ = (51 e

o4 Bt Stxt e Camists Mzt an

3. Select the date and time you want the rescheduled appointment to start.

4. Press Movethisappoimment

The appointment is displayed at its new time and date.

Appointment: 4 April 2014

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

Book:  saLom v Section: | Ceiow v
Service:

® @ 09000 ol e

520
Coktr  Dems Oslowr [CHmaOOU] Deri Colowr Do Catowr Tetlong  Tirdlesdum  Tiod Moy
Carecton Long Shant Xioag
I
Regrowm .
20 Jacl
1r4e
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5. Select new staff members for services, if required.

S
6. Press .

The appointment is rescheduled.
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Cancelling an appointment

Cancel an appointment if the customer has decided not to attend. Appointments can only be
cancelled if they have not been marked as completed.

To cancel an appointment:
1. Press the appointment you want to edit in the Schedule screen.

The Appointment screen is displayed.

Appointment: 3 April 2014

P OUOU] Darmi Colowr  Owmw Catowr Tethong  TirdMedum  Tied ey
Snant Xizeg

Cancel a intment
2. press e ——
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Customer: (Genna Baiar, 5 Total $29.00

Details: |
8:15a - 10:00a: Demi Colour Medium Price: 54500 m
00
Book: saLon v Sechon. | Colow .
Service
5150 [ Desww Cotoun Medum )
Q O ' O O O O Q | 24 “"©en
5208
Codau Dems Colowr |Ome Oolout] Dari Colowr Oww Colowr Tetlong  TidMedum i Wees
Carecdon Long Meaum Shan Xiseg
el
1008
Tien Tuw Soent Laies Bhercutbw .
Fegrowm .- .
2408 Jaops
e
-
'—_T 12 30
S~
Teme 51%a v Durabon: 15 mm v Break: 10 mm

[ T et

The Confirmation screen is displayed.

you weeh 1o cancel

his appomtment?

o

3. Press .

The appointment is cancelled.
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Marking a customer as arrived

Mark a customer as arrived so you can tell which appointments need to be cancelled or
rescheduled if a customer does not attend their appointment.

To mark a customer as arrived:

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

68

The Appointment screen is displayed.

Appointment: 3 April 2014
[
9:15a - 10:00a: Demi Colour Medium Price: 54500

Book sAaLON v Section

Service.

Celour .

258 [ Demi Colour Mosum a

Y 9V VOV @ e ps
S0
Colowr D Cotow JDees Coloor| O Cobur  DamiCotorr  Titleng Tt Medum Tt Wens
Compeson Long Mpdim Shost ALong
LELEY
Tot ThtSor 10800 [ ades Shpccatow ’
Regrowth -
e Jacou
10 15e
- ==
10300
_ = 2 :
Time: %15a * Durabon. |15 mins v Break: 0 mns *

Tived
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Clone Appointment: 3 April 2014

‘E;[ Showe cwstommes detadls ; ,m*m

10:008 - 11:158; Ladies Shplcut/ibw Price: 52400
hite

Book | sAlON v Section | CuTs .
Assistant m S50 | Demi Colour Mesum a
2 e 2 2 e
'8 ¥ 2 &
" Liaren et Ghnn
vite
£ &8 4d 686 8 & .
Luke E£ob wan Juttea  Carcine  Wichael Jan LISk oy L ]
2ede Jacou
XL L5148
- -
Langh ke Aison Wargat stooet testpes 22 o,
T;mo: 10.00a * Durabon. | 1% hows v Break: Hosa v

| 1l ; ey ] ;
[ [ e o |t |

The customer is marked as arrived.

A yellow check mark is placed next to all their scheduled services.

Appointments

Yesterday > edsoun
530
Today ? e [a—m e\ T
T 3 Guater p—
omorrow 19008
=
Esory
Wednesday > [1atse
Thursday > |13
1100 v
Saturday > m
1135
Sunday >
1138 P
Next Monday > @: @
. 1125
:
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Marking an appointment as completed

Mark an appointment as completed when all services have been fulfilled and the customer
is ready to pay for the appointment.

To mark an appointment as completed:

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

The Appointment screen is displayed.

Appomtment: 3 Apnl 2014

9:15a - 10:00a: Demi Colour Medium Price: 5500 [ teamoms sorvec |
Baok |saon v Section: |Celowr . i J
Senvice:

Eabl

> o 99 @ -

J {20
bot| O#miCokut DamiColor  Titleng  TintMedum  Titbens
i Shot ALong

0
® @ -
Colowr Dwimi Colow |Des
Conmeason Long {¥

hdte
R - iz )
Regrowth 3
dncou
1015
- =n |
.. - " e B v -

Time: (2152 v

2. Press i e ,
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Appointment: 3 Apnl 2014
Customer. femna Badry Shere st detads Totsl: $69.00
9:15a - 10:00a; Demi Colour Medium Price: 5200
Book |saon v+ Section |Colour . &
Service:
258 [ Demi Colour Mosum e
Y 9 VYV VY 9 e en
v /| 0e
Colowr  Detu Colow 1D Demi Colut  DamiColowr  TirtLeng  TinlMedum  Tirtens
Convesan Long Shon X Long
LELM
Tt Thi Sart 10808 [ adbes Stercutow '
Regrowth -
Qe Jacga
10 1%e
Assistant: Requestod
- |
oo ‘ = ) 2 P N ~
Time: %152 v Durabon. |15 mins v Break, 0 mns v

oo

The appointment is marked as completed.

A green check mark is placed next to all their scheduled services.

Appointments

Yesterday >
530
Todey ? e [a—m Lasten o Bt hte
Tomorrow >
1000 e
= 0
Wednesday > [1aree
Thursday > |13
Friday > [1FYe |masines o
Saturday > izee m v
1935
Sunday >
1138
Next Monday > @ @
. . 1125
:
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Recording customer feedback

Record customer feedback about an appointment to keep track of a customer's satisfaction,
or any complaints or comments they had about the services they received.

To record customer feedback:

1.

72

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

The Appointment screen is displayed.

Customer: fues bay il Tolak $69.00

Details |

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

Book sAaLON v Section: | Celour *

Service: 1
I L Demi Colour Modum o

Y 9 9V VVVVY @ ssze ps
520

Colowr  Det Colow JDees Colour] O Coout  DamiCotorr  Titleng Tt Medum  TitMens

Compeson Long Mpsim Shost A Long
LELEY

Tat Tt St 10 [Lades steicutiow .
Regrowth -
et Jncou

10 15e

s _—
10300

» l - ' > .
Time: %15a * Durabon. 15mns v Break: 0 mns *
(e e | i | i )

Feedback
Press .
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‘E;[ Show cwstomms detadls

Price: (4500

Add service flemoee servcu

9:15a - 10:00a: Demi Colour Medium
Book |saon v Section |Celour .
Semvice:

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

Toloa Dt Celow |0
Comeason Long &

"

me

‘ L Demi Colur  DamiColorr  Tirtlong  TintMedum  Tintdhens
Y Shot xLong

possr

e . " - ' - _ P "~

Time: %152 v Durabon. |15 mins v

Break, 0 mns v

Vace
258 [ Demi Colour Mosum a
prees san

EST

vite
10808 [ adbes Stercutow ’
- -
Qe Jacou

10 1%e

10300

Appointment: 3 Apnl 2014

".tamﬂm W Show cwstommes detaits W‘m
m {
1300 - 11450 Franch Polen prc: i
Book 'saLon v Section | HMghights *
Service:
S50 [ Demi Cotour Mesum a
Yy VP VP VYO VeY @ . o
520
Falmiony Folslong Folslong  Feleleng  Felw Long Feity
T2 Mand 16 Hapa Vé Head Facn Filbeag  Mediom 12 l»cum 1 uoomm
Heaa Mg Hewz
vate
L 2K 2K B 2K 2R JK R R
Fols Fruts FolsShot  FollsBhom  FollsShot  FolsGood  FolsShord  Fods XLong e
Madum  MegumFul  Vi2Head UiHead  3dHead Each FullHead 12 Head Qe Jacou
Each Head
1615
Please enter the customer’s feedback below: ' e
Break: Nome ¢
S Rrved |l | Compleird

C
4. Type the customer's feedback and press .
The feedback is recorded.
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Turning a customer away

Turn away a customer when you are unable to book an appointment or service at the time
the customer wants. You can use these records to note especially busy times when you have
lost sales.

To turn away a customer:

1. Press on the Schedule screen.

Saturday
Sunday
Monday
Tuesday

Next Wednesday

10150

1030

1045

11000

1215

Ve Fretss

ArDer Dwens

Joatrs Rapes Nge Warwes

Ganra Dairy |

Quma Bakyy

2. The Turn away customer screen is displayed.
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Appointments

Saturday > [0

I

Turn away customer

NeX gook: [saton » Saction: | rghlights .

-

Select the Book and Section of the service the customer wanted.
Type in a brief note about why you had to turn the customer away.

4,
5. Press .

The turn-away is recorded.
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Glossary

Glossary

Appointment
Appointment

An appointment is an entry for a customer in the Scheduler that represents one or more
specific services scheduled at a particular time for the customer. It can be retrieved by the
Point of Sale and added to a transaction. Appointments can be rescheduled, cancelled or
duplicated.

Assistant
Assistant

An assistant is the staff member who performs a service for a customer. Assistants are not
linked to Point of Sale operators or the Portal users.

Book
Book

A book is a main category of services available at your site. For example, a beauty salon
may have hair services, nail services and skin-care services. The categories and contents of
a book are not related to any product inventory in the Point of Sale or Portal.

Break
Break

The service's break is the period of time that the customer is required to remain on the site,
but no staff member is actively required. For example, a hair dying service has a period of
time where the customer must wait for the applied dye to set. A service's break time can
overlap the duration or break time of another service scheduled for the same customer or
staff member.

Duration
Duration

A service's duration is the length of time the staff member is actively required for the
service. For example, a hair dying service requires the staff member to apply the dye. A
service's duration cannot overlap the duration of another service that is scheduled for the
same customer or staff member.

Scheduler
Scheduler

The Scheduler runs separately to the Point of Sale to manage service appointments. It can
link into the Point of Sale via the base station to process payments for those services in
transactions.
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Section
Section

A section is an optional sub-category within a book on the Scheduler. For example, a
beauty salon may have a book for hair services, and within the book may have sections for
colouring, cuts and styling.

Time-slot
Time-slot

A time-slot is a fifteen-minute period at a specific date or time, during which one service
can be scheduled. Services may take more than one time slot, but two services cannot be
scheduled for the same time slot, even if their combined duration is less than fifteen
minutes.

Turn-away
Turn-away

A turn-away is a denial of service to a customer, either because you don't have the staff or
resources available for the service they want, or because you cannot or will not provide the
requested service to them. Turn-aways record the book and section of the requested service,
and a brief explanation of why the customer was refused.
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