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ADDING A CLIENT TO THE WAIT LIST

Click on the main menu.

Click on the appointments
icon.

Click on the appointment
assistant button.
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open the client list.
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Select the relevant client.

Click done.

Isiah Wickham
0411222 444 (M)

Jackie Welsh
0488222111 (M)

James King
0433 444 343 (M)

Jamie Lee Beadman
0422000 444 (M)

Jason Garland
0499888 000 (M)

Jeff Cooper
0455000111 (M)

Jenna Wilson
0404 222 444 (M)

Jerry Clark
0411888 454 (M)

Jessica Davies
0455777111 (M)

Jessie Walker
0455 666 565 (M)

Joanna Fitzroy
0483 303 808 (M)

Not a club member | No Programs.
9 Visits (O No Shows, 0 Cancellations)

$102.17 average spend

$0.00 outstanding on account

Outstanding Client Series

Past Appointments

Chris is the preferred employee

No future appointments

4 Mar 5:00 PM: Underarm IPL - Anna

4 Mar 4:15 PM: Full Leg IPL - Anna

29 Feb 11:00 AM: Full Head Highlights - Chris
118 Jan 4:30 PM: Botox - Lucy

113 Jan 11:45 AM: 60 min Massage - Anna

113 Jan 11:15 AM: Body Scrub - Chris

7 Jan 4:00 PM: Up Do - James

First Name

I" Inactive

Done

Cancel
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Click on the cells in the
‘from’ and ‘to’ columns to
specify the date range you
would like to search for
appointment times.

Tick the days of the
week within the date
range when the client is
available.

Use the ‘start’ and “finish’
drop-down menus to
select the time range you
would like to search for
appointment times.

You can click on the green
plus sign to create another
set of search criteria.

This is helpful for clients
who may have different
available timeslots for
different days.

Click services to open the
service selection screen.

Isabella Weeks 0411 666 989 (M)
ol
&4
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0
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Search
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Cancel
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Click on the relevant
service category.

Click on the relevant
service.

Repeat steps 11 and 12 as
required.

The selected services
section will display all
the services you have
selected.

Click done.

Categories

ﬁ Isabella Weeks

g |
4. g Body Treatments Q
a 4

[

= Fadials

‘t-l

!‘ Hair Colouring
i

g Hair Styling

:— Injectables

S

‘iIPL

F Ladies Cuts

e 4
= Makeup

| -t
% Mens Cuts

“ 1. SpaPackages
B

& Tanning

& AllServices

-~

y Name
Body Treatments 30 min Massage
Body Treatments 60 min Massage @
Body Treatments Body Scrub

Selected Services/Series

=577 Body Treatments 60 min Massage e

Services Selected

1 Total Price  $80.00

History

L SHORTCUTS

” 9:09 AM
57 Mon, 14 Mar '16

13/01/2016
13/01/2016

Total Duration

P O

Done

60 mins

Cancel B. bl

Page 5



0O 6 O

. - |
If the client has requested SHORTCUTS
S SDECIﬁC employee_’ click Isabella Weeks 0411 666 989 (M) 5 v 9:123M‘16
on the relevant cell in : : ’ on, ar
the employee column to . - : e : '
&% b Today Today N/A < N/A N/A N/A N/A N/A 9:00AM - 11:00 AM
choose an employee. If e
not, go to step 17. e
You can allocate different
service blocks to different
employees. N T z
If‘ # 60 min Massage NA 577
Select the requested
employee.
Click waitlist to add the
client to the wait list.
‘
K
[ Clear Employee ] /
Anna Director Rostered On o

% . @ I Waitlist Book Cancel ﬂ. i

- Chris I Senior Stylist Rostered On

A Katie I Stylist Not Rostered On

B Lucy I Senior Stylist Rostered On

Cancel
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SCHEDULING A

WAITLISTED APPOINTMENT

r e
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Mon, 14 Mar 2016
Q- -
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The Walt ||St menu has tWO : X nna 3%James @ Lucy 4 Chris ﬂKatie SHORTCUTS
options: s ” = : @ 913AM
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Click to select the SUHORRCUES
appointment you wish to - 9:13 AM
schedule. %% Mon, 14 Mar '16
Click schedule. i A 7
a
[a]
" Show by date
Client I~ Show history

Date Time Criteria

W57]  Weeks, Isabella 60 min Massage Mon (9:00 AM-11:00 AM) 3 Bookable

Weeks, Isabella 0411 666 989 (M)
K o
( ko
g |; .PX ./’— DTM r @
o

Details Schedule Card Done ﬁ Anna

Search
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A list of suitable dates and

timeslots will be displayed.

Click on a time range
to view the available
timeslots within the range.

Click on the desired
appointment time.

Isabella Weeks 0411 666 989 (M)

Today
o
Clients
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(%)

Cancel

L SHORTCUTS
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7 Mon, 14 Mar '16
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Click book. The Appointment Change for WaitList B8% suortcuts
i i ¢ 914 AM
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