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Help

I.  Calendar

I.i.        Selecting a date

Click on the green down arrow on the 
right hand side of the screen

Click once on the required date to display 
the calendar for that date.

I.ii.       Displaying days
The “Days to show” option lets you 
choose the number of days to appear (to 
move from day to day, use the scroll bar 
at the bottom of the screen).

I.iii.      Moving forward in weeks
Use the options in the “Quick Select” 
panel to move forward in weeks.

I.iv.      Moving forward in months
Use the single arrows in the calendar 
window to display the month at the top of 
the calendar.

 
I.v.       Moving forward in years
 
Use the double arrows in the calendar 
window to display the year at the top of 
the calendar.



2.  Appointments

2.i.       Making an appointment

Double click on the required timeslot to display a list of your customers.

Double click on the customer’s name.

In the “Select Appointment 
Type” screen tick the 
services or products 
required.



To complete the 
appointment click on the 
Create Appointment tab, 
and type in any notes about 
the appointment, add any 
notes and click on the green 
“Create booking” button. 

If the client requires another 
treatment click on the 
“create and book another” 
button and select the next 
timeslot and treatment.

2.ii.      Sending a text reminder

In the “Create Appointment” screen tick the “Send Reminder” box.

2.iii      Changing an appointment

To move an appointment to another timeslot on the same day, click on the 
appointment and drag it to the new timeslot. 

2.iv.     Deleting an appointment

Right click on the appointment and select “Delete Appointment”.

2.v.      Viewing an appointment

To view an appointment either double click on the top bar of the appointment or right 
click on the appointment and select “View Appointment”.

2.vi.     Changing the status of an appointment



Right click on the appointment and select 
the status from the list displayed.

2 vii Taking a payment.

Double click on the 
appointment and click on 
the checkout button,

all outstanding payments 
due will be displayed on 
the left of the page. Select 
the payment method by 
selecting the cross on the 
appropriate window.

viii Splitting payment
If your client wishes to pay buy more 
than one payment method, type the 
amount to pay in each payment window. 
When the payments equal the total charge 
the make payment button will become 
available.



Discounting payments click on the 
percentage button on the right hand side 
of the “charge window”

Enter ether the amount of discount or the 
percentage and click on the apply and the 
amount will be discounted from the total

2 iv Viewing previous appointments
If you need to view a 
previous treatment, double 
click on the appointment 
and select the previous 
appointment from the list. 
The details of the 
appointment will be 
displayed in the right hand 
window.

3.  Staff

To use the management functions, click 
on ”Manage System” in the top right 
corner. Enter your password in the box 
that appears. You can now access the 
management functions.



3.i.       Staff management functions

Click on “Manage System”, 
select “Edit Settings” and then 
select the “Staff” tab. 

3.ii.      Adding new staff

In the “Staff” screen toolbar 
click on “+”. A new line will 
appear in the “Staff Name” 
column.  Type in the 
person’s name and click on 
“√” in the toolbar to confirm. 
To display the new name on 
the calendar, restart the 
program.

3 iii Adding staff details
Double click on the name and enter 
details in the relevant boxes.

3.iv.     Removing Staff 
In the “Staff” screen highlight the 
person’s name and click on “” in the 
toolbar. A “Delete record?” box will 
prompt you to confirm the deletion. 



3.v.      Staff working days
In the “Staff” screen highlight the 
person’s name and tick the days to be 
worked

.
4.  Products & Services

4.i.       Work List screen
Click on “Manage System”, select “Edit 
Settings” and then select the “Work List” 
tab.

4.ii.      Entering a product or treatment group

In the “Work List” screen toolbar click on “+” and enter a number (for example 100) 
in the “Work Code” column and enter the product group in the “Work Description” 
column. Leave the “Item Price” column blank and tick the “Grp Item” box. The next 
product group would start with the number 200, and so on, leaving enough room for 
99 items in each group. When you have entered the product group click on “√” in the 
toolbar to save it.

4.iii.     Entering a Treatment



In the “Work List” screen toolbar click on “+” and enter the next number following 
the last entry in that product group. Type the treatment description in the “Work 
Description” column the price in the “Item Price” column, the number time slots for 
the treatment in the “Time Slots” column and the commission paid on item in the 
“Comm%” column, leaving the “Grp Item” box blank. When you have entered the 
treatment click on “√” in the toolbar to save it.

4.iv.     Entering a Product

In the “Work List” screen toolbar click on “+” and enter the next number following 
the last entry in that product group. Type the product description in the “Work 
Description” column and the price in the “Item Price” column, and the commission 
paid on item in the Comm% column, leaving the “time slot” and “Grp Item” boxes 
blank, When you have entered the product click on “√” in the toolbar to save it.

4.v.     Deleting a Product



In the “Work List” screen highlight the product you want to delete and click on X on 
the toolbar. A “Delete record?” box will prompt you to confirm the deletion. 

4.vi.     Deleting a Treatment

In the “Work List” screen highlight the treatment you want to delete and click on X 
on the toolbar. A “Delete record?” box will prompt you to confirm the deletion. 

5.  SMS Reminders

5.i.       SMS reminder screen

Click on “Manage System”, select “Edit Settings” and then select the “SMS 
Reminder” tab. 

5.ii.      Activating automatic reminders

In the “SMS Reminder” screen tick the “Automatic Reminders Enabled” box above 
the clock

5.iii.     Personalising the text message

In the “SMS Reminder” screen type your message between the “~” symbols.  

5.iv.     Changing the time of SMS reminders

To move the hands of the clock click on the clock face numbers. Big hand = right 
click, small hand = left click. Click on the AM or PM button. The time you have 
entered will appear above the clock.

6.  Appointment Status



.
Click on “Manage System”, select “Edit Settings” and then select the “Status” tab. 

6.i.       Adding a status

In the “Status” screen toolbar click on “+” and type in a status description. When you 
have done this click on “√” in the toolbar to save it.

6.ii.      Changing fonts and colours 

In the “Status” screen select the status and on the right hand side of the screen select 
the font and colours you require. When you have done this click on “√” in the toolbar 
to save it.

7.  Advanced Options

7.i.       Changing the “Manage System” password 



Click on “Manage System”, select “Edit Settings” and then select the “Settings” tab.
Edit the line Password=password. (The default password is “password”).

7.ii.      Changing the company name 

Click on “Manage System”, select “Edit Settings” and then select the “Settings” tab. 
Edit the line CompanyName=Your Company Name. (The default CompanyName is 
“Your Company Name”).

7.iii.     Changing timeslot increments

Click on “Manage System”, select “Edit Settings” and then select the “Settings” tab.. 
Edit the line AvgCallTime=15 by changing the default number 15 to the timeslot 
increment you require. 

7.iv.     Changing the start and end time of the working day

Click on “Manage System”, select “Edit Settings” and then select the “Settings” tab. 
Edit the lines StartHour=8 and EndHour=18 by changing the default numbers 8 and 
18 to the start and end numbers you require.


