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Appointments: Calendar Window

Purpose

The Appointment Calendar window is the automated equivalent of a paper
appointment book. You can make appointments, confirm appointments, and view
appointments from the Appointment Calendar window. Using the automated
appointment book opens up a world of possibilities for tracking and booking
appointments. By storing appointment information you will be able to track how
long in advance appointments are booked, who shows up on time, who is late
and how many appointments are booked during each portion of the day.

STX gives you a way to open up appointment booking to customers over the
Internet with our secure Online Services subscription. Your customers will be
able to book their own appointments based on the controls you set up. The
Online Booking feature syncs with your local STX database, so there is no fear
that someone is taking a peek into your data. Because of this synching, there is
no longer a need to take regular backups, or make those time consuming
confirmation calls. ALL appointments for clients with valid email addresses will
receive an automatic Appointment Reminder email, regardless of how the
appointment was booked, whether online or locally with your receptionist.

Controls
Use the side calendar to choose the day, week or month of days to display the
associated Appointment Calendar window.

Calendar

[ 2008 [] Click a week button (1-8) to move the calendar
- MjanTuar:r s ahead that number of weeks and click the Today

3031 1 2 3 4 5 button to return to today.

6 7 & 9 10 11 12
13 14 15 16 17 18 19

20 21 22 23 24 25 26 One day displays the One Day booking view.

27 2B 29 30 31 1 2

T B One week displays the One Week booking view.
| Today[1]2[3]4]5]6]|7]38] This view will display an entire week for one
[ One day B particular employee only.

One weekday displays the One Weekday booking view. This view will display all
of the selected weekdays (ie: Wednesdays) for the month and is for one
particular employee only.

Appointments: v198
© STX Software, LLC 2003 — 2013
2



Employees

[7] Include Unscheduled

Barb
Bob
Cheryl
Ann
Tammy
Mike
Sue
Mary

Focus

) ( Unfocus )

Only the employees scheduled to work for the date
highlighted on the side calendar will appear in the list of
Employees.

To see all employees, scheduled or not, click the box
Include Unscheduled. Highlight an employee from the
Employees list to choose the employee for the One Week
or One Weekday views.

Use the Focus and Unfocus buttons to display a single
employee, or multiple employees while viewing a
particular day on the Calendar.

To select multiple employees, hold the Apple (command) key and highlight each
employee you wish to Focus on. Then click the Focus button. To show all
employees again, click the Unfocus button.

Appointments

) Show Notes

Status Complete

(" Build Appointment... )

Show Notes, when checked, will show the appointment
notes on the appointment itself. If the service booked
isn’t very lengthy in time, the note may be hidden from
view.

However, the note will always appear, along with details of the appointment,
when the mouse cursor is moved on top of any appointment.

Status shows the current status of the appointment you have highlighted on the
appointment calendar. You can change the status of the appointment using the
popup menu.

Build Appointment Opens the Appointment Builder booking screen.

B:00AM
:15AM
8:30AM
45AM
2:00AM
:15AM
9:30AM
45AM
10:004AM

t15AM
"

The times and row lines are color coded, which makes it easier to
follow the time across the columns. The times are automatically
defaulted to every 15 minutes. You can customize this by going to
Setup: General: Company Info.
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Tax #

10 minutes You have choices of 10 minutes, 15 minutes, 20

Booking intervals v 15 minutes . . . .
e Y 0 minutes minutes, and 30 minutes for the Booking intervals.

30 minutes

Set the Booking intervals pop-up menu to the appropriate length of time you
wish to show on the Appointment Calendar window. You must quit and restart
STX for the changes to take effect.

iiSE: Changing the Booking intervals to something like 20
oy minutes will change the way the times on the appointment
_dom calendar appear.

Regardless of what the Booking Intervals is set to, your service times must be
divisible by that length of time. For instance, you do not want to have a service
time interval set for 45 minutes if your Booking Intervals are set to 20 minutes,
because that leaves 5 minutes leftover. The Appointment Calendar window will
“push” that extra 5 minutes into the next time slot, making the service "appear" to
be booked for 60 minutes.

' 7 employees - B appointments - 25% prebooked - 0% online - 0 conflicts I

The statistics for the appointments on any given day and view option will show at
the bottom of the appointment calendar.

# employees shows how many employees are being viewed on the appointment
calendar for the view you have currently chosen.

# appointments shows how many appointments are on the appointment
calendar for the view you have currently chosen.

% prebooked indicates what percentage of the appointments on the current view
were prebooked appointments. This also includes any standing appointments
previously booked.

% online indicates what percentage of the appointments on the current view
were booked online.

# conflicts indicates the number of conflicting appointments on the current view.
Mostly, this would be conflicts between standing appointments booked on top of
appointments that already existed when the standing was created.
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Calendar Resizing Controls

Found in the upper right hand corner, this allows you to change the width of each
column on the appointment calendar window. The pictures, text, and
appointments will auto-adjust themselves to fit within the adjusted width. When
the column width has been adjusted, and the booking calendar window is closed,
STX will remember what the column widths were set to. The width settings will be
remembered regardless of which view you are using on the booking calendar —
All Employees One Day, One Employee One Week, or One Employee One
Weekday.

[10% )

Found in the lower right hand corner, this allows you to change the scale of the
appointment calendar window. Reducing the percentage makes the appointment
calendar smaller so you can view more employee columns and rows of time.
When the booking calendar is closed, STX will NOT remember the scale
adjustment, and will open to the 100% view.

Calendar Color Controls

The starting times and ending times showing on the appointment calendar are
based on Company and Employee hours. You might see 3 different colored
blocks of time on any given day.

9:00AM
-20AM
4DAM
10:00AM
220AM
~40AM
11:00AM

White blocks indicate times available for booking employees. This means both
the Company and Employee are “open” for business.

9:00AM
-20AM
4DAM
10:00AM
220AM

~40AM
11:00AM

Gray blocks indicate times when the Employee is not scheduled to take
appointments, but the Company is open for business. These blocks are not
available for booking appointments through the Appointment Builder.

E:00DAM
“20AM

“4DAM

Purple blocks indicate there is an Employee whose hours are set to either start
before or end after what the Company hours are set to. These blocks are not
available for booking appointments through the Appointment Builder.
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One Day View

LR =)

g

Barb i
(1 associate) Cheryl Mikala Mary

10.00AM M Haskin, * Gota, *Rogalla, Joy / | King, Mary / @ Dalton,

:15AM | Laura/ Nancy / Color French Hot Rocks Marguerite /
10:30AM | Womens Cut T Rogalla, 1oy / Massage 60

45AM Pedicure in
11:00AM B * Haskin,

:15AM || Laura / Style * Gota,

The One Day view allows you to view a single day for all employees, whether
scheduled to work that day or not. The employee’s picture shows at the top of the
column, and comes from the employee’s setup record. This feature is turned on /
off in the STX Preferences window. The number of Associates assigned to an
employee is shown under the employee name.

One Week View
Double-click on an employee name, from the top of the employee’s appointment
column, to open the One Week view for that employee.

Sun Mon Tue Wed Thu Fri Sat
1/13/2008 1/14/2008 1/15/2008 1/16/2008 1/17/2008 1/18/2008 1/19/2008
10:00AM B + Haskin, * O'Brien, E Ingalls, Sommerson, * Bell, Carol / * Brown, *Jackson, | |
15AM | Laura/ Bernadette / Laura / Jack [ Mens Womens Cut Joan / Color Marian /
10-30AM | Womens Cut Color Womens Cut Haskin, Greg / Foil Hilite
[45AM Mens Cut
11:00AM &1 Haskin, * O'Brien, * Bell, Carol / * Brown, Lee,
15AM | Laura / Style Bernadette / | Style Joan / James /
11:30AM omesc Vick, Joe | Womens Cut I 12 cison,
-45AM Mens Cut Marian /

The One Week view allows you to view a complete week for the selected
employee.
Calendar

E January 2008 E

SI{M|T|(W|T|F|5
30 31 1 2 3 4 5§
6 ¥ B 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2
3 4 5 6 7 B8 9

|Tnda-.r|1|2|3|4|5|s|?|s|
[One week I-G-q
e —
To view a different week, use the side Calendar to highlight the desired week to
view the selected employee’s week.

Sun
1/13/2008

1/1

Man Tue
1/14/2008 1/15/2008

Double-click on a day of the week, from the top of the appointment column, to
open the One Weekday view for the employee.
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Calendar

|I| January 2008 |I|

S|M|T | W|T|F|5
iD 311 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31 1 2
i 4/5 6 7 8 9

One day
One week

T
To go back to the One Week view, change the One Weekday popup menu to

One Week.

) Calendar ) ) Calendar )
|I| January 2008 |I| |I| January 2008 |I|
S|M|T|W|T|F|S S|M|T|W|T|F|S5
30311 2 3 4 5 3031 1 2 3 4 5
6 7 8 9 10 11 12 6 7 8 9 10 11 12
13 14 15 16 17 18 19 13 14 15 16 17 18 19
20 21 22 23 24 25 26 20 21 22 23 24 25 26
27 28 29 30 31 1 2 27 28 29 30 31 1 2
3 4/5 6 7 8 8§ 3 4 5 6 7 8 9
One day ] [reday) 123 ]4]s]6[7[8

One week
¥ Dne weekday i | One day 3 )
—

To go back to the One Day view, change the popup menu to One Day and click
the Today button to go back to Today.

One Weekday View
Sat Sat Sat Sat Sat Sat
1/5/2008 1/12/2008 1/19/2008 1/26/2008 2/2/2008 2/9/2008
10:00AM g * Grady. Barb / E J* Brown, |5 * Jackson, X * Moore, X * Graf, Judy / E D Ulrickson,
:15AM & * Grady, 2* Brown, Marian / Mike / Mens Color Jean / Womens
10-30AM | Barb / Perm Joan / Foil Hilite Cut
“45AM Womens Cut 2+ Davis, Judy /
11:00AM Canterbury, Jlee, Foil Hilite 2+ Graf, Judy /
:15AM Rose / * Smith, James / Womens Cut
11:30aM| | Womens *Smith, * Jackson, * Moorshire,
:45AM & * Grady, Barb / | Mary / Marian / Susan / Color
12:00PM | Womens Cut Womens Cut Womens Cut
:15PM * Davis, Judy /
12:30PM T+ smith, * Jackson, Womens Cut * Moorshire,
:45PM Mary / Up Do Marian / Style Susan /
. Womens Cut

The One Weekday view allows you to view 6 weeks of one day of the week for
the selected employee. The 6 weeks are from the currently selected month on
the calendar. Double-click on any date, from the top of the appointment column,
to open the One Day view for that one day. This will bring you back to the All
Employee view for One Day.
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Appearance of Appointments

STX uses color and highlighting on each appointment to give you, the user,
specific information about each appointment. Because STX considers all services
for a client to be part of a single appointment, and not multiple appointments for
one client, all services a client is booked for will follow the same color coding.
Note: You can set the STX Appointment Preferences to keep each service
booked for one client as separate appointments. This, in turn, will allow each to
follow separate color codes.

+ Color the Client Name is printed in, indicates the Client Visit Type. The color of
each Client Visit Type is defined during setup.

+ Border and background color of the appointment indicates the Status of the
appointment. The Status color cannot be changed.

 Length of the Employee Bar at the left edge of the appointment indicates the
length of time the actual employee is booked to perform the service. (No bar, or a
purple bar, indicates the time is open for another service to be booked.)

+ Color of the Employee Bar at the left edge of the appointment indicates
whether or not the actual employee is booked to perform the service. The bar is
orange when the employee is booked to perform that portion of the service and
purple when an associate is booked to perform that portion of the service. No bar
indicates the time is open for another service to be booked.

 Dcavies, Barbara Black text for Regular Request visit type. Blue color for the
Booked status. Employee is booked for the entire appointment

time.

X Smith, Renee |

UG Blue text for Salon Client visit type. Yellow color for Called
status. Employee is booked for the first and last sections of the
appointment, and the middle section is open for another
service to be booked.

Smith, Renee

/Feittiee |8 This shows an appointment nested in the open middle section of
rnMa,,ma, Vick the first appointment. You can book this open time slot manually
[Stvle with the Basic Book method, or the Appointment Builder will

search for it as available for booking.
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Renclds, This shows 3 appointments in one time slot.

The only way to book this example is with the Basic Book method. The
Appointment Builder will not search for it as available for booking.

B Haskin, Laura | Red text for New Request visit type. Pink color for Confirmed
Foil Hilite

status. Employee booked for first section of the appointment,
middle section is open for another service to be booked, and
the last section is booked with an associate, which is also
available for booking.

The Appointment Builder will search for either of the last 2 time intervals and find
them as being available.

Green text for Walk In visit type. Green color for Checked In

status. The * to the left of the client name indicates multiple
annonintments for this client.

[

[ smith, Renee 1 Dark gray/black color for No Show status. No Show
|| appointments are tracked on the Appointments tab of the Client
Card.

I Smith, Renee /||
II Light gray color for Completed status. This indicates the ticket
— transaction has been paid for and closed.

i S Harris, Sue f . .
Womens Cut Appointment details appear when the mouse
cursor passes over the appointment, also called a
- 10:00aM - 10:45am 1 Mouse-Over. The Eighth-Note symbol, just to the

Harris, Sue
Womens Cut

| left of the client name, indicates there is a note
| connected with this appointment.
Verify email address!i! ||

e ——————————————————
The note in this example is “Verify email address!!!”

;ﬂhndfrs;m. A Glossy or Shiny appearance on the appointment indicates
ary Jo

Rosewater the appointment was a Pre-Booked appointment. The
tﬂa:::dffﬁﬂw Glossy appearance can also indicate an appointment was

booked Online by the client, if you are subscribing to the
Online Services features.
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The Clock symbol to the left of the client name indicates the
Manicure appointment is part of a set of Standing Appointments.
Standing Appointments are the same appointments booked over and over into

the future. Standing appointments will have the Glossy or Shiny appearance as
they would be considered as Pre-Booked appointments as well.

Resizing and Moving Appointments

Emith, Kenee |
Faoil Hilite

Click on an appointment to select and activate the resize bars at the top and
bottom of the appointment. Resize the appointment by dragging the bars up or
down. On an interval appointment, you can only resize the first and last intervals.
No appointment or interval will resize to less than 15 minutes. If you resize an
appointment in error, you may immediately restore it by pulling down the Edit
menu and selecting the Undo option.

Smith, Kenee §
Foil Hilite

O 11015AM |
. Bob

—

You may click between the bars and drag the appointment to a new location in
the current or another employee's column. While dragging the appointment
around to the place you wish to move it to, the mouse-over will show the time and
employee you are moving the appointment over to.

X y
k 12:45PM ETRE,
PR Mike Rocks I
Massage 1
—

You will not be allowed to move an appointment to another employee's column if
the employee does not perform the service. The columns for the employees who
do not perform the service you are moving will turn a pink shade. If you move an
appointment in error, you may immediately restore it by pulling down the Edit
menu and selecting the Undo Move Appointment option.
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If the service you are moving is to a different time slot with the same employee,
the following message will appear.

Changing start time for service

=5 Moving this service directly could overbook the
employee, client, or other resources.

li Cancel ) ( Move service )

e
Click Move Service if you are sure you want to move the service to a different
time slot with the same employee. Click Cancel if you wish to retain the original
time slot.

If the service you are moving is to a different employee, the following message
will appear.

Moving service to new employee

=5 This change may alter the duration and booking
y intervals for the service

( Cancel ) ( MoveService )

N
Click Move Service if you are sure you want to move the service to a different
employee. Click Cancel if you wish to retain the service with the original
employee.

NOTE: It is very important you know what appointments you are moving. If
the client is receiving more than one service for his/her appointment, there
will be an asterisk (*) in front of the client name when looking at the
Appointment Calendar. Moving only one of the services of a multi-service
appointment to a different time slot, or a different employee, could have a
negative effect on the rest of the appointment. STX allows you to move one
service at a time within the multi-service appointment, so when one
service is moved, the other services will NOT follow. The other services
must be moved as well. As an alternative, Reschedule the appointment
instead.

If the entire multi-service appointment needs to be moved, rather than moving
each service individually, a safer way is to use the Reschedule feature. Double-
click on the multi-service appointment you wish to move to open the
Appointment Detail screen.
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®0o0 2/5/2009 Appointment for Cyndi Adelizzi =

@ 8 % Q =

Create Standing... Reschedule... Cancel Appt. Delete Appt. Reports Save

12:15 PM - 3:15 PM, Thursday, February 5, 2009

Cyndi Adelizzi W
1205 Nevis Ct. Daytime: 330/351-0010
Los Angeles, CA 90000 Evening: 330/448-5355

name@domain.com

Status: | Booked m
Visit Type: | Regular Request F] [ Pre-Booked
Employee Service Time Mins
Cheryl Color 12:15 PM 75
Cheryl Womens Cut 1:30 PM 45
Cheryl Pedicure 2:15 PM 45
Ann Brow Wax 3:00 PM 15

Delete Service

[ Appointment Notes = Standing Appointments

Will be a little early for the appointment today. Also wants to create a
Standing appointment for all services through the end of the year, set
for every 4 weeks.

Print: / Reminder \ / Traveler \ / Client Info \

Click the Reschedule icon located at the top of the screen to search for different
availabilities through the Appointment Builder. Using this method to ‘move’ the
entire appointment will keep you from having to remember to move all services
associated with the appointment, each one individually.

Canceling Appointments

You may cancel an appointment several different ways. If the client is booked for
more than one service in a multi-service appointment, you can cancel the entire
appointment, remove one or more services from within the appointment, or delete
the entire appointment without it being tracked as Canceled. Canceled
appointments are tracked on the Appointments tab of the Client Card.

To cancel the entire appointment, whether it is just a single-service or a multi-
service appointment, double-click the appointment to open the Appointment
Detail screen.

Appointments: v198
© STX Software, LLC 2003 — 2013
12



eanO0o 1/15/2008 Appointment for Lisa Jorge —

e e o Thgn

Click the Cancel Appt. icon located at the top of the detail screen. This will
cancel the entire appointment, regardless of it being a single-service appointment
or a multi-service appointment. Click Save and then Close the detail screen. The
entire appointment has now been canceled and will be tracked on the
Appointments tab of the Client Card.

To remove one or more services from a multi-service appointment, but not cancel
or delete the entire appointment, double-click on the appointment to open the
Appointment Detail screen.

Employee | Service | Time | Mins |
Ann Hot Rocks Massage 2:45 PM 60
Ann Rosewater Lavender Boc 3:45 PM 75
Ann Makeup 5:00 PM 30
( Delete Service )
e

Highlight the service you wish to remove and click Delete Service. Continue until
all desired services have been removed. Click Save and then Close the detail
screen.

Another way to delete one service from a multi-service appointment is to highlight
the service on the Appointment Calendar and press the Delete key on your
keyboard. The following message will appear.

— , Are you sure that you wish to delete this
Eﬁ' appointment service?

|- This service is 1 of 3 services for Lisa Jorge.
Appointment services may be left with time between
them.

[: Cancel ) E—Belm—a

Click Delete if you are sure you want to remove the service from the multi-
service appointment, leaving the other services in tact. Click Cancel to retain the
original appointment.

To completely DELETE the entire appointment without having it tracked as
Canceled on the Appointments tab of the Client Card, double-click on the

appointment to open the Appointment Detail screen.
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Click the Delete Appt. icon at the top. The following message will appear.

4 . Are you sure that you wish to delete this
i~ /7  appointment?

Deleted appointments can not be recovered. You
may wish to consider marking the appointment as

canceled instead.
( Cancel ) G-Dﬁ!ra

Click Delete if you are sure you want to delete the entire appointment. Click
Cancel to retain the original appointment. Clicking Delete will completely remove
the entire appointment from the Appointment Calendar without tracking it as
Canceled on the Appointments tab of the Client Card.

NOTE: It is not recommended everyone on your staff have the ability to Delete
appointments. It is best to Cancel the appointment instead, as it will be tracked
on the client’s card. Deleting appointments completely removes all traces the
appointment ever existed to begin with.

If you are wanting to delete a single-service appointment AND have it tracked as
Canceled on the Appointments tab of the Client Card, click ONE time on the
appointment to activate it on the Appointment Calendar. Press the Delete key
on your keyboard. The following message will appear.

Cancel Appointment

5 Cancel the selected appointment?

( Cancel ) G—G-W

Click Cancel Appointment to cancel the single-service appointment. Click
Cancel to retain the appointment. If you cancel an appointment in error, you may
immediately recall it by pulling down the Edit menu and selecting the Undo
option.
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Appointments: Booking Appointments

Purpose

There are two ways to book an appointment. You can click and drag downward
from the starting time slot under and employee and use the Basic Book method,
or you can double-click on the starting time slot for the employee and use the
Appointment Builder. The Appointment Builder can also be opened by
clicking the Build Appointment button found below the list of employee names
in the lower left hand corner of the Appointment Calendar. There is also an
Appointment Builder option in the Appointments menu, or you can click the
Builder icon in the appointment toolbar.

The Basic Book method breaks any rules you have set up for booking services,
employees, and/or resources. The Appointment Builder follows all rules you
have set up for booking services, employees, and/or resources. When using the
Appointment Builder, you never have to look at the appointment calendar to
schedule an appointment. The Appointment Builder coordinates it all for you
regardless of how many services and/or employees you are booking at the time.

Booking Alerts

STX allows you to set Booking Restrictions on the Client Card for those clients
whom you need be alerted to certain information at the time the client tries to
book an appointment.

Booking Restrictions can be set by going to Client: Client Cards: Client Info.
The Booking Restrictions area is located in the bottom left hand corner of the
Client Info tab.

Booking Restrictions

() None l?' Persistent No Show
) Alert Only " 1 Unpaid Returned Check

() Do Not Book ™ Must Pre-Pay Before Booking!

You must check the checkbox for Booking Restrictions if you wish to set the
client with one. Select either of the following.

Alert Only simply shows an alert when booking the appointment for the client
and allows you to continue to book the appointment.

Do Not Book shows the alert when booking the appointment for the client, but
does NOT allow you to continue booking the appointment.
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Persistent No Show describes a client who books appointments with you
regularly and does not show up for them.

Unpaid Returned Check describes a client who wrote you a bad check.

Booking Restrictions

() None " ! Persistent No Show
() Alert Only W Unpaid Returned Check

(® Do Not Book ™ 12/1/2008 $152.98 Ck#2587

The Blank field is the user definable field which allows you to enter specific
information to show on the alert screen when booking an appointment for the
client. If you wish to enter the date and amount of the Unpaid Returned Check,
you may do so here. The information you have entered here is specific to this
client and will not pertain to any other client with Booking Restrictions.

If you try to book an appointment for a client with a booking restriction, you will
see one of the following two sheets.

Appointment Builder

There is a booking alert for this client.

5 Linda Apple has a booking alert for the following
reason(s):

Persistent no-show

( Don't Book ) G—Im;

This is the Alert and allows you the choice of booking the appointment by
clicking Book Anyway or to not book the appointment by clicking Don’t Book.
Clicking Don’t Book will take you back to where you started the booking process
before entering the client name.

Appointment Builder

Unable to book this client.

5 Mary Jo Anderson may not be booked for the
\ following reason(s):

Has unpaid returned check
12/1/05 5130 Ck#2567

ok )

This is the warning telling you the client is set to not allow booking appointments
with you at all. Clicking OK will take you back to where you started the booking
process before entering the client name. Notice how the warning tells you the
reason(s) why this client is not allowed to book an appointment.
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Basic Booking

Basic Booking allows you to book one or more services with a single employee
only. From the Appointment Calendar, click in an open time slot under the
employee you wish to book, and drag down to highlight at least a 15 minute
segment of time, as shown in the following picture.

Barb

(1 assodiate) et izl

15AM k

Release the mouse button and the following Basic Booking window will appear.

Appointment  1/15/2008 9:00 AM to | 9:15 AM

Client | * No Client * 16

Daytime Phone Evening Phone
Cell Phone Other Phone
Other Phone Email Address
Appointment Date Appointment Time

Visit Type F%] [ Pre-booked

Service
Recondition
Color

Foil Hilite
Correction

LI

vl

Parm

Notes:

/]

Fill in the Client name and select a Visit Type. Check the Pre-Booked box if
this is a future appointment the client is making prior to leaving ‘today’.

Click to highlight the service(s) to be performed. To select more than one service,
hold the Apple (command) key on your keyboard, and click once on each desired
service.

Appointment |1/15/2008 9:00 AM  |to|9:15 AM

Client Daley, Sue 0

/896-3322 /B96-5555
No Cell Phone
No Other Phone
1/14/2008 2:15 PM

Visit Type | Regular Request B‘ ™ Pre-booked

Service
Recondition

Color m
Foil Hilite
Correction

Parm

4l

Notes:

Wants to change colors in highlight]

(Canee) @)
)

Once all desired services have been selected, enter a note about the
appointment in the Notes field. You may also view the client's card by clicking
the Info button (the blue circle with the i in it). Once all required information is
selected, click OK to book the appointment or Cancel to cancel booking the
appointment.
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To use the Basic Booking method for booking a service on top of an existing
service, hold the Option (alt) key on your keyboard. The Appointment
Calendar will have a "washed out" appearance. While holding the Option (alt)
key, drag the time you wish to double book a service in, right over the existing
appointment.

9:00AM | * Anderson
15AM |+
9:30aM | |
45AM [T
10 ZIC-AMI —
15AM O H

The Basic Booking screen will appear for you to ‘double-
book’ the appointment. This method can also be used when
hookina 2 services to start at the exact same time.

Important Notes:

1. Basic Booking breaks all of the rules for resources, timing, and over-booking
you might have established when setting up your data. Basic Booking overrides
ALL of the rules. Using the Appointment Builder (see following section) is the
safest way to book an appointment to prevent over-booking as well as wrongly
booking an appointment because it needs to follow all of the rules.

2. When using the Basic Booking method to book an appointment with more
than one service, you must have the services listed in the order they are to be
performed. To make sure the services are in the correct order, go to Setup:
Services: Sequence and move the services to the proper order. For example, you
would want to have the chemical services listed before haircuts, as that is the
order they are typically performed in. The Basic Booking screen will always
book the services in the order they are listed, not in the order you select them.

Appointment Builder

Another way to book an appointment, which is better suited for an appointment
with multiple services and/or employees, is with the Appointment Builder.
Imagine never having to look at your Appointment Calendar again in order to
book an appointment for a client!

The Appointment Builder is a powerful appointment-building tool that allows
you to book a client's appointment by History of past appointments, by
Employee(s) to perform the service(s), by Service(s) desired before selecting
the employee(s), or by Resources required for specific services.

You can select as many different services with as many different employees as
you like and the system will find the available time slots to fulfill your request,
regardless of how complicated your request might be. The Appointment Builder
does all of the coordinating for you, as well as follow all of the rules you have set
for employees, services, and resources!
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To build an appointment with the Appointment Builder, you will do one of the
following:
* @& ¢ 1 & F

Setup Appointment Transactions Client Pél;cdllar:e Payroll Reports

= e
e 8 - B
Calendar Builder Waiting List Appts Today

Use the main tool bar to click the Appointments and then Builder icons.

| Appointments FETFETEA:

Booking Calendar
Appointment Builder
Waiting List

Today's Appointments

Use the menu bar for the Appointments menu and select Appointment
Builder.

Appointments

[~} Show Notes

Status _Complete

Click the Build Appointment button from the lower left hand corner of the
Appointment Calendar.

Client: 0
Daley, Sue
/896-3322
/896-5555
No Cell Phone
Visit Type: = Regular Request %
E Pre-Booked Note...
o

Once the Appointment Builder screen appears, start by selecting a Client
name, Visit Type and if this appointment is Pre-Booked or not. You may also
view the client’s card by clicking the Info button (the blue circle with the i in it) or
enter a note referencing the appointment by clicking the Note... button.

Limit Search

Start Date

E| January 2008
s|im|T|w|T|

1 2 3

6 7 8 95 10 11
13 14 15 16 17 18
20 21 22 23 24 25
27 28 29 30 31

O
| &

5

12

15
26

[Today[1]2]3]4[5]6]7]8]

™ Monday ™ Morning

™ Tuesday ™ Afternoon

™ Wednesday ™ Evening

™ Thursday

g e [ Start Time
Saturday

 sunday g
Sunday L

By default, the Appointment Builder searches ahead 14 days from the current
date highlighted on the Limit Search calendar. The search will always return all
available start times for the desired appointment to occur during the 14 day
period beginning with the selected start date.
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iczoobos uoll]

If the client is Pre-Booking an appointment, you can use the ‘week’ buttons to
advance the search calendar ahead by so many weeks. Click the 6 button to
advance 6 weeks to the future before starting the search. If you wish to start the
search back on ‘today's’ date, click the Today button and the calendar will go
back to whatever today's date is.

You can change the scope of this search by choosing another start date and/or
time, and may limit the search by unchecking days and portions of days that the
client is not available. For instance, the client cannot possibly come on Monday
or Tuesday of any given week and can only come in the afternoon or evening.
You would uncheck Monday and Tuesday as well as uncheck the Morning box.

™ Start Time

Mo ana II*1
10:00 AM [

You may even wish to have the search start at a particular time of day. If the
client has requested any time after 10:00 am, you can check the Start Time box,
and enter the time you want the search to start. All results will be on or after the
designated time entered. If the client does not care what time of day the
appointment is for, leave the Start Time box unchecked. Note: You do not need
to change any of the Limit Search criteria, except for maybe the date you want
the search to start. Unchecking the day of week boxes and segments of the day
could possibly limit your search too much, ending up with nothing available.
Because you want to give your client every possible time available, it is our
recommendation that you leave the day of week boxes checked, leave the
segments of the day boxes checked, and do not fill in a Start Time.

Reset All

Click the Reset All button to reset the entire Appointment Builder screen, and
start over with different information for scheduling the appointment.

.
By History
{ History | Employee Service Resource |
Date [ Employee Service Mins
¥ Mon Mar 31, 2008 2:15PM —~
Ann Color 30
Cheryl Fills 60
Ann Womens Cut 30
¥ Mon Mar 3, 2008 2:15PM
Ann Color 60

Cheryl Fills 60

Ann Womens Cut 45
¥ Mon Jan 14, 2008 2:15PM

Ann Color 60

Ann Womens Cut 45

Cheryl Fills 60
¥ Mon Jan 7, 2008 2:15PM

After selecting a client, their appointment History will automatically show on the
History tab with all future appointment dates in RED text. All past appointments
are in BLACK text.
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The History will show as long as the client has had any past or future
appointments booked. You may choose an entire appointment or individual
service from this list to base the new appointment on.

Selected Services
{ History | Employee  Service  Resource Click and Drag to Rearrange
Date / Employee | Service |Mins 'Service |Emp |
¥ Mon Mar 31, 2008 2:15PM | Color AR 3
Ann Color 30 Womens Cut AR o
Cheryl Fills 60 Fills CH &
Ann Womens Cut 30
¥ Mon Mar 3, 2008 2:15PM
Ann Color 60
Cheryl Fills 60
Ann Womens Cut 45
Ann Color 60
Ann Womens Cut 45 o
Cheryl Fills 60 |4 )
¥ Mon Jan 7, 2008 2:15PM YU Remove | Clear

Double-clicking the Date of an existing appointment will move all services from
that appointment to the Selected Services area on the right. Double-clicking an
individual service from within an existing appointment date will move that one
service to the Selected Services area on the right.

Using the History tab to book future appointments saves a lot of time when
booking appointments that are recurring, but not a standing appointment, or
when the client consistently books the same services each time.

STX will remember if a client needs a non-standard amount of time for a service.
If a booked service time length is ever changed, the History tab will show the
unique time length for the service. Booking that service again will ensure the
same unique time length without you having to think about changing it again.

Selected Services
Click and Drag to Rearrange

Service Emp | Once you have moved the desired services to the Selected
Color g AR o . . .
Womens otk AR T Services area, you can organize and change the services

listed there. Click and Drag to move the services to a
different order for booking the appointment.

In this example, the Fills service is being moved between
the Color and Womens Cut services.

(Remmre) ( Clear )

Highlight a service and click the Remove button to

l[ Remove ) ( Clear )I remove just that one service from the appointment. Click

the Clear button to clear all services from the Selected
Services area and start over.
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By Employee

After selecting a client, the visit type, Pre-Booked status, and the Limit Search

criteria, click the Employee tab to book the appointment by Employee.

— - Selected Services
— History | Employee | Service Resource — cuo .o e T
Employee [ Service Mins Service Emp | |
P Barb Foil Hilite CH +
> Bob
¥ Cheryl
Recondition 15
Color 75
Correction 105
Perm 75
Spec Perm 105
Relaxer 60
Condition 15 -
Womens Cut 45 =
Mens Cut 30 T Remove Clear
T —

The Employee tab lists each employee that books appointments, and the
services they perform. You can open the Appointment Builder to automatically
go to the Employee tab by double-clicking on an employee's column from the
Appointment Calendar. Once the Appointment Builder screen appears, the
employee you double-clicked on will automatically be selected and that
employee's services will be displayed.

Double-clicking a service will move the service into the list on the right in the
Selected Services area. You may move as many services from as many
employees as you wish to this area.

Once you have moved the desired services to the Selected Services area, you
can organize and change the services listed there. Click and Drag to move the
services to a different order for booking the appointment.

Highlight a service and click the Remove button to remove just that one service
from the appointment. Click the Clear button to clear all services from the
Selected Services area and start over.

Important Note: Leaving services set to ANY employee could increase the
time it takes to search for available start times. This is especially true if
multiple services are assigned to ANY employee. It is recommended that
all services have a specific employee chosen in order to keep the search
times to a minimum.
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By Service
After selecting a client, the visit type, Pre-Booked status, and the Limit Search
criteria, click the Service tab to book the appointment by Service.

. Selected Services
| Click and Drag to Rearrange

! History | Employee | Service | Resource

Service Group [ Service [ Employee Mins Service Emp
P Service Packages Foil Hilite BS
P Haircuts & Styling
W Color Services
P Color

¥ Foil Hilite
ANY EMPLOYEE 90
Bob a0
Cheryl 90
Ann 90
Tamrmy B0 -
Mike &0 .
P Correction Y Remove [ Clear )

The Service tab lists services and the employees that perform them. It is useful if
a client wants a specific service but does not request a specific employee or if the
desk staff does not know which employees perform specific services.

Double-clicking either ANY EMPLOYEE or the actual employee will move the
service into the list at the right in the Selected Services area.

Once you have moved the desired services to the Selected Services area, you
can organize and change the services listed there. Click and Drag to move the
services to a different order for booking the appointment.

Highlight a service and click the Remove button to remove just that one service
from the appointment. Click the Clear button to clear all services from the
Selected Services area and start over.

Selected Services
Click and Drag to Rearrange

[ History Employee | Service | Resource

Service Group [ Service / Employee |Mins
W Service Packages
¥ PKG-500thing Moments
Hot Rocks Massage
Rosewater Lavender Body Mask
Facial
P Haircuts & Styling

|| Service |Emp
Hot Rocks Massag any »
Rosewater Lavend anv 2
¥ any |

M
MD

To book a Service Package, double-click on the package name to move the
services within the package to the Selected Services area. Select the employee
ID from the Emp popup menu to specify an employee for each service. Leave the
ID to any if a particular employee is not specified for the service(s).

Important Note: Leaving services set to ANY employee could increase the
time it takes to search for available start times. This is especially true if
multiple services are assigned to ANY employee. It is recommended that
all services have a specific employee chosen in order to keep the search
times to a minimum.
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By Resource

After selecting a client, the visit type, Pre-Booked status, and the Limit Search
criteria, click the Resource tab to book the appointment by Resource. A
Resource is a piece of equipment, room, or chair utilized by specific services
such as a Tanning Booth, Pedicure Chair, Wet Room, etc. If you have limited
resources with which to perform services, STX will not allow those resources to
be overbooked when using the Appointment Builder to book the
appointment(s).

o - Selected Services
~1 History Employee Service | Resource !_ Click and Drag to Rearrange

Resource [ Service [ Employee Mins Service Emp
P Pedicure Chair Rosewater Lavend AR o
¥ Shower Table
¥ Rosewater Lavender Body Mask
ANY EMPLOYEE 75

Mike 75

Remove | Clear
T ——————————————————————————————————_o—

The Resource tab lists resources and the services that utilize them. To book a
Resource, double-click on the service that uses the Resource to move the
service to the Selected Services area. Select the employee ID from the Emp
popup menu to specify an employee for each service. Leave the ID to ANY if a
particular employee is not specified for the service.

Once you have moved the desired services to the Selected Services area, you
can organize and change the services listed there. Click and Drag to move the
services to a different order for booking the appointment.

Highlight a service and click the Remove button to remove just that one service
from the appointment. Click the Clear button to clear all services from the
Selected Services area and start over.

Important Note: Leaving a service set to ANY employee will increase the
time it takes to search for available start times. This is especially true if
multiple services are assigned to ANY employee. It is highly recommended
that all services have a specific employee chosen in order to keep the
search times to a minimum.
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Booking the Appointment

The last step before starting your search is to verify the Selected Services list
has the correct services with the correct employees in the correct order. You can
change the employee from the Emp popup. You can remove a service from the
list by selecting it and clicking Remove or you can remove all services and start
over by clicking Clear. You can also click and drag a service to change its
sequence in the list.

7 1 Selected Services
— Hi | Service | — 1
History = Employee Resource Click and Drag to Rearrange Ann Tammy
Service Group [ Service [ Employee Mins Service Emp -
B M
¥ Service Packages Hot Rocks Massag any v ]D.:?:M r
P PKG-Soothing Moments Rosewater Lavend any s | 11.00aM
P Haircuts & Styling Facial any L]
P Color Services 11:304M
. ) A5AM
P Perm Services 12:00PM
P Mail Services | asem
P Skin Care Services 12:30PM
P Massage Services - ;;::
P Body Treatments T
P Time Booked Off EEET
| 45PM * Callaway, Joan
200PM | Maszage 60
T15FM Min
Remaove —Clear— F—-0n
- 45PM
Date [ Time Duration | Service Employee Ranking 3.00PM [ Harvey, Maurice
¥ Mon May 28, 2007 ] e o
> Tue May 29, 2007 (il WD
¥ Wed May 30, 2007 0 oo
¥ 02:00 PM 12 options 0 | aseM
P 2:00 PM 315 AR, AR, AR 0 ‘*::::
B 2:00 PM 315 SW, AR, AR I E oo
> 2:00 PM 315 AR, MD, MD Ml s
P 2:00 PM 3:15 SW, MD, MD I 5:30PM
2:00 PM 3:15 AR, AR, T| o
P 2:00 PM 315 AR, AR, MD I ET
W 2:00 PM 315 SW, MD, AR | | G0
B 2:00 PM 3:15 SW, AR, TI | |45
B 2:00 PM 315 SW, AR, MD | EdL
Per (15FM -
b 2:00 PM 3:15 AR, MD, T) | 3 WETT
P 2:00 PM 3:15 SW, MD, T) | Iv 45PM Wi
b o P R, I N o |
(15PM A
| Start Searching ( Add to Waiting List ) ( Book Appointment ) | L

Once you are satisfied with the Selected Services list, click the Start Searching
button. You will be presented with a list of available dates for the 14 day period,
beginning with the selected start date. Click on the right pointing arrow in front of
the day to reveal the available starting times, then click the right pointing arrow in
front of the desired starting time to reveal the services, employees and ranking.

You can choose to have the search results sorted by either Date and Time or by
Date, Rank and Time. To choose the sort order, go to the STX menu to
Preferences: Appointments. The following screen will appear.
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e 0N STX Preferences

| System ' Appointments | Receipts | Use the Sort Appointment
Combine Appointment Services: (;\ Always Bu"der Resu"s by popup
e A menu to make your selection. If

® Prompt

as one appointment

you sort by Date and Time, the
search results will always be in
date and time order, with the
B‘ Display Employee Images on Appointment Book rank St|" ShOW|ng )

Date and Time

Choose Reminder Printer: Frmnciesrann o TJ
Sort Appointment Builder Results by v Date, Rank and Time B

If you sort by Date, Rank and Time, the search results will first be in date order,
then the ranking order, and then the time order. Because it puts the Ranking
before the time order, the times may not be in chronological order. The longer the
Ranking bar, the better the appointment will fit into the day. By Ranking the
appointment times, you can help to eliminate the small openings between
appointments, the ‘swiss cheese’ effect.

Ranking the appointment times provides the following benefits:

1. Maximizes the number of appointment edges touching either another
appointment, the client's existing appointment, or the beginning or end of an
employee's day.

2. Minimizes the number of employees involved in an appointment for a client by
creating a higher ranking for fewer employees. This has the effect of allowing a
single employee to perform as many of the service requests as possible while
keeping the "shuffling" of the client around between employees to a minimum.

Date / Time Duration | Service Employee Ranking
P Wed Dec 10, 2008
P Thu Dec 11, 2008 Existing Appointment
¥ Fri Dec 12, 2008
» 02:00 PM 18 options
P 04:45 PM 4 options
Vv 03:00 PM 12 options
3:00 PM 3:15 AR, AR, AR
3:00PM 1:00 Hot Rocks Massage Ann
4:00PM 1:15 Rosewater Lavender Body M Ann
5:15PM  1:00 Facial Ann
> 3:00 PM 3:15 MJ, AR, AR
> 3:00 PM 3:15 T), AR, AR
> 3:00 PM 3:15 AR, AR, TJ
> 3:00 PM 3:15 MJ, AR, TJ A
b 3:00 PM 3:15 MJ, MD, AR 23
Start Searching ( Add to Waiting List Y ( Book Appointment )

If you left the service(s) set to search for ANY employee before searching, you
will see the different number of options available for each specific starting time.
Click the right pointing arrow in front of the desired starting time to reveal the
different employee options and ranking.
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If you selected specific employees for each service before searching, you will see
the available start times listed under each date without a right pointing arrow. In
either case, select the desired starting time by highlighting it in the list.

If the client already has an existing appointment during the search period, you will
be able to see it noted in the search results list. This is a great way to remind the
client they already have an appointment scheduled, as maybe they forgot when
they contacted you for a new appointment, and eliminate any duplicate bookings
for the client.

Ann Tamm
i Ann Ann Mike

= = Callwway, Joan - "
1 Hoe | Massage 60 : i
::.J!:-d-:s e ag : L Flyrin, Mancy | i & Flyrin, Nancy |
assage : Manizure B Manicure

m Hot Rocks H m Hot Rodks
Massage : Massage

1 Rosewater £ Harvey, Maurice
Lavender Body J French
Mk

i Rosewater : ! Rosewater
Lavender Body B Lavender Body
M x Mask

= Facial

= Facial

Each time you highlight a starting time for the appointment, a sheet will appear
out to the side to show you exactly where that appointment will be booked for the
date/time you have chosen. Use the up or down arrow on your keyboard to move
through the available starting times to see where you would choose for the
appointment to be booked if you do not want to ‘trust’ the appointment ranking.

You may clear the available dates at any time by changing the search criteria in
the Limit Search area or by changing the Selected Services list. This may be
necessary to do if no acceptable starting dates or times are returned by the
current search results. Once you have changed the search criteria, simply click
Start Searching again for a new listing of search results.
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/_ Start Searching \ ( Add to Waiting List \ f—ﬂook-kppomtmem-)

Once you and the client have agreed on a time for the appointment to be booked,
click Book Appointment.

Please note the Book Appointment button will not be enabled for the following
reasons:

- If you have not highlighted a starting time for the desired appointment.

- If you do not have a client name on the Appointment Builder screen.

- If you have not selected a client Visit Type.

Once you click the Book Appointment button, the following Appointment
Detail screen will appear.
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12:15 PM - 3:15 PM, Thursday, February 5, 2009

Cyndi Adelizzi @

1205 Nevis Ct. Daytime: 330/351-0010
Los Angeles, CA 90000 Evening: 330/448-5355
name@domain.com

Status: [Booked Q " Show Ticket
Visit Type: [ Regular Request B ") Pre-Booked
Employee | Service ' Time | Mins
Cheryl Color 12:15PM 75
Cheryl Womens Cut 1:30 PM 45
Cheryl Pedicure 2:15 PM 45
Ann Brow Wax 3:00 PM 15

( Delete Service )

{ Appointment Notes = Standing Appointments 1

Will be a little early for the appointment today. Also wants to create a
Standing appointment for all services through the end of the year, set
for every 4 weeks.

Print: ( Reminder ) ( Traveler ) ( Client Info ) " Standings

This Appointment Detail screen allows you to reiterate to the client when they
selected to have their appointment scheduled. If you do not need to change
anything within this screen, simply close the window. Please see the section
Appointments: Appointment Detail for more information regarding the above
screen.

Appointments: v198
© STX Software, LLC 2003 — 2013
29



Appointments: Appointment Status

Changing appointment Status
Purpose

The Appointment Status is the color coded border surrounding an appointment
indicating which status has been set to the appointment.

+ Blue indicates the appointment is Booked

. indicates the appointment has been Called

* Pink indicates the appointment has been Confirmed

+ Green indicates the appointment has been Checked In
+ Black indicates the appointment is a No Show

 Gray indicates the appointment is Complete

There are a couple of different ways to change the status of an appointment. To
change the Appointment Status of an existing appointment, perform one of the
following options.

®0o 2/5/2009 Appointment for Cyndi Adelizzi (@)
— ‘T", /_f
i \_—) 23 @ - ‘.’/é/
Create Standing... Reschedule... Cancel Appt. Delete Appt. Reports Save

12:15 PM - 3:15 PM, Thursday, February 5, 2009

TN

Cyndi Adelizzi w
1205 Nevis Ct. Daytime: 330/351-0010
Los Angeles, CA 90000 Evening: 330/448-5355

name@domain.com

Status v Booked 8 Show Ticket

Called

Visit Type B 1 Pre-Booked

. Confirmed =
Employeem Time Mins
Cheryl No Show 12:15PM 75
Cheryl Complete 1:30 PM 45
Cheryl Conflicting 2:15 PM 45
Ann T Browwax 3:00 PM 15

Open the Appointment Detail screen by double-clicking an existing
appointment, and use the Status popup menu.
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Focus

_\' I: Unfocus )

Checked In
No Show IES
Complete

Appaj——
| Booked ¥1
O Called 32
+ Confirmed

45PM X+ forge, Lisa /
3:00PM | Hot Rocks
15PM Massage

3:30PM

45PM 5+ |orge, Lisa /
4:00PM | Rosewater
. Lavender Body
:15PM
Mask

1 employees - 1 appointment

Click one (1) time on the desired appointment, and use the Status popup menu
on the bottom left hand corner of the Appointment Calendar screen.

Note the keyboard commands next to each Status option. Holding the Command
key on your keyboard combined with the appropriate number will automatically
change the Status on the highlighted (active) appointment.

Command 1 = Booked
Command 2 = Called
Command 3 = Confirmed
Command 4 = Checked In
Command 5 = No Show
Command 6 = Complete

Normally the status for Complete is set automatically once the ticket transaction
for the client has been paid for. You typically will never have to use this status
option yourself.

11:004M

:15AM

11:304M

454M

Quenetie,
Michelle i
Wome  Statyus

Another way to change the Status of an
appointment is to hold the Control (ctrl) key
down on your keyboard while clicking one

12:00PM v Booked time on an appointment you wish to
lzf;;E: Called change the Status for, also known as
25PN Confirmed [ ‘right-click’. This will cause a Contextual
1:00PM Checked In menu to appear, allowing you to set the
ISP LB status immediately, without having to open
‘j‘;ﬁﬂ Complete any other screens or use any other
——  keyboard commands.
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Checking In Appointments

When selecting the Checked In status, a Client Visit ticket transaction will
automatically be created for the client. Each service being performed will be
included on the Client Visit ticket, along with each employee performing them.

If an appointment for a past date is accidentally checked in, the following alert will
appear.

Are you sure you want to check in an
appointment for a different day?

This appointment is for 3/2/2009 but the ticket will be
cccccc d on 3/6/2009.

(" Cancel ) ( CheckIn Appoi D

If an appointment for a future date is accidentally checked in, the following alert
will appear.

Are you sure you want to check in an
appointment for a different day?

This appointment is for 3/23/2009 but the ticket will
be created on 3/6/2009.

Cancel ) (* Checkin i )

In either case, click Cancel and the appointment will NOT be checked in and a
ticket transaction will NOT be created for the client. Click Check In Appointment
to check in the appointment and have a ticket transaction created for the client on
‘today’s’ date.

If a Client Visit ticket transaction is created by mistake, it will be necessary to
delete the ticket transaction before you can change the Appointment Status
back to the original setting.
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Appointments: Appointment Detail

Purpose
The Appointment Detail screen allows you to control many aspects of a
scheduled appointment.

®eno 2/5/2009 Appointment for Cyndi Adelizzi [a)

el g

Create Standing... Reschedule... Cancel Appt. Delete Appt. Reports  Save

12:15 PM - 3:15 PM, Thursday, February 5, 2009

Cyndi Adelizzi (1

1205 Nevis Ct. Daytime: 330/351-0010
Los Angeles, CA 90000 Evening: 330/448-5355
nnnnn domam com

Status: | Booked e
Visit Type: ' Regular Request m "l Pre-Booked
Employ Service Time Mins

Chen yI Color 12:15PM 75
Cheryl Womens Cut 1:30 PM 45
Cheryl Pedicure 2:15 PM 45
Ann Brow Wax 3:00 PM 15
£ Polete Covuine )\
Delete Service
f Appointment Notes ~ Standing Appointments |
WI\ be a little early for the appo lme ttoday. Also wants to cr eale a
anding appointment for s through the end of the yea

10r every 4 weeks.

Print: (Reminder ) ( Traveler Client Info )

- Change the Client Name

- Look up confirmation phone numbers for the client

- Go directly to the client card to update information

- Check and/or Change the Status of the Appointment
- Edit the Visit Type

- View completed ticket transaction (if there is one)

- Edit Pre-Booked Status

- Edit Appointment Note

- Create a Standing Appointment

- View listing of Standing Appointments for the client

- Edit any future Standing Appointments for the client
- Reschedule the Appointment

- Delete the Entire Appointment

- Cancel the Entire Appointment

- Delete one Service from the Appointment

- Print a Reminder Label (if using a Dymo Label Writer printer)
- Print a Traveler for this Client only

- Print a Client Info report for this Client only

- Print a listing of all Standing appointments

- Check the Date Booked/Modified and by Whom
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Detail
To open the Appointment Detail screen, double-click on any appointment
showing on the Appointment Calendar.

SO0 1/15/2008 Appointment for Susan Gray —

The Title Bar of the Appointment Detail screen shows which appointment you
have opened.

Create Standing: Create a standing appointment from an existing appointment.
The future standing appointments will be booked on the same day of the week, at
the same time, for the same services and employees as the one you opened the
Appointment Detail screen for. You set the number of days, weeks, or months
between each standing appointment.

Reschedule...

Reschedule: Opens the Appointment Builder containing this appointment’s
information to allow for another search or for services to be added and/or
changed.

Cancel Appt.

Cancel Appt: Cancels the entire appointment, removes it from the Appointment
Calendar, and tracks the canceled appointment on the Client Card on the
Appointments tab.

Q

Delete Appt.

Delete Appt: Deletes the entire appointment, removes it from the Appointment
Calendar, and does NOT track the appointment at all in relation to the client’s
card.

10:00 AM - 12:45 PM, Tuesday, January 15, 2008

The Appointment Detail screen shows the time and date details of when the
appointment is occurring. This makes confirmation calls much easier to make.
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l Susan Cray @ l

The client name field may be used to choose another client or enter a new client.
The client Info button (the blue circle with the i in it) takes you to this client's card.

Susan Gray @

675 Boston Way Daytime: 258-974-1587
Los Angeles, CA 90000 Evening: 258-987-5214
sgray@mac.com Cell: 258/987-5200

The client's contact information is displayed below the client name field if your
login password allows access to this information. Any changes made to the client
record will automatically show here. Note: If you make any changes to the
client’s information, you must first save the changes on the client card
before returning to the Appointment Detail screen.

Booked

Called
el v Confirmed
Checked In
No Show
ployee|  Complete
b Conflicting

t Type

The Status menu allows you to change the Status of the appointment to any of
the menu options. Once you have changed the Status menu, click the Save icon
and close the window.

Visit Type ¥ Regular Request

rm——| Salon Client

Barb - Spa Client

Barb New Request

e
Spa To Salon Referral
Walkin
Retail Only

The Visit Type menu allows you to change the Visit Type for the client. Once
you have made changes to the Visit Type menu, click the Save icon and close
the window.

( ; 3
Show Ticket

The Show Ticket button takes you directly to the client’'s Client Visit ticket
transaction, if there is one. The client must have been Checked In before this
button will become activated.

E Pre-Booked

The Pre-Booked checkbox allows you to either check or uncheck if it was not
done at the time the appointment was created. Once you have made changes to
the Pre-Booked status, click the Save icon and close the window.
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S

The Appointment Detail screen shows the date the appointment was booked
and by whom, as well as if/when the appointment was last modified and by
whom.

The Delete Service button allows you to delete one service at a time from a
multi-service appointment, without deleting the entire appointment. This is a
shortcut to using the Reschedule icon wherein all you wish to do is remove a
service.

Employes | Service | Time | Mins |
Barb Condition 10:00 AM 15
Barb Foil Hilite 10:15 AM 90
Barb Womens Cut 11:45 AM 60

("Delete Service )
e
To remove the service from the appointment, highlight the service you wish to
remove and click Delete Service. If you have deleted any services from this
appointment, click the Save icon before closing the window. If you deleted the
wrong service from the appointment, go to the Edit menu and select the Undo
option. Or, simply Close the window first, and then click Don't Save. Re-open
the Appointment Detail screen by double-clicking on the appointment again.

Note: Removing a service from a multi-service appointment could have a
negative effect on the rest of the appointment. Please make sure you
remember to adjust any remaining services from the appointment if
necessary.

{ Appointment Motes | Standing Appointments 1

Would like to book standing appointments for all of these services
through the end of the year.

The Appointment Notes field allows you to edit or add notes to the appointment.
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| Appointment Notes | Standing Appointments }

1/15/2008

2/19/2008 Booked m
3/25/2008 Booked -
4/29/2008 Booked +
£1213008 Danlond 3

Standing Appointments shows the listing of all future Standing appointments.
Double-click on a particular date to see the Appointment Detail screen for that
specific appointment. The Status of the appointment is showing in the list next to
the date.

There are 4 Print options in the Appointment Detail screen.

‘ Print: l.i Reminder ) ( Traveler ) ( Client Info ) l.i Standings ) |

Reminder prints a reminder label for this appointment if using the Dymo Label
Writer printer. You can also print a reminder to the Receipt Printer, or any other
printer of your choosing. The reminder printer is set by going to the STX menu to
Preferences: Appointments.

Traveler prints the Traveler report for this client only.
Client Info prints the Client Information report for this client only.

Standings prints the listing of all standing appointments booked for this client
only.

Save all changes made to the Appointment Detail screen by clicking the Save
icon, and then close the window by clicking the red gumdrop. If you close the
window first, without clicking the Save icon, the following screen will appear.

——a Click Don’t Save to close the window

=5 Do you want to save changes to this window before

without saving any of the changes you
( Don't Save ) ( Cancel ) G—Sm—) made

Click Cancel to return to the Appointment Detail screen.
Click Save to save the changes you have made.
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Appointments: Standing Appointments

Purpose

Standing appointments allow for booking several recurring appointments at one
time, saving the time involved in booking them individually. The future standing
appointments will be booked on the same day of the week, at the same time, for
the same services and employees as the one you opened the Appointment Detail
screen for. You set the number of days, weeks, and months between each
standing appointment. The only time they will not be booked on the same day of
the week is if you choose a certain number of Days or Months between each
standing appointment.

Create a Standing Appointment

To create a standing appointment, double-click to open the details of the
appointment you want to create the standing appointment from, and click the
Create Standing icon in the toolbar of the Appointment Detail screen. All
services on the selected appointment will be included in the standing
appointments.

OO 1/16/2008 Appointment for Susan Miller —

Once you click the Create

Dates and Time _ _Book Every

Standing icon from the
Susar | Begin [1/16/2008 | cl) (1) Appointment Detail screen, a
D .
oy I e sheet will drop down for you to
Time | 10:45 AM O Months fill in the required information
to book  the standing
Sti  These options will establish up to 26 appointments. . t t
visit 1 appointment.
-
Barb | J

The Begin date will be the date of the appointment you just opened the
Appointment Detail screen for. The End date will automatically be six (6) months
from the Begin date. The Time will be the start time of the first service of the
appointment you just opened the Appointment Detail screen for.
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Enter the number of Days, Weeks, or Months between each standing
appointment, keeping in mind that using Days or Months will create appointments
on different days of the week.

You may change any of these items to satisfy the client's needs. Consider
establishing a standard End date for all standing appointments so you will be
able to extend them on a scheduled basis rather than having to "remember"
when someone's standing appointments run out.

' These options will establish up to 26 appointments. I

Each time you make changes to the dates, times, or interval between
appointments, you will see how may appointments you will possibly be
scheduling.

[: Cancel :] l: Search :]

Click Search to find available appointments, or click Cancel to return to the
Appointment Detail screen without booking any standing appointments. Clicking
the Search button will cause the following window to appear.

Schedule these appointments?

5 Appointments are available for 10:45 AM on the following days:
| Wed Jan 30, Wed Feb 6, Wed Feb 13, Wed Feb 20,

Wed Mar 5, Wed Mar 12, Wed Mar 19, Wed Mar 26,

Wed Apr 9, Wed Apr 16, Wed Apr 23, Wed Apr 30,

Wed May 14, Wed May 21, Wed May 28, Wed Jun 4,

Wed Jun 11, Wed Jun 18, Wed Jun 25, Wed Jul 2,

wed Jul 9, Wed Jul 16.

Appointments have conflicts on the following dates:
Wed Jan 23, Wed Feb 27, Wed Apr 2, Wed May 7.

(" Schedule All ) ( Cancel ) ( Schedule Available )
-

The Schedule these appointments? window contains a list of available
appointments. If there are any conflicting dates, you will also see a list of
appointments that can't be booked because of conflicts with appointments
already scheduled for the time you are trying to schedule the standing
appointment.

Click Schedule Available to only book the standing appointments where there
are no conflicts. If you choose this option, you will need to make a note of the
conflicting dates so you can book the appointments separately from the standing.
Click Cancel to return to the Book Standing sheet to reset or change the
standing appointment criteria. Click Schedule All to book all of the
appointments, including the conflicting ones.
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—I Appointment Notes | Standing Appointments }7

1/16/2008 Booked 0
1/23/2008 Conflicting

1/30/2008 Booked -
2/6/2008 Booked I®
o I e e T Tal v [#] le ol b

Once the standing appointments are booked, the Appointment Detail screen will
reappear to show all of the standing appointments you just booked for the client.
The conflicting date(s), if any, will appear. To change the conflicting appointment,
double-click on the conflicting date to open the Appointment Detail screen for it.

aoO0n 1/23/2008 Appointment for Susan Miller =

e o3

10:45 AM - 11:15 AM, Wednesday, January 23, 2008

Click the Reschedule icon to reschedule that one appointment from within the
set of standing appointments. The following alert will appear.

_ Are you sure that you wish to reschedule
E’? this standing appointment?

A This appointment is part of a standing appointment
with 1 earlier appointment and 25 future
appointments.

Rescheduling this appointment will remaove it from
the list of standing appointments.

( Cancel ) ( Reschedule Appointment )

Click the Reschedule Appointment button to change the time, through the
Appointment Builder, so it will not conflict with another appointment already
scheduled for that time. Click Cancel and manually go to the conflicting date and
move the appointment to a different time slot.

oo — 7 Manually going to the conflicting date will show

- : the standing appointment resting right on top of
the appointment that was already scheduled
before creating the standing.

11:004M

The conflicting appointment will always stand out with the red background color.
Simply drag the appointment to a different time. The following alert will appear.
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Moving service to new start time for a standing appointment

¥

~ Moving this service directly could overbook the employee, client, or other resources.

This appointment is part of a standing appointment with 1 earlier appointment and 25 future
appointments. You can change just the current appointment or all of its future related
appointments as well.

( Move Service For 26 Appointments :l ( Cancel ) E—Huveieﬂﬂ:e—}

The Move Service for XX Appointments button will move all of the remaining
standing appointments to the “new” time. The Move Service button will only
move the one service and therefore remove it from the listing of standing
appointments. It removes it from the standing status because it no longer fits the
criteria that the rest of the standing appointments do. It is now considered just a
single appointment, not linked to any other appointments. Click Cancel to return
back to the appointment calendar.

A5AM 10:00 AM - 10:30 AM, Wednr
9:00AM
“15AM Susan Ml
: Called
gfigi: 908A.St L
BT Los Ange gt
L0-00AM ﬂﬂ’ Checked In
1AM Mo Show
10:30AM EL * Agnos, Irene [
-45aM | Womens Cut S y Eﬂmﬂl:‘"lelte
11:00AM tatus onflicting

Once the appointment is moved, you must change the Status of the appointment
from Conflicting to something else because it is no longer a conflicting
appointment. Note: You will only see the Status option of Conflicting from within
the Appointment Detail screen.

‘ 8 employees - 8 appointments - 25% prebooked - 0% online - 1 -:nnﬂicts'

The statistics showing at the bottom of the Appointment Calendar will show the
conflicting appointments on each day. Conflicting appointments are only created
when a Standing appointment has been booked with the Schedule All button
being clicked. If you do not want to create Conflicting appointments, click the
Schedule Available button when booking the Standing appointment.
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Appointments: Waiting List

Purpose

The Waiting List is a listing of clients with appointment requests for times that
are not available at the time of the appointment search. It allows you to book
appointments based on the appointment request and shows if the request has
expired or not. You can see the details of the appointment request as well as
add/edit appointment notes.

Opening the Waiting List
There are a few different ways to open the Waiting List, as shown below.

.’ STX File Edit Setup Appointments Transactions cli
Salon Transcri ipts

% @ I E & O F

_ . . chase
Setup  Appointment Transactions  Client Orders Payroll Reports

. =
Builder  Waiting List Appts Today

To open the Waiting List, click the Appointments icon from the main Toolbar and
then click Waiting List.
® STX File Edit Setup Appnintmems Transactions Clie

SalonTran  Bopoking Calendar [ S
6&{) . = Appointment Builder E=l
Setup Appointment Transactions | Today's Appointments Reports

Calendar Builder Waiting List Appts Today

Use the Appointments menu from the menu bar and pull down to Waiting List.
L , Allen {
Bl

Click one time on the appointment on the appointment calendar that is canceling.

On the keyboard, hold the combination of Shift Delete keys and release them at
once. The following alert will appear.

= Click Cancel if you do not wish to cancel
T2 Cancel the selected appointment? this appointment and return to the
appointment calendar. Click Cancel
Appointment to cancel the appointment
and force the Waiting List to
automaticallv appear.

Ry

( Cancel ) € I Appointment

Note: The only way to force the Waiting List to automatically appear when
canceling an appointment, is to hold the combination of Shift Delete keys
on your keyboard once you have selected the appointment to cancel from
the appointment calendar.
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Adding Appointments to the Waiting List

To add an appointment request to the Waiting List, you must use

Appointment Builder to do so.

the

0 . Selected Services
Client: 0 . : 1
[ History | Employee  Service Resource Click and Drag to Rearrange
Harris, Sue | |Date / Employee | service |Mins | | Service leme || |
No Daytime Phone ¥ 5un Jan 20, 2008 10:00AM Hot Rocks Massag AR o
No Evening Phone Barb Womens Cut 60 Rosewater Lavend AR o L
No Cell Phone Barb Up Do 60 Facial any 3 [ o
¥5at Jan 5, 2008 11:15AM L
Wisit Type: | Salon To Spa Referral Q‘ Cheryl Pedicure 45 D
) Pra-Bocksd Cheryl Manicure 30 [ o
Limit Search
Start Date
[4] January 2008 [+]
SIM|[T|w|T|F|S
1 2 3 4 5 (: Remove :) (: Clear :)
o nr ° ooz Date / Time | Duration | Service | Employee |Ranking |
13 14 15[16 17 18 19 » Wed Jan 16, 2008 U
20 21 22 23 24 25 26 ¥ Thu Jan 17, 2008 LTI
27 28 29 30 31 ¥ 02:30 PM 2 options. I
2:30 PM 3:15 AR, AR, AR
[Today[1]2]3]a]5]6[7]8] 20 Pt 315 AR, AR, MD [T}
¥ #0415 PM 2 optlons. H“W
Monday Mornin B 04:45 PM 2 options
-] ¥ ] v » 04:30 PM 2 options 11}
™ Tuesday M Afternoon :
& Wednesd i ¥ Fri Jan 18, 2008 I
WL L) » Mon Jan 21, 2008 I
M Thursday » Tue Jan 22, 2008 I
™ Friday Start Tl # Wed Jan 23, 2008 I
oty D oTIme » Fri Jan 25, 2008 W
1 sunday [z) | »sunsan 27,2008 w3
= » Mon Jan 28, 2008 i v
T
G0om
Reset All ( Start Searching ) M C Book Appointment )

Once you have searched for the available dates and times and the client cannot
come during any of those openings, click the Add to Waiting List button at the
bottom of the search results and the appointment request will be added to the
Waiting List. The Appointment Builder window will go away once the Add to

Waiting List button is clicked.

oo 0 Waitmglsx |

Date
Client | Earliest Date | Date Expires
I« January 2008 0] Elyse Bagley 01/15/08 01/28/08
S|M| T|W T|F|Ss Becky Haskin 01/04/08 01/17/08
1 2 3 4 5 Sue Harris 01/16/08 01/29/08
& 7 8 8 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31
= = KD
Su, Mo, Tu, We, Th, Fr, Sa; any time of day
s
| Requested Employees | | . Motes
Cheryl Hamm CH Service {Emp 1
Hot Rocks Massag AR
Ann Romen AR Rosewater Lavend AR
Barb Smith BS Facial any
Edit
( Any Employee 3 ( Remove ) ( Book... )

The Waiting List will now
show the appointment
request you just added.

To see the details of the
appointment request,
open the Waiting List
and highlight the Client
name.

You can add an appointment note in the Notes field, you can edit the
appointment note already present, you can Remove the request from the
Waiting List, or you can choose to Book the appointment. The clients listed in
RED indicate the appointment request has expired. You can choose to Remove
the client from the Waiting List, or re-add them to the Waiting List.
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[®@co 000  Waitmgus 00000000000 |

Date
[« January 2008 O

5 M T |W T F 5§

1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

Client
Elyse Bagley

| Earliest Date
01/15/08

| Date Expires |
01/28/08

&8 = IREIC

Notes

Requested Employees

Service Emp

Remove )€ Book... )

Any Employee €

Date

E January 2008 E|

s M T W T F|Ss

1 2 3 4 5

Earliest Date Date Expires

01/28/08

01/15/08

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

Su, Mo, Tu, We, Th, Fr, Sa; any time of day
IS
Requested Employees I | : Notes
Cheryl Hamm CH e i
Style CH

Ann Romen AR
Barb Smith BS

0o Watnglist .|

You can view an individual

employee's appointment
requests by highlighting the
employee name in the
Requested Employees
area.

To go back to all employees,
click the Any Employee
button.

To Book an appointment from the Waiting List, highlight the Client name and

click the Book button.

Date / Time Duration | Service ‘ Employee |Rinkir|g | I 3:30PM
| ¥ Thu Jan 17, 2008 [ 45PM
10:30 AM : I
11:00 AM ! Cheryl
11:30 AM 0:30 Style Cheryl
12:00 PM 0:30 Style Cheryl
12:30 PM 0:30 Style Cheryl
01:00 PM 0:30 Style Cheryl
01:30 PM 0:30 Style Cheryl
02:00 PM 0:30 Style Cheryl
02:30 PM 0:30 Style Cheryl
03:00 PM 0:30 Style Cheryl
03:30 PM 0:30 Style Cheryl
04:00 PM 0:30 Style Cheryl e~
11:15 AM 030 Style Cheryl &4
1145 AM 0:30 Style Chervl 3
( Update Waiting List ) [ Book Appointment

The Appointment Builder screen will open with the information about the
appointment request already filled in. Click Start Searching, find the date and
time the client wishes to come in, and click Book Appointment. The
appointment request will be removed from the Waiting List.
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If the search results still are not satisfactory for the client, simply Close the
Appointment Builder screen and the appointment request will remain on the
Waiting List untouched.

(600 — !

Date

Client | Earliest Date | Date Expires

[4] January 2008 bl Elyse Bagley 01/15/08 01/28/08

S| M| T|W| T  F S
1 2 3 4 5 Sue Harris 01/16/08 01/29/08

§ 7 & 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26

27 28 29 30 31

[ = - BEIC
Su, Mo, Tu, We, Th, Fr, 5a; any time of day
f

I Requested Employees | | Notes
Cheryl Hamm CH Service Emp | |

Womens Cut BS
Ann Romen AR Style BS
Barb Smith BS

Edit

(" Any Employee ) ( Remove ) —

-

If you want to re-add an expired request back into the Waiting List, highlight the
Client name and click the Book button.

ISP

Date [ Time | Duration | Service | Employee |Ranking | 3:30°M
(45PM
¥ Sat Jan 19, 2008 -~ e
» 05:00 PM 1:30 g5, BS I 5P t Desies,
05:30 PM 1:30 85, BS 2307w Sete | Mens Cut
5:30 PM 1:00 Womens Cut Barb E:
6:30 PM 0:30 Style Barb
P 10:45 AM 1:30 BS, BS e
» 02:00 PM 1:30 BS, BS (I
» 02:45 PM 1:30 BS, BS (I
b 11:30 AM 1:30 B5, BS [
b 11:15 AM 1:30 BS, BS (I
» 02:30 PM 1:30 BS, BS I
> 11:00 AM 1:30 BS, BS (I
»02:15 PM 1:30 BS, BS (I
» 05:15 PM 1:30 BS, BS L1 .
» 5un Jan 20, 2008 -~
STTTTTITTTTTTTIT
((UpdateWaitingist) (_Book Appointment ) 75%
—S$§——m m m m—— - - -w-w_w_w_ w_ w W —

The Appointment Builder screen will open with the information about the
appointment request already filled in. Change the Limit Search Calendar to a
different "starting" date, if necessary, and click Start Searching. If you do not
see anything to fit the client's needs, click Update Waiting List, and the client
will be re-added with a new expiration date.

It is recommended to keep the Waiting List minimized in the Dock. This allows
easy access to the Waiting List if someone cancels his/her appointment and you
wish to fill that spot with a client from the Waiting List.

To Minimize the Waiting List, click the ‘yellow’ gumdrop in the upper left corner
of the Waiting List screen. To bring the Waiting List forward again, go to the
Dock and click the Waiting List icon.
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Appointments: Today’s Appointments

Purpose
The Appointments Today feature shows all appointments booked just for
‘today’, for all employees combined.

" STX File Edit Setup Appointments Transactions Cli

Salon Transcripts

% @ ¢ = &
Payroll

Setup Appointment Transactions AT

Orders
i
{ 1m:

. |
Builder Waiting List Appts Today

Client Reports

Calendar

To open the Appointments Today screen, use the main toolbar and click
Appointments: Appts Today.
" STX File Edit Setup Appointments Transactions Cli

salenT  Bgoking Calendar
</
% @

I Appointment Builder
Setup

Waiting List

Appointment Transactions Today's Appointmgnts W Reports

el \J Pat = =7

=pd (im- 4|

El s . T} L EEET
Calendar Builder Waiting List Appts Today

Use the menu bar by going to Appointments and selecting the Today's
Appointments option. The following is an example of what the Today’s
Appointments screen looks like.

( Expand All :I (Collapse All )

5\

'ﬁ\
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eo0e Today's Appointments

@ Include completed appointments |_All Day % |nC|Ude completed
Time Duration | Client/Service Emp Note Tlﬁl_(et Appointments WI” ShOW a"
»9:00 AM  0:15 Rebecca Orchard Cheryl = . .
PO:ISAM  7:45  Linda Farmer Cheryl = clients who have paid for
»11:15 AM 0:45 Michelle Quenette Bob =] . : .

»11:30 AM 1:15 Brenda Dudley Barb = i thelr tICket transaCtlon and
»1:00 PM  1:00  Kevin Akin Mary = are gone. Check the box if
»1:00 PM 1:30 Nancy Flynn Tammy. =

B2:00PM  0:30  Peter Paulson Bob you want to see the
»2:30PM 015 . Tammy .

> a0 oM . B B Completed appointments.
B-2:30 PM delizz T =]

> -

[= 0:30  Joan Brown Mike

»4:00 PM  0:15  Kathy Dana Ann

»5:00PM  0:30 Janice Thompson Bob

8 hours

+ All Day

You can restrict the list to just
2 hours, 4 hours, 6 hours, 8
hours, or All Day by using the
popup menu in the upper
right hand corner.
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Appointments with the Note icon indicate the appointment has a
note connected to it.

Double-click the Note icon to open the Appointment Detail screen where the note
is located.

Appointments with the Ticket icon indicate the appointment has
already been checked in, and a ticket transaction has already been
created.

Double-click the Ticket icon to open the actual ticket that was created at the time
the appointment was checked in.

ene Today's Appointments
@Include completed appointments | All Day |€]
e — fyp, Nore | Tide
¥ 1:00 PM 1:30 '\aI"CY“}'HI"ﬂ Tammy. =) Eld
1:00 PM  0:30 Mani Tamm = H
2:00PM  0:30 u:s;;f}sw Ann ' 3 Appointments can ) be
¥2:00 PM 0:30  Peter Paulson Bob expanded or closed. Click the
2:00PM  0:30  Mens Cut
v230 P 15  Hesther Bond Expand All button to expand
oo and see details of each
230 P E appointment on the list.
v2:30 PM
2:30PM  0:15  Brow Wax ammy B
vasom The list of appointments will
now open to show the details.
¥3:30 PM 0:30 Joan Brown Mike .
330PM  0:15  Nail Repair Mike Click the Collapse All button
oo ottt oo — to close the details of each
400PM  0:15  Nail Repair Ann U appointment on the list.
¥5:00 PM 0:30 Janice Thompson Bob |
5:00 PM  0:30 Recondition Bob v
( Expand All ) ( Collapse All )
-
»3:30 PM 0:30 Joan Brown Mike
P 4:00 PM  (0:15 Kathy Dana Ann
P 5:00 PM 0:30 Janice Thompson

A light green color will show as a tint on the list for appointments both +/- 1 (one)
hour from now, the ‘current’ time. In the following example, the appointment for
Kathy Dana is within an hour of the current time.
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Color Codes for the Time column
are as follows:

ene Today's Appointments
8 Include completed appointments All Day | 3] .
Time Duration Client/Service Emp Note Ticket i (mustard) |f the
»3:00 15 ebecca Orchar Cheryl . . .
A e client has not checked IN within
»11:15 AM 0:45 Michelle Quenette Bob . .
»11:30 AM 1:15 Brenda Dudley : Barb B 15 mInUteS Of the Stal't tlme Of
sl e e his/her appointment.
»2:00 PM 0:30 Peter Paulson Bob
»2:30 PM . .
>230 P B E * Red if the client has not checked
> - IN within 30 minutes of the start
> 0:30 Joan Brown Mike . . .
»400PM 015  KathyDana Ann time of his/her appointment.
F5:00PM  0:30 Janice Thompson Bob
. (mustard) if the
client has not checked OUT within
15 minutes of the end time of
his/her appointment.
( Expand All ) ( Collapse All ) . .
2 * Red if the client has not checked

OUT within 30 minutes of the end
time of his/her appointment.

+ The Time will be coded with the Appointment Status color if none of the above
criteria apply.

+ The color of each line is the Appointment Status color, aside from the time of
the appointment, which could be one of the above.

806 Today's Appointments
"l Include completed appointments All Day s YOU can aISO Change the
-I:M;JOPM Duration | Client/Service Emp Nife T\;l:(ei Appointment Status directly from
e - this screen. Hold the Control
»3:30 PM (ctrl) key down on your keyboard
»3:30 PM 0:30 Joan Brown Mike . ! . .
> 0:15  KathyDana | gyacus while clicking one time on an
»5:00 PM 0:30 Janice Themf ,  pooked . . h h
Called appointment you wish to change
the Status for, also known as
No Sh [ _nli ’
o right-click’.

This will cause a Contextual menu to appear, allowing you to set the status
immediately, without having to open any other screens or use any other keyboard
commands.
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