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We B come to Sallon Iris
getting to know the basics of the software

Getting Started

This User's Guide can be accessed at any time through Sallon Iris by going to thée I p drop-down menu and
selectingrab Be of Contenty View User's Guide . You can allso access support and tecinicall artic Bes
most of the topics cowvered by this guide and more by visiting http://support.Sallon Iris.com.

Sallon Iris is a powerfull, easy to use software program that updates and prepares reports for c Bients,
products, services, payrol I, mailing, ordering, emp B oyees, and much more. Al though designed primarilly fc
sallons, spas, and other simi Bar businesses, Sallon Iris provides the capabi ity to customize database
information and disp Bays for use in a wide variety of business app Bications.

Salon Iris supports the foll Bowing additional features:

Integrated credit card processing with full B support for all I major credit cards

On Rine appointment booking that all Bows your customers to book appointments via Internet
Remote and mobi Be access

QuickBoolks integration

Importing data filles from otfer programs

Exporting data to other programs

Visit our website at ittp://ww.Sa B onlris.com for the Batest information and new features.

Install Bing Sallon Iris

1.
2.

10.

11.
12.

Insert the Sallon Iris CD into the CD/DVD ROM drive. The instal Bation process shou Bd begin.

IT you do not fave a CD, down Boad the software from http://www.Sa Bl onlris.com/software/support/f
time -setup/ and c Rick ttBown Boad Latest Versiohink to start the down Boad of the software.

The Install BShieBd Wizasdreen will I appear. C INekt.

The L.icense Agreement screen will B appear. P Bease carefull By and sBowly read owver the Bicense
agreement. 1T you wish to accept the terms in the Bicense agreement, select| accept the terms in the
Bicense agreement and c Bick tifNext button. If you do not accept the terms, Sallon Iriswill 1 not
Leave the defau l t destination fo B deC:&8Rrogram Files\Sall on Irahd c Biddext.

Chick thelnsta Iolitton. Sallon Iriswill B allso automaticall By instal B SQL Serwver. This process
some time.

C Rick theFinish button.

The Salon Iris icon will I now appear on your computer’s desktop. DouicBeick on the Sallon Iris icon.
The How Woulld You L.ike To Startsreen will B appear. 1T you are using the triall version stliect
the Free Version. IT you are using a purchased version of Sallon Iris se EedEr Registration Info
Enter your Username and Password to register your software or c Ricknter Serial Number to register
the software with the seria | number that was provided to you wien you purchased SaBon Iris. This

seria | number can be found on your invoice. Be sure to keep your seria B number in a safe place and d
not Boseit.

C lick theRegister button.

The Let's Get Startetreen will I appear.
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13. Select wiich type of database that you would Rike to start with. You can seBect either of the foll 1
choices:

1 QuickBy Start with Samp Be InfeeBect this choice if you woulld Bike to start using Sallon Iri
some samp Be c Rients, products, and appointments. We recommend using the samp Be database
with the triall of Sallon Iris

1 Jump Right In: seBect this choice if you would Rike to start using Sallon Iris with a total By
database

1 Restore a Backup : seBect this choice if you have a database backup from another computer or if
you're reinstall Bing Salon Iris and have a backup to restore

16. CHick theOK button. If mull tip Be copies of SQL are detected on your computese®ect Serwvescreen
will B appear. If this is the case, press thuto Setup button. Sellect the correct instance of SQL to
connect to and press theOK button.

17. You are ready to begin using Sallon Iris.

18. After you register Sallon Iris, it will B need to be activated. You will B be automaticall By promptec
with the Enter Registration Namescreen. The next time you c Bose and reopen Sallon Iris, it will I wa
you tirough activation. You can activate via Internet or via phone. Comp Bete thystdpp
instructions that are that are shown on the Salon Iris screen. Foll Bow the instructions for activat
you are on a software subscription, you are not required to activate untill you comp Bete the payment
plan.

IT you are on a software subscription, you wi I B receive a new temporary seria B number each month. 1T you
have e Bected to register the software with the temporary number, you will | need to enter the new temporary
serial each month when you receive it in your ¢ -maill address on fille with DaySmart Software, Inc.
Registering the software with your Username and Password wi I I e Biminate the need to manual By enter the
seria | number each month by automaticall By checking your account status. We highl'y recommend registering
the software with your account credentials for this reason.

For instructions on setting up, install Bing Sallon Iris and setting up network connections, p Bease refer
Networking section of this User's Guide for instructions.

Registering the Tria Bif you hawve been using the triall wversion of Sallon Iris, after you purchase you will
receive a seria I number.

1. Instal B Salon Iris as exp Bained abowe.

2. Selec®egister from the He B p drop-down.

3. Enter the name of the person or company that purchased the product.

4. Enter your serial number and c Bi€K . 1T a notice appears that states your seria I number is invallid
shou B d check the date and time on your computer's Windows settings, doub Be -check the number, and
try again before call ing technicall support.

After you register Sallon Iris, it will B need to be activated. The next time you c l oseogad 8a B on Iris, it
will I wallkyou through activation.

IT you had entered information in the triall mode, all B of the information will B be saved and you can begi
entering additionall clients.

Creating a New Database: once the software is registered you are ready to create a custom database. The
database contains a Bist of all I your emp B oyees, products, services, c lients, appointments, and sa les
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transactions. Whenever you restore a database or create a new b Bank database your current information
incBuding all 1 clients, tickets, products, services, etc. since the Bast back up will B be overwritten by
you are restoring or the new database you are creating.

1. SelecDatabase Contro Bfrom the Fillerop-down menu.
2. Sellect one of the foll Bowing choices:

1 New Samp Be Database : create a new database with samp Be c Bients, products, services, and
salles transactions. The samp Be entries will B he Bp you quickBy become fami Biar with some of th
features in Sallon Iris. This is the best option to seBect if you have never used Sallon Iris befo

1 New B Bank Database: create a database that contains no samp Be information

3. With the database created you can begin entering data in any of the foll Bowing information categor
emp B oyees, products, services, c Bients, gift certificates, coupons, and sales transactions (tickets
Refer to the appropriate sections of this User's Guide for more information on each of these topics.

It is recommended that you sawve daily backups of your database to USB memory sticks, externall hard driwves
or some other form of removab Be media. This will I aid in the prevention of Bost database information in 1
case that something fappens to your computer or your computer ‘s hard drive.

IT your computer is current By connected to the Internet, Sallon Iris can automaticall By check for availl
updates or if you are current By using the newest availlab e version.

1. SelectCheck for Update from the He B p drop-down menu.
2. CHick theYes button to check for the update, then foll Bow the prompts to update Sallon Iris.

Customizing and Configuring Sallon Iris

Sallon Iris all Bows you to customize the headings and icons you want disp Bayed on each screen, i.e. on the
C Rientscreen you can select to disp Bay the c Bient name and address, or you can disp Bay the c Bient nar
phone number.

1. Go to the appropriate screen.

C RicCustomize View under Generall Optionson the Beftand side.

The Customize View screen will | appear.

The items shown on the Beft in the Awvaillab ke Bumn are items availlable to disp Bay. Items shown or
the right in the Disp Bayco Bumn are what will B be disp Bayed on that screen.

Use the Add andRemowe buttons to add or remowve items as desired.

Click theMowve Up andMowve Down buttons on the right of the screen to organize the items.

IT you make a mistake you can c Bick theRestore to Defau I button to restore defau l t settings.
CHicbK to sawve the changes.

Repeat the steps for each screen that you wou ld Bike to customize disp Bay settings on.

AN

= 00N O O

Customize the Too B bar customizing the too Bbar all Bows you to format the icons disp Bayed at the top ol
Iris, i.e. you can disp Bay tReackages icon for conwvenient access, or remove it if your business does not
offer packages.

1. SeBecCustomize Too Bbarfrom the Too Bdrop-down menu.
2. In the Available Icors Bumn seBect the icons you wou Bd Bike your main screen to disp Bay. You car
select from the foll Bowing:
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Dastboard : navigate to the dasthoard screen
Apt Book: navigate to the appointment book
Tickets: navigate to the tickets screen
Clientsnavigate to the c Rients screen
Client Infopen the client info screen
Products navigate to the products screen
Services: navigate to the services screen
Packages: navigate to the packages screen
Emp B oyees : navigate to the emp B oyees screen

Schedu Be: navigate to the schedu Be (schedu Be both emp B oyees and resources)

Marketing : navigate to the marketing screen
Messaging : navigate to the messaging screen
Totallsun the Salles Totall and Tasegort
Client Wizardrun the C Bient Wizardreport
Payro I lun a new Payro Irfport

Passwords : open the password contro s screen
Resources : navigate to tfe resources screen
Reminders : navigate to the reminders screen

Wait Listnavigate to the wait Bist screen

Gift Certsnavigate to the gift certificates screen
Ledger. navigate to the generall Bedger screen
Barcode: open the barcode Babell printing screen
Ordering : navigate to the ordering screen
Options: open the options screen

Quotes : navigate to the quotes and invoices screen
POs: navigate to the POs screen

Tips navigate to tfe tips screen

Out: password Bog out (password protection needs to be enab Bed)

Exit exit Sallon Iris
L.og Inlog in to the time c B ock
L.og Outlog out of the time c B ock
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On Bine Booking open On Bine Booking settings screen On Bine Booking needs to be enab Bed)

Cash: open the cash drawer
Coupons: navigate to the coupon screen

QuickBooks : navigate to the QuickBooks integration screen
CC Transnavigate to the credit card transactions screen

Apt Check : cleck for on Bine appointment requests On B ine Booking needs to be enab Bed)

You can use the SelBect AbrDese Bect A lblittons to check or uncheck all B the icon boxes.

Use te Mowve Up andMowve Down buttons to change the order of how the icons are disp Bayed. The
topmost icon will I be the Bafdst icon on the too lbar.
IT you make a mistake you can c Rick the Restore Defau I tsbutton to restore the defau l t settings.

. Check or un -check the fo I Bowing items In theGenera l section as desired:
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1 Show Too B bar. disp Bay the too Bbar
1 Show Too l Tipsdisp Bay a descriptive phrase wien a mouse is over an icon
1 Show Captions: disp Bay a description under each icon

7. CHicbK to sawve the changes.

Options Owverwview

The Options screen is accessed by se BectingOptions from the Too Bdrop-down menu. The Options screen
contains the foll Bowing tabs and topics:

1. General customize sty les, gift card usage, and set Status L.og options.

Hardware Setup : configure your crash drawer, receipt printer, and other hardware options.

Credit Card Processingconfigure integrated credit card processing and credit based tips.

Schedu Bing customize scfedu Bing and appointment book options.

Tickets: customize ticket information, how they are printed, discount options, and rounding standards.
Clienteustomize generall c Bient settings, picture options, and c lient document tracking.

Taxes and Other : configure product and service salles tax and c lient information security setting

~N o ok wWwN

Options - Generall Tab

Startup and Sty:lleustomize the way SalBon Iris starts and its overall 1 appearance.

1. CHlick theStartupbutton.
2. The Startup Optionscreen will B appear. Check or uncheck the fo I Bowing boxes as desired:
1 Start Salon Iris wien Windows starts Baunch Sallon Iris when the computer is turned on
1 Show Tip of the Day : dispBay "Tip of the Day" when Salon Iris starts
1 Automaticall By check for updates every | | day(s) choose how often the software checks
for updates
3. Select the screen that will B be shown wien SaBon Iris starts from the drolown box next toStartup
screen .
Click theSe Bectbutton next to ti€ountryfield and seBect your country.
CHhicbK .
Chick theOK button to return to tenerall tab of theOptions screen.
Click theSty B button.
The Visuall Style Opticoseen will I appear.
A sty e can be chosen from the Visual Stydrep-down menu to provide a customized Book and feell to
Sallon Iris. There are many to choose from, so choose the one that Books best to youVisuall Stydan
allso be clanged direct By from ti®oo Bdrop down menu.
10. CHick theOK button to return to tBenerall tab of theOptions screen.

Gift Cardsconfigure the way gift cards are reused and sold.

1. Clickon tiGift Card Setuputton. TheGift Card Optionscreen will B appear.
2. Under the Gift Card Reuse section cfeck the box that says AR Bow gift cards to bsod d to a
different c Bient after the ba B ance reaches zerb you wou ld Bike to reuse, or rese I B gift cards onc

= 00N O b
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they reach a ba lance of zero.

3. Under the Batch PreSalle/Promotionall Gisslay section clicking tBatch PreSaBdutton will I
define a set of gift cards as so B d without manuall By faving to create a separate ticket for each ¢
This is usefu | when you want to give away a group of cards for a speciall salle or promotion. Card:
se Bected when using this feature will I not appear as income in tidota Irgport.

a. Enter the starting ID of the gift card batch, i.e. 1000, and O ick
b. Enter the ending ID of the gift card batch, i.e. 1500, and c ®kck

c. Enter the amount of money to assign to each gift card, i.e. $5.00.
d. When prompted by te  Confirm screen se BectYes to continue.

4. Under Gift Card Expiratiose Bect the desired settings for wien you would Rike your gift cards to
expire.

1 Automaticall By assign an expiration date to a gift card when it iasadhticall By sets th
expiration date of a gift card to |__| day(s) from the originall salle date

1 Expiration dates must be assigned to gift cardgift card salles cannot be comp Beted without
entering an expiration date

5. CHicbK to return to thé&enera l tab of theOptions screen.

Status Logview options pertaining to the status Bog.

1. Click theStatus L.og Optiomstton.
2. The Status L.og Optionereen will B appear.
3. The fol Bowing options can be performed with theStatus L.og
1 View the Status Logview the Status L.ogn your computer
1 Print the Status Loogrint a copy of ttatus Log
1 Clear the Status L.atglete the information in theStatus Log
1 Send Status L.og to DaySmart Softwarend the Status L.oto Technicall Support for review
4. CHicbK to return to ti&enera ll tab of theOptions screen.

Options - Hardware Setup Tab

Cash Drawer : set up and configure your cash drawer.

1. Before configuring your specific cash drawer, choose how you wou Bd Rike your cash drawer to operate
from these three settings:

a. Open the cash drawer when a ticket is c Bosed : after closing a ticket and comp Beting a
transaction the cash drawer will B open. The cash drawer can on By be opened from the computer
that it is connected to.

b. DispBay a pojup message after opening the cash drawer : a popup will I appear after the cas
drawer is opened stowing the tender and the change, if app Ricab le.

c. Open cash drawer when sett Bing tips: if tips are not withhe Bd and are sett Bed with money from
the till I, the cash drawer will B open at the time the tips are settled.

2. CHick theConfigure Cash Drawer button.
3. The Configure Cash Drawer screen will B appear.
4. Choose the appropriate cash drawer settings from be I ow:
a. | do not hawve a cash drawer. if the business does not have or does not use a cash drawer
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through the software.

b. My cash drawer is connected to a USB receipt printer if the cash drawer does not connect
direct By to the computer and is instead connected to a USB receipt printer. Sallon Iris offici
on By supports Epson receipt printers. Other USB receipt printers do work with Sallon Iris, but the
are not guaranteed.

V.

V.
Vi.

Vil.

Make sure that your USB receipt printer is on and working proper By. Drivers for USB receipt
printers need to be install Bed before the printer or cash drawer will B wortk.

. PRug the cash drawer into the receipt printer using the cord that Books RBike a phone cord.

This cord has a Babel at each end indicating wiich device it should be p Bugged into.

iii. Male sure the  Opening Sequence is correct. In most cases the defau Bt sequence is

correct. If it is not correct,0Opening Sequence can usuall By be obtained from the
manufacturer of the cash drawer.

CHick théTest Open Drawer button.

IT the drawer does not open, then check the enabBe Begacy supporox.

CHick théTest Open Drawer button.

CHichK to return to théardware Setup tab of theOptions screen.

c. My MMF cash drawer is connected direct By to the computer using a USB cab I ¢f the MMF
brand cash drawer is connected direct By to the computer through a USB connection.

V.
V.
Vi.
Vil.

Viii.

Begin with Salon Iris c Bosed on the computer.

Connect the power cab Be to the back of the cash drawer, and then p Bug the other end of the
cable into a power out Bet.

Connect the MMF cash drawer to your computer by connecting the USB cab e to a USB por
on your computer.

Open the software and return to the Configure Cash Drawer screen.

In the USB DIP Switch Number field enter &.

CHick théTest Open Drawer button.

IT your drawer does not open, review your USB DIP switch number settings in greater detail
On tfe back of the MMF USB interface cash drawer there are four small B switches call Bed
DIP switches. DIP 1 should be in the Up, or OFF position, and DIP 2, DIP 3, and DIP 4 sho
be in the Down, or ON position. I for some reason your drawer was shipped to you with

the DIP switches in positions other than described, unp Bug your cash drawer from the
computer and make sure that you do not hawve the software open. Change your DIP

positions to what is recommended abowve, p Bug the cash drawer back into the USB port on
your computer, and test the connection.

CHichK to return to théardware Setup tab of tieOptions screen.

d. My APG cash drawer is connected direct By to the computer using a USB cab:kf the APG
brand cash drawer is connected direct By to the computer through a USB connection.

Begin with Salon Iris c Bosed on the computer.

Connect the power cab e, normall By bl ack, to the back of the cash drawer by p Bugging it
the power jack, and then p Bug the otfer end of the cab e into a power out Bet.

Connect the APG cash drawer to your computer by connecting the USB cablle, normall By ¢
or tan, to a USB port on your computer. The USB cab Be may al ready be attached to the |
of the cash drawer.
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Iv. Open the software and return to the Configure Cash Drawer screen
V. CHick théTest Open Drawer button.
vi. CHicOK to return to tidardware Setup tab of theOptions screen.

e. My cash drawer is connected to the seriall port or is connected to a seriall Epson receipt
printer. if the cash drawer is connected direct By to the computer through a seriall connection, ¢
if the cash drawer is connected to a seriall Epson receipt printer.

i. Automatic Setup:

1. Connect the cash drawer to the nine -pin seriall port on your computer.

2. |If the cash drawer connects through a seria | receipt printer, p Bug the cash drawer int
the receipt printer using the cord that Books Bike a phone cord.

3. CHlick theAuto Setup button.

4. The Cash Drawer Setup Wizard will B appear.

5. CHick theNext button.

6. Sallon Iriswil B be try different combinations of COM Port options on your compu
Each combination will B be tried for 5 seconds untill all B forty combinations are ¢

7. CHick the redStopbutton once your cash drawer opens.

8. CHicbK to comp Bete the setup.

9. CHicbK to return to tidardware Setup tab of tieOptions screen.

ii. Manuall Setup:

1. Connect the cash drawer to the nine -pin seriall port on your computer.

2. If the cash drawer connects tirough a serial receipt printer, p Bug the cash drawer int
the receipt printer using the cord that Books Bike a phone cord.

3. Enter the appropriate communication settings. With the exception of the COM Port #,
the communication information shou Bd be provided by the manufacturer of the cash
drawer. The COM Port # is determined by your Windows and fardware settings.

1 COM Port #
1 Baud Rate

Parity

Data Bits

Stop Bits

Opening Sequence

4. You can click tiReset to Defau It \VVal estton if you wou ld Hike to reset the
vallues.

5. CHick theTest Open Drawer button.

6. CHicbK to return to tidardware Setup tab of theOptions screen.

Receipt Printer. set up and configure your receipt printer.

1. Before configuring your specific receipt printer, choose how you wou Bd Rike your receipt printer to
operate from these six settings:
a. Print receipt when ticket is c Boseda receipt will B print after every ticket cBoses. A client
merchant receipt will I allways print foll Bowing a credit card transaction.
b. and second copy. a second copy of the receipt will I print for company records.
c. IncBude emp Boyee name: the emp Boyee's First name wi | B print on the receipt.
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d. IncBude emp Boyee Bast namethe emp Boyee's Bast name will B print on the receipt.
e. IncRude stock number: the stock number of products will I print on the receipt.
f. IncRude currency symbo #currency symbo s will B print on the receipt.
2. CHlick theConfigure Receipt Printerbutton.
3. The Configure Receipt Printerscreen will I appear.
4. Settings choose the appropriate receipt printer settings from be I ow:
a. Use defau It Windows printer: print from the defau l t printer assigned tirough your Windows
Devices and Printersettings.

Vii.
Viii.

Check to make sure you hawve a printer install Bed and seBected as the defaul t. This can be
any 8.5" x 11" printer or receipt printer that you hawve set as the defaull t.

1. Click theStartoutton in the Bower, Beft corner.

2. Go toControll Panel

3. Open Devices and Printers

4. Right-chick on the printer you wou ld Rike as the defaul t.

5. Selectet as defaul t printer

. CHick theSettingsbutton to cfeck the Font sizeandMargins. Change these as desired.

The Graphic to print on receipti I B be set to a defallabnk You.bmp .

. To upBoad a new graphic c Rick B¢ Bectbutton and Bocate the image fille on your

computer. Graphic files must be in .jpg, .jpeg, or .bmp format.

. CHicPrint Test Receipt
. IT the image doesn"t appear as desired on the receipt, edit the graphic margins as needed

with te Top, Leffieight , andWidth options.
ClhicbK .
CHicbK to return to théardware Setup tab of tieOptions screen.

b. Use standard fu Iske Windows printer or USB receipt printer : print from any USB printer, fu
size or receipt. USB printer drivers need to be install Bed for this setting to work. Most custome
prefer this setting tdJse specific USB receipt printerbecause the text on receipts prints darker.

Viil.
. IT the image doesn't appear as desired on the receipt, edit the graphic margins as needed

Install B the USB printer drivers. The drivers are usuall By incBuded on a CD with the prin
they can be found at the manufacturer's website. Epson receipt printer drivers are allso

provided on Salon Iris's website: http://ittp://www.Sa l onlris.com/supportdown I oads.asy
Do not connect the USB printer to the computer untill after the drivers fiawve install Bed ¢
you are prompted to do so. Failure to do this may resull t in install Bation comp Ricatic

. After the drivers are install Bed connect the printer to a USB port on your computer.
i. Male sure the printer is p Bugged in, turned on, and that the printer has paper.

. Click theSe Bectbutton and choose your printer from the dropdown Rist.

. Click theSettingshutton to check the Font sizeandMargins. Change these as desired.
i. The Graphic to print on receiptill I be set to a defallank You.bmp .

. To upBoad a new grapfic c Bick Be Bectbutton and Bocate the image fille on your

computer.
CHicPrint Test Receipt

with te Top, Leffieight , andWidth options.

. CHicbK .
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CHicbK to return to théardware Setup tab of tieOptions screen.

c. Use serial printer (no Windows driver needed) : print from a printer connected through a seria
port. When using a serial port receipt printer you do not need to install B the Epson drivers. 1
printer driver is bui It into Sallon Iris. If you are ugng k to USB cab ke driver for the cab ¢
needs to be install Bed before the printer will B print.

V.
V.

Vi.
Vii.

Viii.
iX.

X.

Xi.

C lick theSettingsbutton.

Enter the COM Port # This is usuall By a vallue of 1, 2, 3, or 4. If you do not (GOMthe
Port #first try 1. If that does not work try 2, 3, 4, and so on.

The Baud Rate, ParityData Bits andStop Bitstypicall By dont need to be clanged from
the defau l t settings. Any different settings other than the defau ll t are prowvided by the
printer manufacturer.

Enter the Paper width .

Enter the BRank Bines after each receipthese will B be the number of b Bank Rines at the
bottom of the receipt.

Enter the number of End of Bine characteynormall By 10 and 13, where 10 is a Bine feed
and 13 is a carriage return.

Enter the End of receipt charactersandDe Bay between Bines. These numbers are

specified by the printer manufacturer.

CHick thePrint Test Receiptutton to test the working printer settings.

IT a receipt does not print repeateps ii through viiiuntil a receipt prints.

ClHichK .

CHichK to return to théardware Setup tab of theOptions screen.

d. Use specific USB receipt printer (examp Be: Epson TMT88V)print tirough a USB receipt
printer. USB printer drivers need to be install Bed for this setting to work.

V.
V.

IT you have not install Bed the printer driver all ready c Rlicstiad B DriNzatton.

A message box will I prompt you statingNOTE: You do not need to install B this driver if
are using a serial printer. Are you sure you wish to continue”?f you are sure this is an
Epson USB printer then se Bectyes .

You will B be given two options for install Bing the USB printer driver:

1. Install B USB printer driver from the Salon lrif @ou are install Bing from the CL
make sure the SaBon Iris CD is in the CD/DVD drive. SelBedtistal I USB printer dri\
from the Sallon Iris C&nd clidK . A Rist of drivers for your system will B be
disp Bayed. Select the printer that you have from the Bist and Ol ick

2. Install 1 USB printer driver from the IntermEtou do not hawve the CD you can
install B the drivers from the Internet. Sellmstall I USB printer driver from the
Internet and c BidK . This will I take you to the
http://ww.Sa B onlris.com/supportdown B oads.aspx web page with a Bist of driwvers.
CHick on thgpson Receipt Printer Driver for Epson TM88I1I, T88IV and T88V
printers Rink for the printer down Boad driver setup file. After the driver setup fil
down B oads, run the fille. You will B need to seBect your specific receipt printer fro
drop-down Rist, aswell I as the USB connection type.

After the drivers are install Bed connect the printer to a USB port on your computer.
Make sure the printer is p Bugged in, turned on, and that the printer has paper.
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vi. CHick theSe Bectbutton and choose your printer from the dropdown Rist.
vii. Click theSettingsbutton to check the Paper width . Change this as needed.
viii. CHick thePrint Test Receiptutton.

ix. CHicbK .

X. CHicDK to return to théardware Setup tab of theOptions screen.

5. Text Settingsyou can print custom messages and information at the top and/or bottom of eact
receipt by entering the information in the Text Settingsection.

a.

In the white boxes beBow Top of Receipt Message andBottom of Receipt Message enter in any
messages you wou B d Hike printed on the receipt, i.e. Thank You, your business name, or a
seasona I message.
You allso fave the option of adding the foll Bowing additionall information:
1 Date
1 Time
1 Ticket Number
1 Client First Name
1 Client Last Name
1 CHient Number
1 Client Ballance
1 Client PsRaid Service Balance
1 Created By
1 Loyalty Points
1 Tanning Minutes
1 Date Closed
1 Date Created
1 Client Address
1 Clhient City
1 Client State
1 Client Postall Code
1 Next 1-5 Appointment(s)
1 ALl Upcoming Appointments

. Insert any of the previous Bisted items on your receipt:

i. Choose where you wou Bd Hike to insert the information by Beftc Ricking either the white box
beneath Top of Receipt Message or in the white box be Bow Bottom of Receipt Message .
The box will B change to yel Bow when it is se Bected.
ii. Mowe the cursor to pBace you would Rike to insert the information.
iii. From the drop-down Bist next to tinsert button, select the item that you would Rike
printed on the ticket.
iv. Click thensert button and the item wi Il B be inserted on the receipt.
CHick theOther button to change the wording of how defau It information appears on the receipt
i.e.Emp Boyee, Tota Etc.
IT you've made a mistake, c Bick theRestore Defau It Texbutton to restore the receipt to its
defau I t settings.

. CHichK to return to tiéardware Setup tab of theOptions screen.
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6. Duall Currencya second currency can be printed on receipts by entering in a conwversion ratio. This
feature is intended for countries that require duall currency amounts to be disp Bayed on a customer's
receipt.

a. Enter the primary currency name in the Primary currency name fielld.

b. Enter the secondary currency name in the Secondary currency name fielld.
c. Enter the Convwversion ratio

d. CHichK to return to tidardware Setup tab of theOptions screen.

Po e Disp Bayet up your polle disp Bay.

1. Choose your po le dispBay in thieo Be disp B ayop-down menu.
P Rug the polle dispBay into a USB port on your computer.
CHlicinstall 1 Driwver
The Install B Itsoreen will B appear.
Choose to install B the driver from the foll Bowing options:
a. Install 1 pole dispBay driver from the Sa lon ifiydDare install Bing from the CD male sure
the Sallon Iris CD is in the CD/DVD drive. Selkkcsttal B po Be disp Bay driver from the Sallor
CD and cHidK .
h. Install 1 pole dispBay driver from the Intéfngiu do not hawve the CD you can install I the
drivers from the Internet. Selleclnstall 1 po le disp Bay driver from the Intandet BidK . This
will I tale you to the http://www.Sa B onlris.com/supportdown B oads.aspx web page with a Bist o
drivers. CHRick on tk_ogic Controlls Polle Disp Bay Driver for Winllowsfor the po le disp I ay
down Boad driver setup fille. After the driver setup fille down Boads, run the fille.
6. CHicBhow Test Message once the driver is install Bed to verify that the device works.
7. CHichK to return to tidardware Setup tab of theOptions screen.

g b wN

Options - Credit Card Processing Tab

Sallon Iris has the option of using integrated credit card processing. To use credit card processing you mt
purchase a credit card processing Bicense. 1T you lave not all ready done so p Bease contact Sallon Iris
Software, Inc. at (800) 43&300 to set up an account. See ti€redit Card Processing Owverviewsecion of
the User’s Guide to enab Be the integrated credit card processing.

1. Enable credit card processingturn credit card processing on.

2. Hide credit card buttons on tickets screen hides the credit card buttons on the tickets screen if you
do not current By accept credit card transactions.

3. Show a pop -up message confirming the transaction was approwved shows a pop -up confirmation
message after a successfull credit card transaction.

4. Computer name or IP address: Computer name or IP address, typicall By availablle at the top Bef
of the Salon Iris window.

5. Port #the port connection of the credit card processor.

Tips you can customize how and if you wou ld Rike tips to be available on ticlkets. Tips can be turned of
business that don't accept tips, customized for businesses that emp B oy booth renters, or modified for better
use within the business.
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1. Include a tip Bine only if one or more services are Bisted on a tiiskeption will B only provide
tip Rine if a ticlet features one or more services. IT a ticket only features products then no tip Kil
be available.

2. Allways inc Bude a tip Bitis option alBways provides a tip Rine.

Newver inc Bude a tip Kifis option never provides a tip Bine.

4. Treat tips for booth renters as direct tips for credit card transactioneption is specific to
those businesses that emp B oy booth renters. I booth renters receive tips they wil B be treated as direct
tips, or tips that are not added to the transaction.

w

Options - Schedu Bing Tab

Before modifying the Schedu Bing Options se Bect wiether or not you want a service to disp Bay on the
appointmenb book if te Quantity Used field is not O.

Schedu Bing customize the way tickets are sciedu Bed on the appointment book.

1. CHick theSchedu Bing Optionshutton.
2. The Ticket Optionsscreen will B appear.
3. You hawve the two options for each of the five schedu Bing features:
a. Warn : warn users when they attempt to do the fol Bowing schedu Bing option.
b. Don't all Fodon't all Bow users to do the foll Bowing schedu Bing option.
4. Check or uncfeck the boxes as desired for the fo Il Bowing five options:
a. Owver Bapping Appointmentsthis is sometimes call Bed doub Bbooking and refers to wen two or
more appointments are booked at the same time.
b. Emp Boyee Not Working : if the emp B oyee the ticket is for is not schedu Bed to work.
c. The Previous or Far Future Datethe date schedu Bed on the ticket is before today's date or
more than two years into the future.
d. Light Night/Ear By Morninghe time scfedu Bed on the ticket is before 8:00 AM or after 9:00 PM.
e. Service Limitationsan emp Boyee on the ticket is se Bected to perform a service which fie or she
cannot perform due to service Bimitations.
5. CHicbK to return to tiSchedu Bingtab of theOptions screen.

Drag-and-Drop: enab Be or disab Be the dragnd-drop settings. TheDrag-and-Drop option all Bows you to t
an appointment ticket in the appointment book and drag it owver to a new time sBot. Sallon Iris gives you
options with this feature:

1. Enable dragand-drop: turnDrag-and-Drop on or off.
2. Warn before all Bowing dragnd-drop: warn before an appointment is modified using the Drag-and-
Drop feature.

Appointment Book Auto Refresh Rate : customize how often the appointment book refreshes wien running
in a network environment or using remote access.

1. Select the desired Refresh rate from the drop-down menu:
1 (Newer)
1 5 seconds
1 10 seconds
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30 seconds
1 minute
5 minutes
10 minutes
30 minutes
60 minutes

Options - Tickets Tab

Genera I customize how tickets are created and edited.

1. CHick theéTicket Options. . button.
2. The Ticket Optionsscreen will I appear.
a. Generall Options

Al Bow tickets to be voidedroided tickets are comp Betely canceled.

Al Bow closed tickets to be editddclets can be edited after they have been ¢ Bosed.

Al Bow tickets to be de Betetickets can be deBeted, comp Betely removing them from the
database.

Bring up the 'Edit CRient Info" screen every time a ticket is c L:ogethever a ticlet is

c Bosed, the c Bients information is disp Bayed and can be edited.

Notify if a client has a birthday or anniversary within 5 dagspopup notification will
be disp Bayed wien you create a ticket for a client wio fhas a birtday within the next 5 days.
Notify if a client has a balance (amount owed or amount creditedpopup
notification will B be disp Bayed if you create a ticket for a client with a ba B ance.
Keep ticket history after a ticket is de Betedeven if you have deBeted a ticket, you will I
stil I be able to view a history of all B changes made on that ticket.

Remowe History for De Beted Tickets Now : if you haveKeep ticket history after a ticket
is de Betedenab Bed, this button is used to remowve all I fhistory filles associated with de et
tickets. This can be usefull in reducing the size of your current database.

b. Options When Creating a New Ticket

Al Bow "Walk In® to be seBected when searching for a chimtwil I all Bow you to sell
‘Walk In" as a client to associate with a ticket.
Do not prompt for the cBient's name. ARways select "Wallk In* cihgendreating a
ticket, the client will B automaticall By set to "Walk In" instead of all Bowing you to ¢
for/add a client to the database.
IT no emp B oyee is seBected, use | | as the defau I t emp B oyee: the "Emp B oyee' co Bumn
will B defaull t to the seBected emp B oyee wien adding a product or service to a ticlet
When Creating a new ticket, use the fol Bowing as the date schedu Bed this option all Ic
you to seBect the defau It date that a ticket is schedu Bed for wien create a ticket from tf
Tickets screen. You can choose from the foll Bowing options:
1 Today's date use the current day as the defau I t schedu ling day wen adding new
tickets
1 Tomorrow's date: use tomorrow as the defau l t schedu Bing day when adding new
tickets
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1 Last date entereduse the Bast day that a ticket was schedu Bed as the defaull t
schedu Bing day when adding new tickets
1 This date: specify a date to be the defau l t schedu Bing day wien adding new tickets
Options When Editing a Ticket

1 Always base service/product commission on the full I price of the service/product
effects wiether or not a discount app Bied to a ticket is considered wien call cullating an
emp B oyees' commission.

1 Automaticall By update start tirsastomaticall By change the start times when editing
tickets

1 Show the "*Commission Based On* coBumn : shows the Commission Based On co Bumn on
tickets. This coBumn can be removed for privacy purposes

1 Show the 'Backbar® co Bumn: shows the Backbar coBumn on tickets. This coBumn can be
removed for privacy purposes

1 Require 'Referral’ to be se Bected requires the ticket to hawve the Referralfield selected

1 Require *Created By" to be se Bected: requires the ticket to have the Created By fielld
se lected

1 When selecting a service for a client that previous By purchased the same service, use
the price the c Bient previous By paitf a client paid a previous price for a specific ser
other than the Bisted retaill price, then they will B receive that same price whenever they
purchase that service again

1 Warn when using a prewvious price : warn users wien a c Bient is paying a price for a
service other than the Bisted retaill price

1 Prompt to rebook an appointment a popup will B be disp Bayed wien cBosing a c Rient'
ticlet asking if you woulld Rike to book another appointment for the client

3. CHicbK to return to tiickets tab of theOptions screen.

Printing customize ow trawve Ber tickets are printed. This does not affect the information printed on
receipts. Trawveler tickets are tickets that wou ld be given to the c Bient wen they book their appointment. £
copy may allso he given to the emp B oyee providing the service for the c Rient.

1. CHick tiePrinting Option$utton.
2. The Printing Optionscreen will I appear.
3. Check or uncheck the fo I Bowing boxes as desired:

Address : prints the c Bient's address on the ticket

C Bient comment prints any comments about the c Bient on the ticket

Client Dprints the cBient’s ID on the ticket

Date of birth prints the c Bient's birthday on the ticket

E-mai k prints the c Bient'sriai I on the ticlet

Emp B oyee’'s upcoming schedu Be : prints the upcoming schedu Be for the emp Boyee the c Bient has
the appointment with on the ticket

First visiprints the date of the c Bient's first visit on the ticlket

History : prints the c Bient's purchase history on the ticket

Home phone : prints the c Bient's home phone number on the ticket

Last emp Boyee print’s the Bast emp Boyee the c Bient was serviced by on the ticket
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Last visifrints the date of the client's Bast visit on the ticlet
Mobi Be phone : prints the c Bient's mobi Be phone number on the ticket
Primary picture of client (if avai kairlhds the associated picture of the c Bient on the ticket
Ticket comment : prints any ticket comments on the ticlket
1 Work phone : prints the c Bient’s work pione number on the ticlet
Enter the number of previous products and services you wou ld Bike to be printed on the ticket in the
Print up tdielld.
Enter the preferred font size in the Font size field.
CHicbK to return to tiickets tab of theOptions screen.

Discounts: set up your discount standards.

1.
2.
3.

7.

Click o@iscount Optionsbutton to access thiiscount Optionsscreen.

The Discount Optionsscreen will I appear.

IT you have a normall maximum shop discount, cfeck the box to the Beft ofimit discount amounts on
products and services t@nd enter the maximum discount percentage in the fielld on the right.

If you woulld Rike to designate one or more emp Boyees not subject to the above Bimitation press the
SeBup Emp B oyee Permissions button.

. This will I open thEmp Boyee Passwords screen. P Bease see the section Nabe BeBmp B oyee Passwords

for information on setting up emp B oyee password protection.

When Finisted setting up the proper  Emp Boyee Password settings, c Hi6K to return to thdiscount
Options screen

CHicbK to return to thilickets tab of theOptions screen.

Rounding: Set up your rounding standards.

1.
2.

C lick thRounding Options button.
The Rounding Options screen will B appeaRounding enab Bes you tdRound Down orRound OFf the
ticlket totall currency figure to your choice of increment.

. Round Down : Salon Iriswill I round the totall down to the nearest doll Bar if under the set decima

amount, i.e. if you wish to round down totalls Rike $7.09 to a straight $7.00, then enter $0.09 in th
Round Down fielld.

Round Off. Sallon Iriswill I round the totall to the nearest decimall val ue, i.e. if you wish to roun
$9.08 to $9.10 and $7.42 to $7.40, then enter $0.10 iRaiead OFf fiel d.

CHick on théTest Rounding button.

The Testscreen will B appear.

Enter a currency amount in the field at the bottom of the test screen and c BiclOkhebutton to see the
rounded figure. Since Sallon Iriswill B round off totalls after rounding down you stou Bd not hawve
the Round OFf fieBd when testing the Round Down function.

. CHicOK to return to thest screen where you may repeat the rounding test procedure, or c Rick

Cance lto exit and return to tiRounding Options screen.
CHicbK to return to thilickets tab of theOptions screen.

Options - CHients Tab
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Genera I set up a generall settings for clients.

1.
2.
3.

8.

CHick theC Rient Optionsutton.

The CHient Optionscreen will I appear.

In the Item name andUnits fieBds you can enter in an item name and item units to associate with a
specific service, i.e. the defaul t item is Tanning and the defau ll t unit is Minutes. You can track the
number of tanning minutes each c Bient fhas purchased and the remaining minutes.

Enter aDefaul t SMS Providdnto the appropriate box as desired.

. Check or uncheck the box Automaticall By check the Do not send promotionadhaills to this

client” option when adding a new c Bierds desired.

. Enter the Defau i t StagBefau I t CityandDefau I t Area Codethat will I automaticall By appear eacf

you make a new c Bient entry.

. CHick theSet Defau Il t Phone Formatutton to selBect a desired format for teBephone numbers. C Bick

OK .
CHichK to return to th€ Bienttab of theOptions screen.

Pictures open the picture manager and configure the way pictures are stored on your fard drive. See the
Pictures Owverview section of this User's Guide for comp Bete instructions on managing pictures.

1.
2.
3.

5.

Click theStorage Optionshutton.

The Storage Optionsscreen will I appear.

Select theCompression Leve Bfor JPEG pictures stored in your Sallon Iris database. 100% is the best
quality, but the Bargest fille size. 0% is the sma I Best fille size, but the worst quaBity. The recommen
compression Bewvel is 80%.

In the Image Resizing section you can prevent your database from being bogged down by images that
are too Barge. Make the appropriate se Bectiohf. image width is more than 1600 pixe l's, make the
image width 1600 are the recommended settings.

CHicbK to return to th€ Bienttab of theOptions screen.

Document Tracking: all Bows you to add unique documents required for all I or most c Rients.

1.

o Ok WN

© 0 ~

10.

11.
12.
13.

CHlick thDocument Setup button.

The Document Tracking Options screen will B appear.

CHick theAdd Document button.

The Add Document screen will B appear.

Type in the Document name , i.e. Service Agreement or Legall Disc B aimer.

Select @ocument type from the drop-down menu. If the specific document type is not in the drop-
down menu c Bick the Edithbutton.

The Document Type screen will I appear.

CHhichdd, Edit, De B ete, andAdd B B ankas needed to customize the document types.

CHicbK to return to tvddd Document screen.

Click theSe Bectbutton to seBect the document off your computer’s hard drive. Clpeh to associate
the document.

CHicbK to return to th®ocument Tracking Options screen.

Repeat Steps 3-11 for each document that you need to add.

You can use the Edit Document, Remove Document , andOpen Document buttons to edit, remowve,
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and/or open the document(s).
14. CHicbK to return to th€ Hienttab of theOptions screen.

Options - Taxes and Other Tab

Sales Taxesconfigure product and service sales taxes. It is a good idea to check with a C.P.A. about yo
area's federall and Bocall salles taxes. Certain countries or U.S. states/cities/counties may base the Sa
2 amount off the ticlet totall plus the Salles Tax 1 amount, or they may base the Salles Tax 3 amount of
ticlket totall plus the Salles Tax 1 pRus Salles Tax 2 amount. Check the app@fMRE&IND TAX boxes if
you wou ld Rike to do this.

1. Check or uncteck the boxes as desired:
1 Warn if tax saved on the ticket is different than stored taxagarns the user if a ticket was
created before the sales tax changes were made
1 Warn if no salles tax information is enterediarn the user if salles tax fas been set up, but no
sa les tax has been entered on a product or service
2. Sellect which country you are in. Depending on the country, your salles tax is exc Busive or inc Busive
the price.

1 United States, Canada, Mexico (tax exc Busive to pr?&e)he tax amount is added on to the
price of the product or service at the point of salle. This is done by mu l tip Bying the sales am
by the tax rate and adding that to the total, i.e. a product cost of $75 with a 33% tax wou
out to $100, or $75 + ($75 x 33%)

1 UK, Europe, and Australlia (tax inc Busive to prte)xax amount is inc Buded in the finall cos
of the product allready, i.e. a product cost of $100 with a 25% inc Busive tax wou I d mean tf
product was $75 and the tax on the product was $25

o The amount of tax is callculated by the formulla [Coll Bected Tax] = [Gross]*T/(T+1)
is the tax rate.
o When Salon Iris runs in VAT mode, the tax amount is recorded to 12 decimall pRaces. Thi
amount is sawved in the database.
o The Totalreport uses the 12 decimall tax information from the ticlets.
o The tax amount on the tickets editing screen is not added to the total.
o Whille on the Ticket Informationscreen c Bicking on the tax amount disp Bays the full B (r
rounded) tax amount.
Chick theSales Tax Setuputton.
The Salles Tax Setupcreen will B appear.
Enab Beeach sales tax to be app Bied.
Enter the Name of this tax
Enter the product and/or service tax rates. (You may enter 0% if a tax is not app Ricablle).
Repeat steps 5-7 untill al I applicable salles taxes are entered.
CHichK to return to thOther tab of tieOptions screen.

= 00N 01~ W

Security: configure security settings.

1. CHick theSecurity Setup button.
2. The Security Optionsscreen will B appear.
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3. Check or uncteck tfe boxes as desired:

1 Show c Bient phone numbers when searching for a c Bient, on the Tickets screen, and on the
Appointment Book and when printing an open ticket: shows c Bient pione numbers on tickets
and the appointment book

1 Show c Rient phone numbers when editing a c Bient's information: shows ¢ Bient phone numbers
when editing c Bient information

1 Show c Bient street address when searching for a c Bientshows c Bient addresses when doing a
c lient searct

1 A6 Bow client's address to be disp Bayed on the Appointment Booll Bows for the c Rient
address to be visib Be on theAppointment Book

1 AL Bow client's ID to be changad B1o@Hient EDto be changed

4. CHicBK to return to ti©ther tab of theOptions screen.

Dashboard Owverwview

The Dasthoard is an interactive tooll in Sallon Iris that provides a snapshot of business performance and
detai s about what's current By happening. C RickBashboard button on the button bar or select
Dashhoard from the Reports drop-down to return to it at any time. It is divided into severall sections:

1 Today. the main screen of the Dashboard showing an overview of the day's current workl oad.

1 Business Summary : the secondary screen of the Dastboard that provides metrics and sets/disp B ays
business performance goals.

1 Sociall Mediaconnect Sallon Iris with sociall pBatforms for quick updates and posting to social
accounts.

1 Training Videosopens a web browser to connect quickBy to YouTube videos for training on diwverse
software functionality.

1 Online e B p opens a web browser to the SalBon Iris On Bine Support Center containing detai s suppol
and tecfinicall documents.

Today

This screen is designed to provide a picture of the work day as well B as a few controll's to hellp navigate .
Iris and manage the day's appointments from one conwvenient p Bace. This is a recommended startup screen
since it cannot be password protected.

1. Upcoming Appointments: provides a cirnoBogicall Bist of the day's appointments. QUickBy cfeck
c lients in for appointments just by c Ricking the checkbox for their appointment in this section.

2. Today's Appointments: disp Bays the totall number of appointments schedu Bed for today. CHick to
talen to the Appointment Book .

3. First Visit CHierdisp Bays the number of c Bients whose first visit is schedu Bed today. CRick the numk
to view a Rist of these c Bients.

4. OnHine Requests : disp Bays the totall number of new requests from youOn Bine Booking website
waiting to be accepted or rejected.

5. Needs Confirmation: disp Bays number of c Bients whose appointments are scfedu Bed but do not hawve ¢
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se Bection in theConfirmed field on their ticket.

. Setup Progress: disp Bays a che Bckist of items to perform to hawve the full Best experience possib Be u

Sallon Iris. CRick on each item to be taken to the area of the software used to comp Bete the step.

. Business Productivitydisp Bays the amount of time with at Beast one appointment booked divided by

the amount of time available. AvaillibiBity is determined by the working hours entered on the
Schedu Being screen. Any Time B B ocksyou've created are considered unavaillab e time and do not
factor into this callculation. CHick to view a breakdown of the numbers Bisted by emp B oyee.

. Top Booked Services: disp Bays a bar graph stowing the total number of each service booked for the

day. CHick each bar to view information about the appointments contaning the service.
Due for Checkout : dispBays a Bist of scfedu Bed appointments that are due to be checked out. CRick
each item to be taken to the ticket for cfeckout.

Business Summary

This section is designed to provide a pBace to view financiall information about the business. QuickBy ma
the goa s of the business with the Manage Goa B shbutton in the upper right and view business progress owver
any date range simp By using theRun for: drop-down in the upper Beft. The default view will I always show
today's information

1.
2.

()]

Business Productivity The amount of time with at Beast one appointment hooked divided by the
Salles Overview Ticket totalls based on revenue from salles of services in the first column, retail
products in the second, and the totall of both in the third.

. Appointment Referralls Salles totalls from tickets basedRafierra Btypes. You can set the referral

type for a ticlet in ti&enera l section, and its totals will B be inc Buded in this report so you can
g Bance which referral methods are most effectiwve.

. Salles Benchmartks :

1 Prebooked C Rients % The percentage of c lients who booked an appointment whi Be finisting up
a previous appointment.
1 Average Service Sa BeéThe average service salles subtotall per ticket with at Beast one service
it. Taxes not inc Buded.
1 Average Retail Per TicketThe average product salles subtotall per ticket with at Beast one
product on it. Tickets may also contain services but do not have to. Taxes not inc Buded.
1 Average Retail Per Service Ticke®he average rpduct salles subtotall per ticket withat Beast
product on it, where the ticket inc Budes one or more services. Taxes not inc Buded.
1 Average Retail Per Retaill Tickdte average product salles subtotall per ticket, where the ticke
does not inc Bude any services. Taxes not inc Buded.
Appointments Totall number of appointments c Bosed within the specified date range.
CHhients Added Total number of c Bients added to Sallon Iris during the specified date range.

. OnKine Requests : Totall number of appointment requests generated from your On Bine Booking site

during the specified date range.

. Client RetentionThe percentage of c Bients who visited your business at Beast two times within a 90

day period. IT the c Bient's first visit was within the date range specified, that c Bient will B be consic
in the "new c Bient retention™ rate. If the date range specified does not all Bow for at Beast 90 day:
appointment history, the report is run for the past 90 days to ensure accuracy.
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Database Controlls
everything you need to know about managing your database

Database Owverview

The Salon Iris database is a sing Be fille that contains most of the information you see. This inc Budes the
foll Bowing items:

Tickets (all B salles history and future appointments)
Clients

Payrol I (configuration and previous payroll 1s)
Photos

Products and services

Emp B oyee schedu B es

Gift certificates

Gift cards

Coupons

Dec Bared cash/c Bose out and cash drawer ba B ance entries
Gum Babell settings

Time c Bock entries

Supp Riers

Quotes

Purchase orders

General Nedger

Activity Bog

E-mail reminder configuration

Time c Bock records

Salon Iris uses a Microsoft SQL Server database. The database is Bocated in the Microsoft SQL. Serwver
Program Fille and is call Bed Salonlris.mdf. The full I Bocation of the database is typicall 1y:

C:\Program Files\Microsoft SQL Server\MSSQL_10 50.DSI\MSSQL_\Data\Sa I onlris.mdf

It is highly recommended that you backup your database on a regu B ar basis. Some businesses make backups
every few hours, once a day, or once every few days. It is recommended that you save backups onto USB
Thash drives, or some other removab Be media so your database wil B be availlab e even it something happet
to your computer or your computer’s hard drive.

The Database Summary and Editing screen is accessed by se BectingDatabase Summary from the Fille
drop-down menu and contains the fo I Bowing tabs and buttons:

1. Genera I brief database summary, de Bete ticlkets before a certain date, deBete c Bients who flaven't
come in since a certain date.

2. E-maill and Text Messages app By generall mailling options for all | clients, app hyagdhevpflidhs
for al 1 clients, app By generall SMS options for all I clients.

3. Products and Serviceschange generall tax settings for all I products, change generall tax settin
al I services, update who Besa Be prices, categories, and makes for products.

4. Repair: rebui Bd c Bient information on tickets, rebui Bd price, product, and service information on t
rebui Bd emp B oyee IDs.
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5. Optimize Database : repair corrupted database filles, shrink database to small Best possib Be size.
Database Summary and Editing - Generall Tab

Summary : prowvides generall information about when your database was created.
De Bete: gives you the option of deleting ol d tickets and c Bients.

1. Remowve all I tickets c Bosed before
a. Sellect a date from the droplown callendar that you wou ld Rike to use as the cutoff for c B ose
tickets.
b. CHlick the> button next tBemowve all 1 tickets c B osed befoke de Bete c B osed tickets before the
se Bected date.
2. Dellete all 1 clients that have not been in since
a. Sellect a date from the droplown ca Bendar that you woulld Bike to use as the cutoff for the Be
time a c Bient came in.
b. CHick the> button next tbeBete all B cHients that have not been in dinade Bete c Bients tha
have not been in since before the se Bected date.

Client Loyall ty Pogitss you the option to reset all I accumuBated Boyall ty points to zero.
Database Summary and Editing - E-maill and Text Messages Tab

Marketing E-mai s the CBear ABukton will I cBear the "Send marketingai B's to this c Bient™ option for ¢
clients.

Appointment Notificationsapp By genera'lBend e-maill appointment notificationahd"Send text
message notifications”settings to all I clients. Autéwygppatment Reminders can bhe sent via4maill or
SMS text messaging. Typicall By these options are se Bected on an individuall basis, but they can be app li
or removed from al I clients.

1. E-mailoptions for al I clients:
a. CHhick theSet Alditton to apply théend e-mail appointment notificationsé'lection to al
clients.
b. CHick theC Bear A lukton to remove the"Send e-mail appointment notificationsdection
fromal I clients.
2. Text Messages options for all 1 clients:
a. Click theSet Alditton to app By théend text message appointment notificationsto all 1
clients.
b. CHick theC Bear Alukton to remowve the''Send text message appointment notifications from
all clients.
3. Dellete dellete allhai I and text message bodies. This option will B cBear all I sent items to decree
size and improwve performance of the database.

Database Summary and Editing - Products and Serwvices Tab
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Change Taxab Be Statustaxes can be app Bied to products and services. Typicall By these tax settings ar
on an individua ll basis, but they can be app Ried to or removed from all B products and/or services.

>> Set all 1 PRODUCTS to TAXAEnA N ies salles tax to all I products

>> Set all 1 PRODUCTS to NDAXABL.E remowves salles tax from all I products
>> Set all B SERVICES to TAXABApH ies salles tax to all B services

>> Set all B SERVICES to-N@NXABLE removes salles tax from all I services

Update Who Besa B e Price, Category, and Malke every time a ticket that contains a retaill productis cllo
Sallon Iriswi I B record the who Besa Be price, category, and make of that particular product. You can up
who Besa e price, category, and/or make of a product to the Batest recorded price, category, and/or make,
if you change the category of a specific product whiBe creating a ticket, you can use Wmdate Who Besa l e
Price, Category, and Make button to update the category for the product, and all I of the ticlkets conta
that product in your database.

Database Summary and Editing - Repair Tab

CHhientsrebuiBd and cBean up any b Bank fieBds of the c Bient information screen, or rebui Bd tickets with |
imported c Bient information.

1. CHlick thekebui B d CRient Information on Tickétdton.

2. The View Log FillsGreen will I appear.

3. CHickes orNo.

4. CHickinges will I open up a .txt fille stowing the resu I ts of the rebuil d.

Tickets: update ticket information that is used for reporting.

1. CHhick thekebuild Ticket Price, Product, and Service Colntton.
2. Ticket information wi I B be updated to ref Bect current records.

Emp Boyees : rebui Bl d alinflp B oyee IDs in the database based on emp B oyee name.

1. CHick thekebui Bd Emp Boyee IDs button.
2. The AR N donscreen will B appear.
3. CHicbK to return to ti®atabase Summary and Editing screen.

Database Summary and Editing - Optimize Database Button

Filles in your database can become corrupted at times. These errors typicall By occur when a computer is
interrupted whi Be writing information to the hard drive. This can happen wen Windows Bocks, or wien a
program terminates or is improper By stut down. The Optimize Database andScan Disk features can be used
to repair or correct these prob Bems.

Run Scan Disk: a more in depth, and consequent By, Bonger running fille scanning option that will B check
and fo B ders for errors, Bost data c Busters, and bad sectors.

1. If possib e, make a backup before running the Scan Disk function.
2. SelecDatabase Summary orDatabase Contro Bfrom the Fill erop-down menu.
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Click tieOptimize Database button.

The Optimize Database screen will I appear.

CHlick thkun Scan Disk button.

You will B be notified that t8can Disk function may take a wiille to comp Bete, and that your compute
will B need to be restarted after tScan Disk Finishes.

CHlickes to continue.

Restart your computer wien the Scan Disk has finished.

Optimize Database : compress Barge databases to their small Best possib Be size.

1.

g b wN

IT possib Be, make a backup before running the Optimize Database function.

SelecDatabase Summary orDatabase Contro Bfrom the Fill elrop-down menu.

C1icOptimize Database .

The Optimize Database screen will I appear.

Check Reset all B customized screen viewsit desired. This will B change all B custom screen settings be
to their defaul t.

Check Rebui Bd Database if desired. This will B remove all I the information in your database temporal
and rewrite it to new tabBes to imrove performance and correct errors.

C HicNext.

. CHRichK whren the optimization is comp Bete.

Database Backup Owverview

It is high By recommended that you make backups of your database frequent By. Some businesses make

backups ewvery few days, once a day, and some even backup information ewvery few hours. It is allso
recommended that you sawve backups to USB fHash drives or some other removab Be media device so that your
database will B be available even if something happens to your computer or your computer's hard driwve.

The fo I Bowing informatid® backed up:

1 Tickets (all B salles history and future appointments)
1 Clhients

1 Payroll I (configuration and previous payrol Is)
1 Photos

1 Products and services
1 Emp B oyee schedu B es
1 Gift certificates
1 Gift cards
1 Coupons

1 Close out and cash drawer ba B ance entries
1 Gum Rabell settings

1 Time c Bock entries

1 Supp Biers

1 Quotes

1 Purchase orders
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1 Generall Bedger
1 Activity log
1 Time c Bock records

The fo Il Bowing informatid® NOT backed up:

1 Locall computer settings

1 Program seria | number

1 Database password (if enab Bed)

1 Emp B oyee password protection options

1 Cash drawer settings

1 Receipt printer settings

1 Other misce B Baneous information (Windows Bocations, defau l t state and area code, etc.)

Automatic Backup: a system that automatica l By makes backups of your database tiroughout the day whi e
Sallon Iris is open. We high By recommend setting up a consisten®utomatic Backup schedu Be to reduce the
risk of information Boss or damaged information.

1.
2. The Automatic Backup screen will I appear.

3.

4. Eitter enter an amount, or use the arrows to se Bect how many automatic backups to keep on fille. We

8.
9.

SelecBackup and Restore and then Automatic Backup Settingsfrom the Fil erop-down menu.

Check the Enable automatic backupoption.

recommend keeping at Beast 25 automatic backup filles. Once Sallon Iris has created the set amount ¢
Automatic Backups it will B begin rep Bacing the o B dest backups with the newest backups.
Set the hour By and dai By frequency for making backups:
a. Make automatic backups every | | hour  : choose how often you would Rike an automatic
backup created.
1 24 hours a day: makes backups for the chosen frequency of hours for 24 hours out of the
day
1 From| | to|_ | : makes backups for the chosen frequency of hours between a set
time during the day
b. on the fol Bowing dayefoose the specific days that the auto backups will I run.
Check Malke a backup when Sallon Iris exits if the Bast backup was more than an hour ago as
desired.

. Choose the Bocation where the backup filles sawve:

a. You can manuall By type in the Bocation where you wou Bd HBike the backup filles to sawve.
b. CHlickelectto browse for a new Bocation wiere you wou Bd Rike the backup filles to sawve.
c. CHhickxp Roreto view the fo B der where the backup filles save.
d. Clicbefaull tto switch back to the defaul t Bocation for saving backup filles.
CHlicBackup Now to make an immediate backup if desired.
CHicbK to exit.

Database Backup : configure how often Sa B on Iris reminds you to make a backup. Making regu Bar backups of
your database is very important. We highly recommend making a backup at Beast once a day, and more if
you are a busy business.

1.

Check or uncheck the box  Ask me once a day if | woulld Bike to make a backup if it has been more
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than |__ | days since my Bast backup as desired.
2. Sellect how many days you wou ld Rike to go by before Sallon Iris reminds you to make a backup. We
high By recommend cfoosing 1 day.

Backup to Another L.ocationt is high By recommended that you sawve backups an externall drive, or some
otfer form of externall media.

1. SeBecBackup and Restore and then Backup Database from the Fillerop-down menu.

2. The Backup screen will B appear.

3. ClicNext.

4. Sellect where you wou Bd Hike to sawve the fille.

Hard Drive : save a backup to a Bocation on your Bocal disk drive (typicall By the c:\ drive

USB F B ash Drivesave a backup to a removab Be disk or fhash drive

Externall Hard Drivesave a backup to an externall or portab le hard drive

CD/DVD Drive save a backup to a writabBe CD/DVD. We do not recommend that you attempt t

"burn™ a backup direct By to a writab e CD/DVD. If you woulld Rike to save backups on a writ

CD/DWVD, then you shou B d first save the backup fille to your hard drive. After the backup sawves

you shou B d then write the backup from your hard drive to the CD/DVD using your CD/DVD writing

software. We do not provide instructions on how to use your CD/DV/D writing software.

5. Enter a fille name for the data or use the suggested defau It name shown there wien the window First
opens.

6. CHick theSawvebutton.

7. The AR N Dorscreen will I appear.

8. CHicbK to finish.

It is high By recommended that you make mu I tip Be backups of your database on some type of remowvab e
media dewvices, and that you keep the backups in mul tip Be Bocations. We recommend a backup drive for each
day of the week: Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and Sunday. Make a backup of

the database each day on the corresponding drive. Each month we recommend taking the prior month's

backups and storing them in mu l tip Be p Baces, such as safety deposit boxes, safes, your fome, and your
business. A B though it is impossib Be to guarantee that your database will B never be Bost, if you foll Bow "
instructions, your cfance of data Boss is great By reduced.

Database Restoration Owverview

Restoring a backup is quick and easy, and wil I all Bow you to recover your database information stoulld y
database encounter prob Bems, or if you ewver experience data Boss. If you've had comp Bete computer faillt
or a hard drive crash, then you can restore backup databases if they*wve been saved to some sort of external
storage device.

Restoring from the Bast recorded Automatic Backupthis option will B automaticall By choose the newest
automatic backup to restore.

1. SelecDatabase Contro Bfrom the Fille drofown menu.
2. ClicRestore Database from Backup .
3. CHick theYes button to restore your database from backup.
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The Restore Database screen will B appear.

. Sellect would Hike to restore my Bast recorded automatic backup (recommended)tere you will I

allso see the Date and time that the backup was created on, and the Locatioof the backup fille. Use
this information to determine if restoring from the Bast recorded automatic backup is the best option
for you to restore a database.

C Hick theNext button.

The Are You Sure?? screen will B appear.

CHickes to continue.

IT you entered a database password, the Password Required screen will B appear.

Enter your password and c BicdK .

Your database wil I Dbe restored.

CHhichK .

Restoring from an Automatic Backup restore your database from an automatic backup made periodicall I
by Sallon Iris.

g b~ WN -

8.

9.

10.
11.
12.
13.

Se BecDatabase Contro Bfrom the Fi lerop-down menu.

C hicRestore Database from Backup .

CHick théres button to restore your database from backup.

The Restore Database screen will B appear.

In the Backup L.ocatiorection, se BecRestore a database from the automatic backup Bocationf
the Automatic Backup option is grayed out, then restoring from an automatic backup is not avail:
because the Automatic Backup feature is probab By turned off. We highl'y recommend that you keep

the Automatic Backup feature turned on.

CHick theNext button.

In the Automatic Backup Fillesection, all I of your automatic backups will I appear. Select the au
backup to restore and c Bidlestore .

The Are You Sure”? screen will I appear.

CHhicles .

IT you entered a database password, the Enter Database Password screen will B appear.

Enter your password and c BiciK .

Your database will | be restored.

CHhicbK .

Restoring from a Backup L.ocatiomestore your database from a backup saved to an externall Bocation.

-

=00 NO Ok WD

Se BecDatabase Contro Bfrom the Filerop-down menu.

SeBec®estore Database from Backup .

CHick théres button if you wish to restore the database.

SeBecRestore a database from a specific Bocation

C BichNext.

Locate the backup fille that you wish to restore on your computer or on the externall driwve.
Sellect the fille to restore and c BiclOpen button.

CHickes .

IT you entered a database password, the Enter Database Password screen will B appear.
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10. Enter your password and c BicbK .
11. Your database will I be restored.
12. CHicbK .

Restoring from an SQL. Server database fikestore your database using the database .MDF and .L.DF fill
usual By Bocated in C:\\Program FiBes\Microsoft SQL. Server\MSSQL..1\MSSQL_\Data\.

1.

o Ok WN

© 0 ~

10.
11.
12.

SelecDatabase Contro Bfrom the Fille drojown menu.

Se Bec®estore Database from Backup .

CHick thées button if you wish to restore the database.

Sellectt would Rike to restore my database using an SQL. Server database fille
CHick Next.

Locate the .MDF fille that you would Rike to restore from. Be sure that the matching LDF filleis |
in the same directory.

Sellect the fille to restore and c Hick the Open button.

CHick Yes.

IT you entered a database password, the Enter Database Password screen will I appear.
Enter your password and c BichK .

Your database will B be restored.

CHick OK.

Importing Owverview

Sallon Iris all Bows you to import Bists of information that were created using other programs (such as ant
database program, Microsoft Excell, etc.).

A separate fille is required for each Bist of information that can be imported and must be speciall By forme
When importing filles, Name , FirstName, L.astName and/or thelD in its various forms are required fie B ds fc
the fille to import properBy. The fol Bowing information can be imported:

Clients

Client history
Products
Services

Emp B oyees

Supp Riers

Gift certificates

Files must be saved in any one of the fol Bowing formats:

.txt (comma or tab de limited)
.Csv (comma or tab de Rimited)
Excell, .x1s

Word, .doc

Access

Out l ook
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1 We are allso able to import quite a few other formats.-igai I support@daysmart.com if you would Nike
to see if your format can be imported.

IT you are using a format otfer than a .txt fille, you must first conwvert your information to a text onlh
Most filles (.csv, Out Book, Excell, Word, Access, etc.) are usuall By pretty easily converted to text fi

format for the individuall .txt filles is Bisted under the indiknpploating sections.

Importing CHients
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|Co B umn Name ||Description ||Type ||Examp le |
|FirstName ||First Name ||Text ||Mary |
|LastName ||Last Name ||Text ||Smith |
|Address ||Add ress ||Text ||123 Anystreet |
|AddressZ ||Second ine of address ||Text ||Apt. 201 |
|City ||City ||Text ||Anytown |
|State ||State ||Text ||Ca lifornia |
|Zip ||Zip or postal code ||Text ||12345-6789 |
|E-Mai 1 ||E-mai I address ||Text ||mary@email .com |
|HomePhone ||Home phone number ||Text ||(555) 5551212 |
|WorkPhone ||Work phone number ||Text ||(555) 5551212 |
[Cel B Phone llcem 1 prone number || Text l|(555) 5551212 |
Text (M for
Gender Gender malle, F for F
fema Bl e)
|Comment ||General client comment ||Text ||Has two chilldren |
Class s'Cerl \flij:se otrhec::eigr?tryf.r;hl?ernttg)hrase describing the type ¢ Text Tan
[DateOfBirt: |IDate of birth |Date 27171975 |
|Anniversary ||Date of anniversary ||Date ||5/7/1998 |
|T0ta 1Visits ||Total number of visits ||Number ||54 |
[FirstVisit |IDate of first visit |Date 37471997 |
|LastVisit ||Date of last visit ||Date ||10/5/2011 |
Text (TRUE for
Mailing Indicates if the c Bient wants to receive maill or nof|yes, FALSE for ||[FALSE
no)
FirstEmp I oyesName Eir?eenotf the first emp B oyee to provide service to the Text Bill I Rogers
FirstEmp B oyeelD ICDI?:n:he first emp B oyee to provide service to the Number 100
L astEmp B oyesName Eir?eenotf the Bast emp Boyee to provide service to the Text Jenny Johnson
LastEmp N oyeelD IcDI?:n:he B ast emp B oyee to provide service to the Number 101
| ||Balance the c Bient owes. Positive number means the || ||
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Balance c Bient owes money, negative number means the c Bient ||Number 19.95
has credit to use

Ba B anceComment Comment describing the ba B ance Text %G/S;/;;E)ﬁ ]::?Sr?t
|ProductDiscountPercen”Defau I t discount percentage on products ||Number ||1O |
|ServiceDiscountPercent”Defau It discount percentage on services ||Number ||O |
|Link ||Path and name of a fille reBated to the client. ||Text ||c:\My Documents\Bill I .xls|
C Lientfistory Notes or otfer fistory Text ;Jeste &i::gmmu Va #123.
|C BientID ||ID number for the c Rient ||Number ||1000 |
|Title ||Title before name, i.e. Mr., Mrs., Dr., etc. ||Text ||Mrs. |
|Item ||The unit assigned from the Options - C Hienttah ||Text ||minutes |
|ItemComment ||Comment for the item described abowve ||Text ||Comments |
|IDCard ||ID card number for the client ||Number ||1000 |
Examp Be a spreadsheet fille might Book Rike this:

|FirstName||LastNam“Address ||City ||Stat“2ip ||HomePhone |

IMary  ||Joinson |[123 Myroad  ||Anytown  |[cA |[12345]|(555) 5551212

[oyman |warren |[456 West Ave.  |[Bever By til]jcA [j90210]|(555) 5551212

ldudy  |lcul Ber |[78% Parrot Drivi|Lakevien  ||Az [[91875]|(555) 5551212

Save your information as a texdn By tab de Bimited fille.
Se Bectimport, then CRientfrom the Fildrop-down menu.
Foll Bow the prompts.

A WD

Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo

existing Bist of clients, or overwrite your current Bist of c Bients with the imported fille.

Importing C Bient Notes

|Co fumn Name||Description

||Type||Examp e

|
[ChientiD  |[Tte cRient ID number|[Text||1000 |
|Date ||Date ||Date||10/3/2011 |
|Hist0ry ||C Rient history ||Text||10/1/2011— Al Rergy to I|

Or, you can import the text fille using the foll Bowing format:

|Co fumn Name||Description ||Type||Examp le

|
|FirstName ||First name of cl ie||Text||Joe |
|LastName ||Last name of clie||Text||Wi 1 Biamson |
|Date ||Date ||Date||10/3/2011 |
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||History |C ient history || Text||10/1/2011- AN Nergy to I |

Examp Be a spreadsteet fille might Book Rike this:

|FirstName||LastNam“Date ||History |

IMary  |lsmitt  |[8/8/2011 |[8/7/2011- Recommended Brush to c Rient |
|Michael ||Jones ||9/4/2011 ||8/30/2011- Al Rergy to peanuts |
[Jane  |[Adams  |[3/25/2011][3/20/2011 - CHient Wikes to water ski |

Save your information as a texdn By tab de Bimited fille.

A wWwDN e

SeBectimport, then CHients Formula Notlsom the Fi B erop-down menu.
Foll Bow the prompts.
Sallon Iriswill I automaticall By import your fille and add it to your existing c Bient notes.

Importing Products

|Co B umn Name ||Description ||Type ||Examp e |
|ID ||Product ID or SKU number. The 1D must be unique ||Text ||Sham100 |
|Description ||Description or name of product ||Text ||Li lac Shampo|
|Category ||Category ||Text ||Shampoo |
Backbar items are used in -house to support services. No commission is |[Text (TRUE or
Bactbar made on backbar items FAL_SE) TRUE
Great's
Matke Make Text Stampoo
|Size ||Size ||Text ||12 0z |
|Who Besalle ||Who Besalle Price ||Number ||4.50 |
|Retail ||Retail Price ||Number ||8.99 |
Taxl Indicates if tax1 shoulld be app Ried to product salles Text (TRUE or TRUE
FAL_SE)
Tax2 Indicates if tax2 shoulld be app Bied to product sales Text (TRUE or FALSE
FAL_SE)
Tax3 Indicates if tax3 shoulld be app Bied to product salles Text (TRUE or FALSE
FAL_SE)
. . . Text (TRUE or
Inactiwve Is the product inactive? FALSE) FALSE
Ballance Currency amount to automaticall By increase or decrease the c Bient's Number 1.00
balance
|Supp Rier ||Supp Rier of the product ||Text ||My Supp Rier |
|StockCount ||Current stock quantity ||Number ||4 |
Indicates if the product shou B d be automaticall By added to the reordq|Text (TRUE or
ReorderAuto List FALSE) TRUE
|ReorderPoint ||The stock quantity at which the product will I be added to the reorder Ii||Number ||5 |
|ReorderQuantity ||The quantity that will B be added to the reorder Bist ||Number ||10 |
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|OnOrder ||Quantity current By on order ||Number ||10 |
|DateOrderHo 1d ||Keep this product off the reorder Bist untill a specific date ||Date ||11/l/2011 |
|OrderDate ||Date put on order ||Date ||10/1/2011 |
|CommissionBonus ||Currency amount added as a commission bonus ||Number ||2.00 |

Examp Be a spreadsheet fille might Book Bike this:

AW DN

1234567850 ||Comb 3.9 ||TRUE]|10

|ID ||Name ||Retai ||Tax]“StocH
Istam100  ||Lilac Stampd|8.% |[TRUE|[5 |
Istam101  ||Rose Stampoo ||8.%9 ||TRUE|3 |

|

Save your information as a texdn By tab de Rimited fille.
SeBectimport, then Productsfrom the Fillerop-down menu.
Foll Bow the prompts.

Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo

existing Bist of products, or overwrite your current Rist of products with the imported fille.

Importing Services

|Co B umn Name ||Description ||Type ||Examp LE |
|ID ||ID ||Text ||Color |
Description Description Text (S:eor\l/i%re
|Category ||Category ||Text ||Hair Styl ing|
|Backbar ||Backbar amount taken out hefore commission determined ||Number ||3.50 |
|Price ||Price ||Number ||45 |
Taxl Indicates if tax1 shoulld be app Bied to service salles 'II:'eAxEéI'EI')RUE or FALSE
Tax2 Indicates if tax2 shoulld be app Ried to service salles -IEZT(IES(I-EI—)RUE or FALSE
Tax3 Indicates if tax3 shoulld be app Bied to service salles 'II:'eAxEéI'EI')RUE or FALSE
|Setup ||Setup duration (Bength of time) ||Number ||45 |
|Process ||Process duration (Bength of time) ||Number ||30 |
[Finish ||Finish duration (Rength of time) |[Number |15 |
. L . Text (TRUE or
Inactive Is the service inactive? FAL SE) FALSE
|Link1 ||Link to a specific product used for the service ||Text ||Sham100 |
|Link2 ||Link to a specific product used for the service ||Text ||Cond100 |
|Link3 ||Link to a specific product used for the service ||Text ||Hydrator |
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Currency amount to automaticall By increase or decrease the c Bient's
Bal ance Number 0
balance
|CommissionBonus ||Currency amount added as a commission bonus ||Number ||10 |

Examp Be a spreadsieet fille might Book Bike this:

|ID ||Description ||Price||Setup|
|HCMen ||Men's Haircut ||20.0d|30 |
|HCWomen ||Women's faircut ||35.0d|45 |
lickids  |[chiBdren's taircud[12.0d[20 |

A W DN

Importing Emp B oyees

Save your information as a texdn By tab de Rimited fille.
Selectimport, then Services from the Fill drop-down menu.
Foll Bow the prompts.
Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo
existing Bist of services, or overwrite your current Bist of services with the imported fille.

|Co fumn Name||Description ||Type ||Examp e |
|FirstName ||First name of emp I oyee ||Text ||Rita |
|LastName || Last name of emp N oyee ||Text ||Doe |
|Emp Boyee ID ||ID number ||Number ||1000 |
|Address ||Address ||Text ||100 Park St |
|AddressZ ||Second line of address ||Text ||Apt. 100 |
[City l|city || Text Midd Bevimme |
|State || State ||Text || FL |
|ZIP ||ZIP or postall code ||Text ||44444 |
|Phone ||Phone number ||Text ||(555) 5551212 |
|Cel 1 Phone ||Mobile phone number ||Text ||(555) 5551212 |
|E-Mai 1 ||E-mai I address ||Text ||rita@emai 1.com |
|Gender ||Gender ||Text (M for malle, F for fema”F |
|Comment ||Emp 0 oyee comments ||Text ||Wants Saturdays of|
[DateOfBirth |[Date of birth ||Date ||5/10/1975 |
|DateOinre ||Date of tire ||Date ||2/7/2002 |
|W2Local ||City name if Bocal withio Bding tax is heing deduc||Text ||Anytown |
|W28tate ||State name if state wittho B ding tax is being deduct4|Text ||FL |
|Active ||Is the emp B oyee actively emp B oyed? ||TRUE or FALSE ||TRUE |
|Independent ||Is the emp Boyee a hooth renter? ||TRUE or FALSE ||FALSE |
|SSN ||Social Security Number ||Text ||000-00-0000 |
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Examp Be a spreadsheet fille might Book Rike this:

AW DN

|FirstName||LastNamr”Address ||City ||Stat“ZIP |
[Join  |[James  |[456 Cut Rd_||Anytoun |[FL_|[44444]
|Tina ||Waters ||6789 North SlﬂAnytown feights ||FL ||44446|

Save your information as a texdn By tab de Rimited fille.

SeBectimport, then Emp Boyees from the Fi lerop-down menu.
Foll Bow the prompts.
Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo

Chapter 2: Database Control

existing Bist of emp B oyees, or overwrite your current Rist of emp Boyees with the imported fille.

Importing Supp Biers

ﬁ:; eumn Description Type |[|Example
|Name ||Name of the supp Rier ||Text ||ABC Distributions |
|FirstName ||First name of the primary contact person ||Text ||Mark |
|LastName ||Last name of the primary contact person ||Text ||Albert |
|Address ||Address ||Text ||123 Mystreet |
|City ||City ||Text ||Mytown |
|State ||State ||Text ||CA |
|Zip ||ZIP or postall code ||Text ||12345 |
|E-Mai 1 ||E-mai I address ||Text ||abcdistributions@emai 1.com |
|Phone ||General phone number ||Text ||(555) 5551212 |
|Tol I Free ||Tol I free phone number ||Text ||(800) 5551212 |
|Cel 1 ||Mobile phone number ||Text ||(555) 5551212 |
[Fax ||Fax ptone number | Text  |[(555) 5551212 |
|Comment ||General comments ||Text ||Doesn't ship after 5pm Friday |
|Products ||List of products the supp Rier supp Ries ||Text ||Sham100, Cond100 |
|Total ||Current amount owed to or from the supp Rier ||Number ||120.50 |
Check \A’\/lhigq ep’:ihs:irih;uChlegk?ppear on tie "To™ section Text ABC Service, Inc.
|Supp RierlD ||ID number for the supp Bier ||Number ||1000 |
History History and other information Text SSh'icssrtUegsaccount on Jan. 10, 1%8. This supp Rier g
Examp Be a spreadsheet fille might Book Rike this:

|Name ||FirstName||LastNam4|Address ||City ||Stat4|Zip |

|Lakeview Systems ||Bi il ||Wayne

12020 Enm st |[arborview |[wA [[s8765|

Chapter 2: Database Controlls - Page 14 / 19



||Pro Distributor ||Karen
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||L_ockford||9000 Avonda l]|Cheesetown || ||43210||

Save your information as a texdn By tab de Rimited fille.
SeBectmport, then Supp Biersfrom the Fillerop-down menu.
Foll Bow the prompts.

A WD

Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo

existing Bist of supp Hiers, or overwrite your current Bist of supp Riers with the imported fille.

Importing Gift Certificates

|Co Bumn Name ||Description

||Type ||Examp le

|GiftCertID ||The gift certificate ID number

||Number ||1000

|OriginaIAmount||The originall amount on the gift certificai”Number ||100.00

|Balance ||The current amount on the gift certificate ||Number ||50.00

|FromFirstName ||First name of who the gift certificate is fr(“Text ||Larry

|FromLastName ||Last name of who the gift certificate is frd|Text ||Jones

|ToFirstName

||First name of who the gift certificate is fo“Text ||Kerry

|To LastName

||Last name of who the gift certificate is fo||Text

|lwin niams |

|DateCreated ||Date the gift certificate was created

|pate  |[8/10/2011 |

|GiftCertComment||Comments or additionall information

||Text ||Birthday gifi

Examp Be GiftCertiDmust be a numerical value. A spreadsheet fille might Book Nike this:

|GiftCertI||0rigina 1 Amoun“Ba 1 and|ToFirstNamd|ToLastNam||DateCreated|

[1000  |[75.00 l125.00 |{J0e || Teddy |l874/72011 |
[1001  |[25.00 llo.00 |[Amy llgonas  |[1724/2011 |
1002 |[50.00 ll50.00 |{Jacob llJackson  |[10/1/2011 |

Perform the fol Bowing steps to import your data fille:
1. Sawve your information as a texdn By tab de Rimited fille.

SeBectmport, then Gift Certificates
Foll Bow the prompts.

g~ N

From any Salon Iris main screen c Rick &4 B erop-down menu.

Sallon Iriswill B automaticall By import your fille and, depending on preferences, either add it to yo

existing Bist of gift certificates, or overwrite your current Bist of gift certificates with the impor
The amount in gift certificates is NOT added to your business' income and is not shown on the Total
report. This function is meant to track a Bist of existing gift certificates that you have al ready !

Exporting Owverview
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You can export information to a spreadsheet or word processing fille for viewing, comparisons, or numerica
manipu B ations.

1. SelecExport to Text Fifrom the Too Bdrop-down menu.
2. The Export Database Information to a Fiskeeen will I appear.
3. Check the box for the information you wou ld Rike to export:

Activity Bog
Clients

Coupons

Emp B oyee schedu e
Emp B oyees

Gum L.abel Formats
Products

Services

Tickets

Time CRock

Tips

Supp Riers

Wait List

4. ClHick thExporthutton.
5. Sellect a fille and directory to save the data to an@aleick

6. Open the fille through your spreadsfeet or word processing app Bication.

Password Protection Owverview

You may use password protection to assure privacy for any or all I of the Sallon Iris main screens and rep
as well I as many specific features. Emp B oyee access to screens may be set up and each emp B oyee may hawve
a unique password. Password protection for individuall emp Boyees and screens is optionall .

A password can be set for the entire Sallon Iris database as well B. This password can be set wien Sallon Iri
first install Bed, or it may be set or changed from within Salon Iris after install Bation. Database passwc
protection is control Bed by Microsoft SQL.. Salon Iris Software, Inc. does not guarantee rep Bacement
passwords. Be sure to write down your database password and keep it in a safe p Bace.

1. SeBectPassword Setup from the Too Berop-down menu.
2. The Password Controlscreen will B appear. It is divided into three sections:

1 Database Password Protection password protect the entire database

1 Emp Boyee Access: controll emp Boyee access to specific screens, reports and features

1 Password Log In/Log Out Setting®ose whether you wou ld Bike the password entered for
every screen, or if you woulld Hike the password to store and automaticall 1y Bog the user out

a set time

Database Password Protection Password protection is app Bied to your database to keep it from being
accessed by another program or unauthorized persons wio shou Bd not be ab Be to access this information.
You wi I I be prompted to enter a password when you start Salon Iris or restore a database from backup. Yc

Chapter 2: Database Controlls - Page 16 / 19



Chapter 2: Database Control

will I allso be prompted to enter a password if you attempt to access the Sallon Iris database with another
program, such as SQL.. There are four options for database password protection. If a database password h¢
not been set, then there will I on By be one optioSet Database Password .

1. Set Database Password: initiall By set a database password.

a. CHlick theSet Database Password button in tieDatabase Password Protectionsection.
b. The Set Database Password screen will B appear.

c. Enter the password in each of the two boxes as prompted.

d. CRicbK .

2. Change Database Password : change the database password from a previous By set password.

a. Click theChange Database Password button in teDatabase Password Protectionsection.
b. The Password screen will I appear.

c. Enter the ol d password and c Bi6K .

d. Enter a new password in each of the two boxes as prompted.

e. CHicbK .

3. Clear Database Password remove database password protection.

a. ClHlick theC Bear Database Passwordoutton in tieDatabase Password Protectionsection.
b. Enter the current password in the prompt.
c. CHichK .

4. Remember the database password on this computer on startup : if this box is cfecked, you will I not
be prompted to enter the database password when SaBon Iris opens. This will B on By remember the
password on the current database. I the database is restored from a backup, or if the database is
B oaded on a different computer the password will B not be remembered.

Emp B oyee Access : password protection can be app Bied to many of the screens and functions in Sallon Iri
Each emp Boyee can be granted custom access to these screens and functions.

1. SelectPassword Setup from the Too Hdrop-down menu.
2. The Password Controlscreen will I appear.
3. In the Emp B oyee Access section, cfeck the Enab Be emp Boyee password protection on this computer
box.
4. Click theedit Passwords button.
The Emp Boyee Passwords screen will B appear.
Doub Be-c Rick to enter emp Boyee passwords. You hawve the additionall options of all Bowing emp B oyeg
change their own passwords from te  Time CBock Log Bnd L.og Outcreens, and hiding emp B oyee
passwords from other emp B oyees.
CHicbK to return to tPassword Contro Bscreen.
CHick theEdit Accessbutton.
The Emp B oyee Passwords screen will I appear.
10. For each option that you wou ld Nike to restrict access to for emp Boyees, check the box in Reguire
Password collumn on the row that corresponds with the restricted option. This will B require the
emp B oyee to enter his or fher password to access this feature, and b Bock some emp B oyees from
accessing this feature comp Betely. IT password protection is enab Bed, make sure to protect the
Password Editing feature so emp Boyees cannot get into this screen and change password settings.
11. Underneath each emp Boyee ’s name, uncheck the box if that emp Boyee isnotall Bowed access to this

o O1

© 0~
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screen or feature. IT the emp Boyee should be all Bowed access to this screen or feature, the box under
that emp Boyee’s name shou Bd be checked. We recommend having all B the important financiall screens
password protected, as well B as estab Bishing different Bevells of password protection for differens
emp B oyees.

Repeat Steps 10 and11 for each screen/feature/report to be password protected.

CHhichK .

New Emp B oyee Button: you can use the New Emp Boyee button on thePassword Contro Bscreen to sellect
an emp B oyee and hawve his or her CURRENT password access information used as the defau l t setting for all
new emp B oyees. In other words, wen you add a new emp B oyee, his or fer password information will B be
automaticall By set to the se Bected emp B oyee's access.

These password settings are a "snapshot’ of the defau I t emp B oyee you are seBecting. Future changes to the
defau It emp Boyee's password settings are not automaticall By updated. To update changes you need-to re
seBect the defau It emp N oyee.

1.
2.

3.
4.

5.
6.

CHick theNew Emp Boyee button.

IT this is the First time se Becting defauNletr Emp Boyee password settings, read the message and c Bick
oK .

The SeBect Emp Boyescreen will B appear.

Select the emp Boyee with the CURRENT password access information that you would Rike used as a
defau Bt for new emp B oyees.

CHlick theOK button to return to tiReassword Contro Bscreen.

CHick theOK button to sawve the password settings.

Password L.og In/Log Out Settingalon Iris can be set to remember, or not remember the emp B oyee that
is Bogged in.

1 Remember which emp Boyee is Bogged in  : Salon Iris will B ask for the emp I'cyeame and
password to be entered the first time a password protected feature is accessed. The emp B oyee
will B be able to use the software according to fis or fier all Bowed access without entering his ol
her name and password again. The emp Boyee wil | have toL_og Outfrom Salon Iris by going to -
Too Bdrop-down menu and se Becting Password Log Out

1 Do not remember which emp Boyee is Bogged in  : Sallon Iriswill B ask for the emp B oyee name an
password ewvery time a restricted feature is accessed. This will B provide greater security, but al
s B ow down emp B oyees using the software if numerous features are password protected. If you
have Do not remember which emp Boyee is Bogged in  cfecked, but still I hanAutomatic
Logoutnab Bed, then Sallon Iriswill B return to the se Bected startup screen after periods of
inactivity. Disab Retomatic L.ogouto stop this

IT you have Salon Iris remember which emp Boyee is Bogged in, it's a good safeguard to hawve the emp B oyees
be automaticall By Bogged out after a period of software inactivity. IT an emp Boyee forgets to Bog ot
minimize the possibi Bity of another emp B oyee accessing screens he or she is not supposed to.

1. Check the box BabeBedEnable automatic Bogountthe Automatic L.og Oufection.
2. Enter the time of inactivity you wou ld ik to cause the emp Boyee to be Bogged out automaticall I
3. CHicbK to sawve this setting.
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Activity Log

You can track most major database events inc Buding ticlket, c Rient, product, and service
additions/modifications/de B etions with tiActivity L depture. The Emp Boyee Name and the Emp B oyee 1D
are on By recorded with the corresponding activity if emp B oyees are required to Bog in using a password ANI
you set your password Bog in/ Bog out settings to remember which emp Boyee is Bogged in.

1. SelectActivity Ldgom the Too Bdrop-down menu.
2. The Logcreen will I appear.
3. You can check which emp B oyees performed tasks, and the date and time the activity was performed.
4. You can modify the information that appears from thel_ogcreen.
a. Click teActivity Log Optidngtton.
b. The L.og Optionscreen will B appear.
c. Check and uncheck the fo I Bowing boxes as desired:
1 Ticlets
1 Clients
1 Products and services
d. Sellect the number of days to record activity for.
e. You may press te CHear Log Ndwtton in theC Bear Informatiosection to c Bear the activit
log.
f. CHicbK to return to thdctivity Log
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Emp B oyees and Schedu B ing

maintaining your emp B oyees and their schedu Bes
Emp B oyee Owverview

The Emp Boyees screen shows the identification number, name, and contact information for all 1 your
business® emp B oyees.

To access the Emp Boyees screen, c Bick theEmp B oyees button/icon, or se BeEdit Emp B oyees from the
Emp B oyees drop-down menu.

Add or Edit an Emp B oyee adding an emp Boyee and editing an emp B oyee is simp Be and quick with Salon Iris

1. CHhichdd Emp Boyee to add a new emp Boyee, or c Rick tiedit Emp B oyee button or doub Be Rick on the
emp Boyee in the Bist to seBect an emp B oyee.
2. The Emp B oyee screen will B appear. It has eight tabs:
1 Contactall I the necessary contact information
1 Services Limitationused to Bimit the services that an emp Boyee can perform
1 Disp Ray Optionsif the emp B oyee stou B d appear on the schedu Bing screen and appointment book
1 W2 and 10%9 : enter Bocall and state tax witho Bdings
1 Booth Renter : if the emp Boyee is not direct By emp Boyed, and earns all B profit from thir indi
salles
1 Education and Certificatesadd any specia lized certificates or educationall degrees to the
emp B oyees
1 ID Card associate an ID Card to an emp B oyee
3. Enter or edit the appropriate information in the various tabs.
4. CHicbK to return to ti&mp Boyees screen.

De Bete an Emp Hoyee
NOTE: Once an emp B oyee has been schedu Bed an appointment, that emp Boyee can no Bonger be de Beted from the database.

1. Hignlight the emp B oyee to be de Beted.

2. CHick theDe Bete Emp B oyee button Bocated on the uppell eft of thmp B oyees screen.
3. The Are You Sure??screen will I appear.

4. CHick theyes button to delete the emp Boyee from the database.

You can use the View De Beted Emp Boyees button to view de Beted emp Boyees or unde Bete them.
Emp B oyee - Contact Tab

1. Clhick theContacttab.

2. Enter the appropriate generall information: name, phone number, sociall security number, address, city,
state, ZIP code, date of hire, birth date, Bast day of work, comments, gender;mai I address,
emergency contact, etc.

3. Ifyouwoulld Rike to be able to disp Bay emp Boyees by category on the appointment book, select a
Category for the emp Boyee, i.e. technician, sty Rist, etc.

4. You may create any new categories to suit business needs.

a. CHick theditbutton next to th€ategory fiel d.
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b. The Emp B oyee Resource Categories screen will I appear.

c. Clicking thAdd button to add a new category.

d. Use the Mowve Up andMowve Down buttons to organize the Bist as needed. We recommend
keeping a (b Bank)field on the top of the Nist.

e. CHicbK to return to tif€ontactab.

An Emp B oyee Contact Informatioreport can be generated by performing the fol Bowing steps:

a. Selectview Emp Boyee Contact Informatiofirom the Emp B oyees drop-down menu.

b. The Emp B oyee Contact Informatioscreen will B appear.

c. You can copy this information to the cBipboard, save to a fille, print, or close the informati
this screen by using the Fildrop-down menu.

Emp Boyee - Service Limitations Tab

Using individua l services or service categories, Bimitations can be set for the services that an emp B oyee
ab Be to perform on théervice Limitationtab. The service Bimitations you set will B be used to determine
what is disp Bayed wen adding or editing a ticket and searching for a product or service; #tieook Upscreen
that appears when searching for a Product IDorService ID on the Ticket Informationscreen wil I onlly
disp Bay those services that the emp B oyee can perform.

1.

~No ok, WwN

o

CHick theServices Limitationtab.

Se Becthis emp Boyee CANNOT perform all B services (se Bect for more detaills)

Select the service or services the emp Boyee CAN perform by c Ricking on tidd Serwvice button.

The Look Upscreen will I appear.

Select the service and click @K button.

Repeat Steps 3-5 for eacth service.

To add categories of services the emp Boyee can perform, seBect the service category from the
Availlab e Categorgection and chick tiddd>> button to add the category to thsed Categories
section.

. Repeat Step 7 for each service category to add.

CHichK to return to themp Boyees screen.

Emp Boyee - Disp Bay Options Tab

1.
2.

Click thdisp Bay Optionstab.
Check or uncheck the fo I Bowing boxes as appropriate:
1 Active: This person is current By emp B oyed at this businesuncteck this if an emp I oyee has
temporary Beave, and you wou ld Rike to keep an emp B oyee on the books whi Be they are gone
1 Show emp B oyee when using the Ticket Search feature : if you woulld Rike the emp Boyee to be
inc Buded on ticket searches
1 Show emp Boyee on the ScheduBing screen : empBoyee will B be Bisted on schedulle
1 Show emp B oyee on the Appointment Book : emp Boyee appears on the appointment book
1 Show emp B oyee on the Ticket Modify screen : emp Boyee will | appear on the ticket screen wien
adding or modifying ticlkets
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3. Enter the emp Boyee's Name on Appointment Book if this is to be different from the emp B oyee's full |
name.
4. CHicbK to return to tiEmp Boyees screen.

Emp B oyee - W2 and 109 Tab

Sallon Iris all Bows you to export payrol I informati@nanthe10%9 tab all Bows you to enter the city and
state inc Buded in the deductions.

1. Chick théh2 and 109 tab.
2. Enter the city and state.
3. CHicbK to return to ti&mp B oyees screen.

Emp B oyee - Booth Renter Tab

Typicall By booth renters are not considered regu Bar emp B oyees. They rent space and hawve their own accoun
for their specific sales. See thiBooth Renter Overview section of this User's Guide for more information.

1. Click tieBooth Renter tab.

2. You can seBecthis person is a booth renter .

3. IT they hawve provided you with their Merchant ID enter it in theMerchant ID fielld.
4. CHicbK to return to themp B oyees screen.

Emp B oyee - Education and Certificates Tab

Click thieducation and Certificataab.

Click thedit Defau B t Certificate Tybestton.

The Emp B oyee Certificatesscreen will I appear.

Click theAdd button to add in a certificate type, i.e. Coll Bege Degree.

CHicbK to return to teducation and Certificatesab.

You can HBist any degrees, certificates, and educationall Bewvels for each emp I oyee.
CHicbK to return to themp B oyees screen.

~NOo ok WN B

Emp B oyee - ID Card Tab

You must purchase the fo Il Bowing items to use the emp B oyee ID cards:

1 Emp Boyee ID cards: You can get them printed from Sallon Iris Software. To order, p Bease cal
(800) 4238100. You can allso hawve them printed from another source. Just be sure the magnetic
encoding portion starts with .E and inc Budes a 30 digit number. For examp Be, the magnetic
encoding wou B d be .E012345678910111213141516171819. Al so, the magnetic encoding stoulld
be ab e to be read with track 1 and track 2 readers.

1 Magnetic card reader. To order one, plBease call I (800)8428. If you purchased a credit card
or a gift card reader from Sallon Iris Software, it will I read emp Boyee ID cards.
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ID cards can be used in the p Bace of a password on any screen that's protected. Emp B oyees can be assignes
both a password and an emp Boyee ID card.

1.

00 ~NOoO O Wi

CHhick thelD Card tab.

Click thénab Bebutton.

A window wi I B appear prompting you to swipe the emp Boyee ID card.
Swipe the card.

This card is now assigned to the emp B oyee.

CHhicbK .

The emp B oyee can now swipe the ID card instead of typing in a password.
CHicbK to return to themp Boyees screen.

Resources Owverview

A resource is any object that is used to support your business. The purpose of theResources feature in
Sallon Irisis to all Bow you to scfedu Be and track the use of your resources in the Sa Myoplyintment
Book feature.

Examp Bes of resources inc B ude:

1 Rooms
1 Tables
1 Otfer machines that are used to perform services

The Resource screen is where you add, edit, and de Bete resources. To access the Resources screen, c Bick
Edit Resources from the Emp B oyees pu Bdown menu.

Add or Edit a Resource: Creating and editing resources is quick and easy within Sallon Iris.

1.

2.

CHichdd Resource to create a new Resource, or c Bick ti&dit Resource button or doubBelick on a
resource in the Bist to select a resource to edit.
The Add/Edit Resource screen will B appear. It has four different sections:

a. Generall:Add/Edit generall information relating to the resource.

1 Resource ID: this is the ID number associated with the resource. This vallue cannot be
changed.

1 Name: a way to easi By identify the resource.

1 Max Occupancy: tie maximum amount of concurrent appointments that can be booled for
this resource.

1 Comment: any generall notes to associate to this resource.

b. Linked Serwvices: The services that will I automaticall By popull ate the appointment book for t
resource, up to itsMax occupancy.To HBink a service to resource, p Bease take the foll Bowing
steps:

i. CHichAdd Service Link.The Service L.ook Up screen will I appear.
ii. Select the Service that you wou ld Bike to Rink to this resource, and@XILick
iii. Repeat this process for each service that you woulld Rike to Bink to this resource.

c. Contact Informationfiows contact information for the person in charge of maintaining this

resource (if applicablle).
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d. DispBay Options:controll how the resource is disp Bayed in various screens of the software.
1 Show resource when using the Ticket Search feature:  When searching for a service, this
all Bows you to on By show services that are Binked to a specific resource.
1 Show resource on the Schedu Bing screen: disp Bays the resource when modifying items on
the Schedu BingScreen.
1 Show resource on the Appointment Book:  disp Bays the resource as a co Bumn on the
Appointment Book.

Managing Resources

Schedu Bing a Resource to be used on an open ticket Sallon Iris has the abi ity to reserve a time shot fc
the use of a resource that is required to perform a service. For examp Be, faircut requires the use of Room 1
to be performed. To scheduBe a resource to be used, perform the fo I Bowing steps:

1. First, you stoulld Binkall B resources that can be used with a service for each service that requires a
resource be used (if you have a Bl ready done this, skip to step 2). To do this, perform the fol Bowing
steps:

a. Edit the service and c Bick tik_inked Resources tab.

b. The Awvaillable Resourcesction will I dispBay all I resources that you hawve entered. If no res
are shown, exit out of the services screen, go to the Resources screen and create your
resources. I you hawve resources shown, proceed to step c.

c. CHick on the resource to Bink to this service and c BiclAdd button. The resources will I now be
shown in the L.inked Resources section. For examp Be, you may want to Bink Full I Collor to
Resource 1. IT you have more than one massage table, you can Bink Full I Collor to Resource 1
Resource 2, and Resource 3.

d. If you hawve more than one resource se Bected in the L.inked Resources section, you have two
options as how to schedu Be the resource:

1 Auto-popu B ate resource based on availabil8a0on Iriswil B Book at the schedu le of
first resource in the Linked Resources section and if the first resource's schedu Be is busy,
itwil I Book at the 2nd resource, 3rd resource, etc. untill an opening is found.

1 Prompt me for which resource to use based on availabilitySalon Iriswil I Book at t
schedu Bes of all B the resources Risted to khnked Resources section and prompt you for
which resource to use.

1 CHickavewnen finished Binking the resources to the service.

2. Add a ticlket as you normal By wou B d. On TEicket Informationscreen, in the 1D coBumn, type in th
Service ID that you wish to schedu Be.

3. When you type in the  Serwvice ID (that has a resource Rinked to it), Sallon Iriswill I automaticall I
Binked resource to the ticket, depending on wiat you hawve se Bected on the service for how to schedu e
the resource (this is exp Bained in bu l Bet options abowve in step 1). This can be seen by c Bicking the
Manage Resources button.

4. Continue to schedu Be the ticket as you normal By woulld.

NOTE: If you woulld Hike to manuall By choose which service you would Rike to use for a service that is Binked to mull tip He re
you can do so by going to thd_inked Resources tab when editing a service, and se Bectingrompt me for which resource to use
based on awvai l abi Lity
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Schedu Bing Owverview

Schedu Bingall Bows you to enter your emp B oyees' working schedu Bes by hours and days off, aswell I as the
operating hours of any resources you use. This information is extreme By usefull in conjunction with the
Appointment Book feature.

You can access the Schedu Bing feature by c Ricking ti&chedu Be button/icon, or by se Bectifghedu ling
from the Emp B oyees drop-down menu.

Color Codesthe Schedu Bingscreen can be color coded for emp Boyee and resources noravai labi Bity. The
collor codes inc Bude:

2.
3.
4.

1 Working
1 Off: Regu B ar Day

1 OFf: VVacation Day

1 OFF: Il Dness

1 Off: Personall Business
1 OFF: Other Reason

1 No Schedu le Entered

. DoubBecHlick on the box containing the item to change the co Bor for inGuell or Codesection at the

bottom of tfeSchedu Bingscreen, i.e. the Working box.

The CoRoscreen will I appear.

Select the new collor and c KIkk.

Repeat Steps 1-3 to change the co Bor for the remaining items if desired.

Copy Emp B oyee Schedu Bes: Sallon Iris has the abi ity to copy one emp Boyee’s schedu Be to one or more othe
emp B oyees. This sawves time when severa l emp B oyees ave simi Bar schedu Bes.

1.
2.

3.
4.
5.

6.
7.

Click theCopy Schedu Bes button under the Genera I Optionsmenu on the Beft.

In the Source emp Boyee field, seBect the emp Boyee with the schedu Be that will B be copied to other
emp B oyees.

In the Start datdield, seBect the beginning of the copy range.

In the End date fielld, seBect the Bast date of the copy range.

In the box BabeBe€opy schedu Be tq selBect the emp Boyees to receive the same schedu Be as the
source emp B oyee.

CHicCopy.

CHicbK and then C B oseto return theSchedu Bingscreen.

Schedu Be Working Days : working days are the normall By schedu Bed days and times that a sing Be emp B oyee
will B be working.

1.

2.

Go to theDate section at the bottom of th&chedu Bingscreen and se Bect from the fo I Bowing disp B«
choices:

1 Upcoming week : disp Bays a week from the current date on your computer c B ock

1 Sing Be dateseBect a sing Be date from the calendar

1 Range: select a range of dates from start to end on the callendar
The names of emp B oyees se Bected for scheduBing will B appear on the Beft of the white grid in a collu
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CHlick to highBight the cel B in the same row that the emp B oyee's name is found, underneath the
appropriate date.

Click thEdit Schedu Bebutton in the upper- Beft portion of the screen.

The Modify Schedu Be screen will I appear.

Selectorking under the Statussection.

In the Working Hours section, c Rick the mouse on the Startfie B d and enter the emp B oyee's normall
starting time. If it is a morning starting time, you must enter AM or "a".

Enter the emp B oyee's ending time in te End field.

Click theAdd button.

On By enter in the times the emp B oyee is working. Do not inc Bude nonworking times such as Bunches

and breaks. For examp Be, entering 9:00 AM to 12:00 PM then 1:00 PM to 5:00 PM will I indicate that
emp B oyee is gone from noon to 1:00 PM. You can add mu l tip Be start and ending times for an emp I
to refBect Bunch hours or other time off. Continue adding start and end times untill you hawve entere
emp Boyee's schedu Be for that day.

CHRicbK to return to théchedu Bingscreen.

Schedu Bing Off Days off days can be scfedu Bed for a variety of reasons: sickness, vacation, personal
business, etc. You can quickBy and easiBy mark a group of days as days off. SelBect the appropriate days |
first c Ricking the mouse under the appropriate day. o Bd ti€hift key down and then c Rick the mouse in the
appropriate ending day box. CRick tMark as Day(s) Off button. CHids to mark these as days off. Days
off can allso be scheduBed as recurring days the same as regu Bar By worked days.

1.
2.

3.

&

7.

The names of emp B oyees se Bected for scheduBing will B appear on the Beft of the white grid in a collu
CHhick to highBight the cel B in the same row that the emp B oyee's name is found, underneath the
appropriate date.

Click thedit Schedu Bebutton in the upper Beft portion of the screen.

The Modify Schedu Be window will | appear.

. Sellect from the fol Bowing off choices inShatussection:

1 OFf: Regu B ar DayreguBar By schedu Bed day off
1 Off: \Vacation Dagchedu Bed vacation day off
1 OFF: 11 D nessnp Banned sick day off
1 OFf: Personall Businessschedu Bed personall day off, or unp Banned personall day off
1 OFf: Other Reason : day off for reasons other than those Bisted
CHicbK to return to th&chedu Bingscreen.

Schedu Bing Recurring Days Sallon Iris all Bows you to enter scedu Bes on atdaay basis, but you can alls
enter a recurring scfedu Be to avoid entering the same schedu Be over and ower.

1.
2.

o U1l AW

The names of emp B oyees se Bected for scheduBing will B appear on the Beft of the white grid in a collu
CHick to highlignt the cel B in the same row that the emp Boyee's name is found, underneath the
appropriate date.

Click thedit Schedu Bebutton in the upper Beft portion of the screen.

The Modify Schedu Be window will I appear.

Select if the emp Boyee is working or off under theStatussection.

In the Working Hours section, c Bick the mouse on the StartfieBd and enter the emp B oyee's starting
time.
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In the End fie B d, enter the emp Boyee's ending time.

. Click theAdd button.

You can add mu l tip Be start and ending times for an emp Boyee to ref Bect Bunch fours or other time
Continue adding start and end times untill you have entered the emp B oyee's schedu Be for that day.
C Rick theRecurring button toward the top of thiModify Schedu Be screen in the Date section.
The Recurring Dates screen will I appear.
CHlick theAdd Mu ll tip Be Datdsutton.
The Add Mu l tip Be Datescreen will B appear.
Sellect the start of recurrence and end of recurrence dates.
In the Recurrence section, select if you want the recurrence to be:
1 Dailly the seBected schedulle will B occur every day
1 Week By : the seMected schedu e will B occur on the se Bected day(s) of the week each week
1 Monthly: the seBected schedule will B occur on the seBected day for the seBected amount of
months
Select the reccurence start date.
Select either the amount of recurrences to schedu Be or a recurrence end date. You can c Rick fhest
button to view the dates that will B be added.
CHichK when done to return to the Recurring Dates screen.
CHicOK to return to thodify Schedu le screen.
CHicbK to return to théchedu Bingscreen.

Schedu Bing Common Days : Sallon Iris has a feature that simp Bifies schedu Bing days that are common to
mu B tip Be emp B oyees, such as ho Bidays.

1.

2.
3.

On the common day, such as a ho Riday, enter in the schedu Be for the first emp Boyee. The emp B oyee's
schedu Be may most Rike By beOff: Other Reason , such as ho Riday.

CHick the grid cel 1 that you woulld Rike to copy the schedu Be from.

Click theCopy Grid Ce Iblitton.

CHick in the grid cel 1 that you wou ld Hike the scfiedu e copied to. To seBect mull tipBe cel Is to
chlickin the first grid cel I that you wou ld Nike the schedu Be copied to, ho Bd dSwfiey wiille
mowving the mouse to highBight all B cell Bs that you desire.

. Click thePaste Grid Ce bhiitton.

Booth Renter Owverview

A booth renter is a worker who is not direct By emp Boyed by your business, but works inside your business and
performs services for c Bients. Usuall By, the booth renter co l Bects payment for services from the c Bients
and pays your business a month By or year By rentall fee.

Some businesses may choose not to hawve the booth renter's income appear in the business' totalls. This is
usua I By done for tax accounting because each booth renter is responsib Be for paying his or her own busines:
taxes. When running your business’ totalls, you may or may not choose to hawve each booth renter's totalls
appear.

Sallon Iris all Bows you to do the foll Bowing with booth renters:
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1 Record the emp Boyee as a booth renter

1 Scfedu Be the booth renter

1 CHose the booth renter’s tickets separatelly

1 Each booth renter can view his or fier own totalls separatelly

1 The booth renter’s income is kept separate from your business’ income
1 Track the booth renter's payment (rent) to your business

Booth Renter Setup:

CHlick th€mp B oyee button/icon,

Select the emp Boyee that is a booth renter.

C Rick thedit Emp B oyee button.

SeBect theThis person is a booth renter box on the Booth Renter tab.
5. CHicbK .

When schedu Bing a booth renter's appointments or work schedu Be, the process is treated Nike any other
emp B oyee.

AW DN

Credit Card Processing for Booth RentersSa lon Iris all Bows you to associate separate merchant accour
for individua l booth renters. You must be using XCharge software and G Boball Payments as your merchant
account to take advantage of this feature.

1. CHhick thEmp Boyee button/icon,

Select the emp Boyee that is the booth renter.

C Rick thedit Emp B oyee button.

Click tieBooth Renter tab.

Enter their separate XCharge merchant ID in the Merchant ID fielld.
6. CHichK .

If you are not using XCharge, contact your processing company for instructions on ringing up booth rente
credit card transactions.

g b wN

Booth Renter Tracking and Reporting

Because you hawve the option to keep a booth renter’s totalls separate from the business® totalls, if a booth
renter is se Bected as an emp Boyee on a ticket, all I products and services Bisted on that ticket must be f
same booth renter. In other words, if a booth renter is se Bected on a ticket, no otfer emp B oyee can be on the
same ticket, and the booth renter stould have all I the products and services Bisted under fhis or fer name.
This is a requirement due to the way database information is stored.

IT you have a c Bient wio is, for examp Be, purchasing services from a booth renter and products from your
business, you shou I d do the foll Bowing:

1. Make one ticket for the booth renter and Bist the services performed. Make sure the booth renter is
Bisted in thE€mp Boyee coBumn on theéTicket Informationscreen.

2. Close the ticlet.

3. Add a second ticlet for the products, and on tificket Informationscreen in the Emp Boyee coBumn
se BectNone or the business emp B oyee performing the sa le.
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4. Close the ticket. By seBectifddpne or a reguBar business emp B oyee, the products soBd will I
automatical By be shown on your business’ totals.

By performing Steps 1-5 abowve, your business wi | | show the products purchased as income and wil I give yo
the option not to show the booth renter's income.

Viewing Booth Renter Totalyou can set up Salon Iris so each booth renter can on By view his or her tote

1. SeBectore Reports from the Reports drop-down menu.

2. Sellectiotals

3. SelectMy Totalls Reportreport #108. To use this report you must have password protection enab led
and a lso hawve this report set up to require a password, whille still I all Bowing booth renters to hawve
access to it.

The appropriate booth renter wi B B enter his or her ID and password to access theéTota Iigport.

The Salles Totadkseen will B appear.

Select the appropriate time and date ranges and c BO&k.

7. The booth renter's totalls will B appear.

o 01 b~

Separating Booth Renters From Your Totafllwen a person is a booth renter, you have the option of
keeping his or her totals separate from the business® totalls.

1. CHhick téTota lmtton/icon.

2. Sellect the appropriate date, time, emp B oyee parameters, and Beave tinc Bude all B booth renters
parameter uncfecked.

3. CHichK .

See the Reporting chapter of this User's Guide for more information on totalls and totals reporting.

Tracking Booth Renter Payments to Your Business: you can easi By do a deduction, i.e. rent, etc., for a
booth renter’s payment to your business.

1. Selectayroll I Configuratiimm te Accountingdrop-down menu.

Doub Be-c Hick thBooth Renter field in thPeduction section.

Enter the appropriate deductions.

CHhichK .

Continue to configure payro I I as desired according t@dero Bdlapter of this User's Guide.

g b wN

The set deduction amount wil B come out of the hooth renter's pay wienever a new Payro Ihdls been run.

Reminders Owverview

Sallon Iris all Bows you to easily add in reminders for emp B oyees. Each reminder can be marked @omp Beteor
Incomp Beteand can be associated with a client or a ticket. Awto-Notifyfeature will I automaticall 1y
notify you untill a reminder is comp B ete.

You can access the Reminders screen by c Bicking theReminders button/icon, or by se BectiRgninders
from the Emp B oyees drop-down menu. You can allso add a reminder for a ticket from thélicket Information
screen. CHick theSpecia Bbutton, tenReminders , andAdd Reminder for this Ticket .

Adding or Editing a Reminder
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CHick theAdd Reminder button, or highBight the reminder and c Bick thedit Reminder button.
Select the status aSomp Beteorincomp Bete
Enter the titBe and seBect €mp Boyee that this reminder is for.
Select the category from the drogdown menu. Perform the fol Bowing to add or modify categories:
a. CHick theEditbutton.
b. Use the Add, Edit, andDe B ete buttons as needed.
c. CHichK .
Select the priority from the droown menu.
Sellect the start and due date and enter in any notes.
IT desired, c Bick thAssociate This Reminder with a C Bient button.
The Find CHRiendcreen will B appear.
Type in the c lient's name and se Bect the c Bient. Optionall By, you can ch@lowhene this reminder
whenewver this c Bient or a ticket with this c Bient is modifiedox.
IT desired, c Bick theAssociate This Reminder with a Ticket button.
Sellect the ticket and cB@ . Optionall By, you can se Bec®hbw me this reminder whenewver this
ticket is modified.
In the Auto-Notifysection, seBect whether or not you want to be notified until the reminder is
comp Bete or not to be notified of the reminder.
CHhicbK .
IT you wish to be notified untill the reminder is comp Bete, you wil | be notified according toNodify
Schedu B e settings.

De Beting a Reminder

1. HighHight the reminder and c Rick De B ete Reminder .
2. The Are You Sure??screen will I appear.
3. CHickes .
Notify Schedu B e the settings you estab Bish for the notify schedu e will B determine how frequent By you are
notified.
1. CHhick theNotify Schedu Bebutton or se Bedtotify Schedu Befrom the Too Bdrop-down menu.
2. The Notify Schedu Bescreen will I appear.
3. In the Frequency section, seBect when to be notified from one of the foll B owing options:
1 When the software starts.
1 Sellect a time from the dropdown menu.
1 Every 15 mins., 30 mins., 1 hour, 2 hours, or 4 fours.
1 Or, select not to be notified of reminders.
4. In the Reminders to Inc Bude section, selBect if you want to incBude all B reminders, or on By inc B uc
reminders that have a due date Bess than a certain amount of time from today.
5. Sellect to dispBay the notification as a separate window or disp Bay as-appapdow in the Disp Bay
section.
6. CHRicbK when Finished.

Marking a Reminder as Comp Bete

1.

High Bight the reminder and c Rick Edit Reminder .
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2. Change the Statusfield tOomp Bete
3. CHichK .
4. You wil B no Bonger be notified of having to comp Bete this reminder.
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Services
taking control of the services you offer

Services Overview

To access the Services screen, c Bick on théervices button/icon Bocated at the top of the Sallon Iris mail
screen, or se BectEdit Servicesfrom the Products and Servicesirop-down menu.

When adding or editing a service, the Add Service/Edit Servicascreen is divided into six main tabs:

1. General the service is tracked by numerous headings and identifiers:  Serwvice ID, Description, etc.

2. Bonus & Backbar : in this section you can enter backbar and commission bonus amounts. Backbar is
the cost of the materia s used for the service. See theBackbar Owverview section in this User's Guide
for more information on bacikbar.

3. Pre-Paid Quantities when a service is so 1d, you can specify the defaul t value a customer is
purchasing and using. For examp Be, Quantity Purchased amount of5 andQuantity Used amount of
1will I indicate that the cBient will B purchase five of these services afead of time, and then come in
use the service baBance one at a time for five visits before laving to pay for the service again. Fol
paid services, the totall price stould be divided by t@uantity Purchased field. i.e., if a service
inc Budes five Haircut to be used owver the course of five appointments and costs a totall of $100,
taircut price wou B d be $20. The price of $20 will B be mull tip Died Quaatity Purchased field on th
ticket, in this case five, to equall $100.

4. Commission : you can set exceptions for the commission rate of the service. Or when the duall
commission system is used you can set up the commission received when this service is sold or
performed. See the Payroll B Owvervisection of this User's Guide for more detai B's on commission.

5. L.inked Resources : for ease of scfedu Bing, resources (such as rooms, tab Bes, machines, etc.) can be
Binked with a service. Whenewver a service is schedu Bed, the resource will I automaticall By appear on t
open ticket and prevent you from having to enter in the resource separatelly.

6. Other : contains other misce I Baneous items re Bating to services, sucPapduct LinksTanning and
Loyal ty Points

Adding or Editing a Service

1. CHick theAdd Serwvice button, or high Bight the service to edit and c RickBgdt Servicebutton.

2. The Add Service/Edit Servicecreen will I appear.

3. Enter the appropriate information into each of the eight tabbed areas.

4. Clicbawveto save the changes. IT you change a service price or backbar amount for a service, you wi
be automaticall By prompted if you want to update all B open tickets with this new price.

Delleting a Service
NOTE: Once a service has been added to a ticket, the service cannot be de Beted from the database.

1. HighBight the service to be de Beted.

2. CHlick tiDe Bete Servicebutton Bocated in the uppel eft of thervices screen.
3. The Are You Sure??screen will I appear.

4. CHick theYes button to permanently delete the item from the database.

Mark Up Services: the price of one or more services can be easi By increased or decreased by a straight
percentage. This makes ""across the board™ price changes simp Be.
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. HignBight the services to be marked up. To seBect mull tipBe but not all I services, ol &g and

select each service with the mouse.

Click tieMarkup button on the Befitind side of the screen.

Confirm your se Bections and c BVes .

Enter the percentage amount you wish to increase each service. If you would Bike to decrease the
price, enter a negative number.

ClicoK .

Confirm that you fawve entered the correct percentage, and c Bidks .

Printing a List of Serwviges can use the Print Previewor Properties buttons from te Printing Options
screen to better customize your printing settings.

1.
2.

~N o o1~ W

CHick theCustomize View button on the Beft to add or remowve co Bumns as desired.

You can use the Add, Remowve , andMowve Up andMowve Down buttons to customize the information
to Vview.

CHicbK to return to théerwvices screen.

Sort to the desired disp Bay by c Ricking a co Bumn heading, suchSasvice ID.
Chick tePrint Ligttton.

The Printing Optionscreen will B appear.

Enter your print option seBections and then ¢ Podnt

Services - Generall Tab

1.
2.

CHick theGenera Il tab.
Enter the foll Bowing items:
a. Service ID: up to an 18ligit al pha numeric identification. Typicall By these are shorter to be e:
remembered.
Description: a Bonger service description.
. Price the price charged for the service. IT this is a prgpaid service, this is the price per visit.
Exceptions: if the service has price exceptions for specific emp B oyees.
Category the service category. Services categories need to be used if you pBan on collor codi
the Appointment Book .
f. This service is inactive and is no Bonger soiff dhe service is no Bonger provided.
g. IncBude this service in the Fawvorites fustd if you woulld Bike to add tiis service to a Bist ¢
your most frequent By so B d services.
h. AppHBy Salles Tax to this serviged if a salles tax will B be app Bied to this service.
i. This is a mu B tip Be day serviadf the service Bast more than one day.
J. This is a sing Be day servicetfe service can be performed in one day.
k. Length of Time the time it takes to perform a service inc Buding the processing time. Processing
time may or may not be seBected, i.e. most services have no processing time, but faircut
requires 30 mins. to process before the emp B oyee can continue on with the service. In this case
taircut may hawve a 30 minute setup time, a 30 minute processing time, which the c Bient is not
activelly being serviced, and a 30 minute finish time.
I .Exceptions: if the service has time exceptions for specific emp B oyees, i.e. some emp B oyees

rPrao“
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perform the service faster or s B ower.
3. To use Service Category Color Codes the appointment book, a Categorymust be se Bected
services. You may add any number of additionall categories.
Click tiEditbutton.
The Serwvices Categoryscreen will I appear.
. CHick theAdd button to add a new category.
Enter a category name.
CHhicbK
. Use the Mowve Up andMowve Down to organize as desired.
g. Repeat Steps 3-6 as needed.
h. CHicOK to return to thedit Servicescreen.
4. CHlickawveto return to tiServices screen.
1 Don't change c Bient’s remaining Tanning Minutepurchasing this service will I not change a
c lient's tanning minutes ba B ance
1 Add to the cBient's Tanning Minutepurchasing this service will I add X tanning minutes to t!
client's balance
1 Subtract from the c Bient's Tanning Minutgurchasing this service will I subtract X tanning
minutes from the c Bient's ba lance
3. In the Ba B ancsection you may se Bect from the foll Bowing choidéen this service is solld:
1 Don't change cBient's ba B and#e c Bient’s ba B ance with the business won't change
1 Add to the client's balanagd X amount to the c Bient's spending ba Bance, or decrease the
client's owed debt to the business
1 Subtract from the c Bient’s ba Barobtract X amount from the c Bient’s spending ba B ance, or
increase the c Bient's owed debt to the business
4. CHlickawveto return to tiServices screen.

~® 20w

Services - Bonus & Backbar Tab

1. CHhick theonus & Backbar tab.

2. Enter the backbar amount in the Backbar fieBd. Backbar is the amount of product used to perform a
service. The backbar amount is deducted from the amount the emp Boyee wil B receive commission on
for this service.

3. Enter the commission bonus amount, if any, in te Bonus fieBd. The commission bonus is the amount
of money the emp Boyee will B receive, or Bose, for each service soBd in addition to the commission
configured in payroll I.

4. To enter a bonus or backbar exception, c Rick tiExceptions button in the appropriate field.

5. CHicbawveto return to thSerwvices screen.

Services - PrePaid Quantities Tab

1. Click thePre-Paid Quantitiestab.

2. Enter tre totall number o$ervices that are purchased on the first visit in tlQuantity Purchased
field.
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3. Enter the number of Services used during each remaining visit In the Quantity Used fieBd. Usuall By 1
amount is 1.
4. CHicBkawveto return to thservices screen.

Services - Commission Tab

1. CHick theCommission tab. See the Payrol B Owvervissction of this User's Guide for more instructions
on Commission .

2. Enter any emp Boyee Commission exceptions for this service. This is typicall By used wien an emp B oyee
is special By trained to perform a specific service, or fas a reputation for performing the service
exceptional By wel 1.

3. CHlicbawveto return to théerwvices screen.

Services - Linked Resources Tab

1. CHick thelinked Resources tab

2. The Availlable Resourcesection will I dispBay all B resources that you hawve entered. I no resources

shown, exit out of the Serwvices screen and go to theResources screen to create your resources.

CHick on the resource to Bink to this service.

Click theAdd button.

5. The resource will B now be shown in the L.inked Resources section. If you flave more than one resource
that can be used for a sing Be service, you can Bink the service to each of the availlab e resources,
you' 1 I be able to choose one to for the service when it is booked.

6. If you have more than one resource seBected in the L.inked Resources section, you have two options tc
scfiedu B e them:

1 Auto-popu B ate resource based on availl abi B8yl on Iris will I Book at the schedu Be of the f
resource in the L.inked Resources section, and if the first resource’s schedu e is busy, it will I |
at the 2nd resource, 3rd resource, etc. untill an opening is found

1 Prompt me for which resource to use based on availabilitysalon Iriswil I ook at the
sciedules of all B the resources Bisted in khénked Resources section and prompt you for wiich
resource to use

7. Clicbawve to return to tiServices screen.

W

Services - Other Tab

1. Click theOther tab
2. The Product L.inksection all Bows you to Rink products to this service, in the case that performing
service requires the use of various products.
3. In the Tanningsection, use the When this serwvice is so Bd drop-down box and seBect from the
foll Bowing cfoices:
1 Don't change c Rient’s remaining Tanning Minutepurchasing this service will I not change a
c Bient's tanning minutes
1 Add to the client's Tanning Minutepurchasing this service will I add X tanning minutes to t!
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chlient's balance
1 Subtract from the c Bient’s Tanning Minutgurchasing this service will | subtract X tanning
minutes from the c Bient’s ba B ance
1 CHlicBaveto return to the services screen.
4. In the Loyalty Poirststion, you can configure how many L.oya Ity Poirets Bient wil B receive when
purchasing the product or service.

Packages Owverview

Salon Iris makes tracking packages easy. You can enter in a group of services and products in a sing e
transaction. For examp B¢, you may want to make a package call Bed, ""De Buxe Service Package'™ where your
c hient receives Haircut, Ful | Collor, and Gell. The services and products woulld all B be Nisted under 1
Service Package" package ID. On the open ticket, you wou Bd simp By type in the package ID for the "De B uxe
Service Package,” and the services and products woulld all I appear.

To add, edit, or delete a package c Bick Backages button/icon, or se leEdtit Packagesfrom the Products
and Servicesdrop-down menu.

Adding or Editing a Packagethe Packages function shou B d be used for items that contain different
products and/or services that will B be redeemed in a sing Be visit. I wiat you are thinking of as a ""packac
merely a coll Bection of the same service that wil B be used on different days, i.e. four Manicure to be use
different days, then you shou B d use the Pre-Paid Quantitiestab on theAdd/Edit Servicescreen to track the
customer’s pre -paid gquantity. fowewver, packages can contain prepaid services it desired.

1. CHhick theAdd Package button, or highlight the appropriate package and c Rick Edit Packagebutton.
2. The Add/Edit Packagescreen will I appear.
3. Enter the foll Bowing information:
1 Package ID: up to an 18 all phanumeric code to designate the package
1 Description: a Bonger description of the package name
1 Comments : any app Ricab Be comments about the package
4. Sellect theCategoryif desired. New categories may be added by c Ricking the Editbutton.
5. CHick theAdd Item by Searching button and thelL_ook Upscreen will I appear. Select your item and
chichk .
6. You can allso click tidd Item by ID button and type in the service or product ID and ¢ Dick
7. Continue adding products and/or services untill your package is comp Bete.
8. You hawve the option to customize how you price packages. You can do a package price adjustment in
any of the three foll Bowing ways:

a. Force force the sum of all I items to equall an exact amount Efteer Package Pricescreen will I
appear. Enter in the price of the package and c Bi6K . This feature is usefull if you would Hike -
offer severall products and/or services for an even amount such as $100.

b. Percent Discount apply a straight percentage discount. Emter Percent Discountscreen
wil B appear. Enter in the percent discount and cXickThis feature is usefull if you woulld Hile
offer severall products and/or services with a specific discount off the retaill price, i.e. 25%

c. Full I Prioset prices to their originall amount. You can use this button if you make a mistalke
when app Bying the percent discount or forced package amount.
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9. CHicbawvewen finisfed.
Deleting a Package

1. CHick on the package you wish to de lete.

2. CHlick tieDe Bete Packagebutton.

3. The Are You Sure??screen will I appear.

4. Confirm that you woulld Rike to deBete the package and c Rack
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Products and Inventory
maintaining and control king inventory flow

Products Owverview

To access the Productsscreen, c Bick theProductsbutton/icon or se le€dlit Productdrom the Products
and Serwvices drop-down menu.

When adding or editing a product, the Add Product/Edit Productreen is divided into seven main tabs:

1.
2.

Genera I product and pricing information.

Ordering : set reorder points and quantities. Sallon Iris will I automaticall By add Bow stock count
be ordered based on your settings, but all B orders must he approved and submitted to a vendor or a
supp Rier.

. Balancesadd or subtract from a c Bient's tanning minutes or a c Bient's ba B ance wien the ticket is

closed.

. Aliases use up to three different product aliases. This is usefull if a supp Rier changes UPCs for a

product that you all ready hawve in stock.

. Custom: add up to three custom description fie Bds. Custom fieBds can be used to organize products

printing or otfer purposes.
Loyal ty Poinfisoya l ty points are given wien a product is so B d. Seltoya Il ty Points Overview
section of this User's Guide for comp Bete instructions.

. Commission And Bonus : set the bonus an emp Boyee will B gain or Bose by sell Bing the product, as w

commission and bonus exceptions.

Adding or Editing a Product

1.

Click theAdd Producthutton, or high Bight the product to edit and c Hicletlit Productutton.

2. The Add Product/Edit Productreen will I appear.
3.
4. Clicbawveto save the clanges. To add another product instead of returning to Beoductsscreen,

Enter the appropriate information into each of the seven tabbed areas.

click thSave and Add Another button.

Deleting a Product

NOTE: You can onlly delete a product if it has not been added to a ticket previousBy. Once it has been used, the product is
permanent By saved to the database.

1.
2.
3.
4.

Click to high Bight the product to be de Beted.

Clhick thde Bete Productutton Bocated at the uppdeft of tleroductsscreen.
The Are You Sure?? screen will I appear.

CHick théves button to permanently deBete the product from the database.

Markup Products: The price of one or more products can be easi By increased or decreased by a percentage.
This makes ""across the board™ price changes simp Be.

1.

w

tigh Bight the products to be marked up. To seBect mull tipBe but not all I products, (O@rdkghand
select each product with the mouse.

Clhick theMarkup button on the Befitind side of the screen.

Confirm your se Bections and c Ve .

Enter the percentage amount that you wish to increase each product. Enter a negative number if you
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wou ld Bike to decrease the price.
5. CHichK .
6. Confirm that you have entered the correct percentage, and c Bidks .

Searching for Productsthere are two methods to search for products

1. Single product searchquick By search for a sing Be product.
a. SelectSearch from the Products and Serviceslrop-down menu.
b. The L.ook Upscreen will I appear.
C. Enter eitfer the ID or the description of the product.
d. Search resullts will I automaticall By generate based on the information provided.
2. Multip e product searcsearch for mull tip Be products at one time.
a. Go to theProductsscreen.
b. Type any information relating to a product in the search field to fill ter the search resu ll ts.
c. Al ternatively, clichdwanced Search button to perform a more refined search.
1 ID: brings up product(s) by part or all I of the ID
1 Description: brings up product(s) by part or all I of the description
1 Make : brings up product(s) of a specific make
1 Category brings up product(s) of a specific category
1 Supp Bier brings up product(s) from a specific supp Rier
1 Status narrow resu I ts by active, inactive, or both
1 Taxab Renarrow resu l ts by taxab Be, ndiaxab Be, or both
1 Type: narrow resu l ts by retaill, backbar, or both
d. Search resullts will I automaticall By generate based on the information provided.

Products Generall Tab

1. CHhick theGenerall tab.
2. Enter the foll Bowing items.
a. Product IDenter an ID up to 18 al phanumeric claracters in Bength. You can create a number,
you can use a barcode scanner to enter product SKU.
Description: enter a short detailed description of the product.
. Make : enter the productMake or brand. CHick tiditbutton to add or edit males.
Category enter the product Category. CHick tiEdit button to add or edit categories.
Size: optionall By enter a prodbiet, i.e. 60z, Smal I, etc.
. Who Resa le Price enter the price that you pay wien ordering the product.
. Retaill Pricenter the price that you charge customers for the product.
Supp Bier se Bect theSupp Bierfrom the drop-down menu. See the  Supp Biers Owverviewsection for
more information.
i. Quantity in stockenter the current stock count of the product.
J- This product is a backbar product and is used to support services
k. This product is inactive and is no Bonger solld
I .Inc Bude this product in the Fawvorite :Listthis to add the product to a Bist of your most
frequent By so B d/used items.

Q@ 4205

=
h
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m. Apply Salles Tax to this produ€tthe product is taxable.
3. ClicBawveto return to thProductsscreen.

Products Ordering Tab

1. CHlick theOrdering tab.

2. Check the box Babeled Auto Reorder if the product is to be automaticall By reordered. If this box is
selected, Sallon Iriswill B automaticall By pRace this prod@atieomdfiescreen when the quantity in
stock equa s or is Bess than the reorder point.

3. Enter the Reorder Point. This number will I tel B Salon Iris wien to add the product to the order His

Enter the Reorder Quantity. This is the quantity that will B be added to the order Hist.

5. Ifyou woulld Rike to keep this item off the ordering screen untill a certain date, enter the appropriate
date in the fo B d Order UntiFielld.

6. In the box on the right, any active purchase orders associated with this product will I appear.

7. CHicbawveto return to troductsscreen.

>

Products Balances Tab

1. Click tieBalancestab.
2. If applicable, enter the appropriate tanning information.
3. Sellect the foll Bowing from the drdgwn menu for wen a product is so B d:
1 Don't change cBient’s remaining Tanning Minutepurchasing this product will I not change a
c lient's tanning minutes ba B ance
1 Add to the client's Tanning Minutepurchasing this product will I add X tanning minutes to 1
client's balance
1 Subtract from the c lient's Tanning Minut@urchasing this product will | subtract X tanning
minutes from the c Bient's ba lance
6. CHlicbawveto return to tProductsscreen.

Products Aliases Tab

1. Click theA Riasestab.
2. Enter up to three different aliases containing no more than 18 a l phanumeric characters.
1 Aliases all Bow a sing Be product to have more thanRoduct 1D
1 A common use for this feature is to all Bow products with printed Babells containing old ID's
bring up the same newer product when scanned. This often happens wien a product supp Bier
changes a product’s SKU or barcode Babell and you still I hawve the same product with the origin
ID on your she B f.
3. CHlicbawveto return to troductsscreen.

Products Custom Tab
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1. CHick theCustom tab.
2. Enter up to three user defined fie B ds.
1 These Fie B ds can be used to store any speciall pieces of information associated with this produc
1 These FieBds are automatical By updated wien importing information from a data coll Bector.
3. CHlicbawveto return to troductsscreen.

Products Loyalty Points Tab

1. CHhick thel_oya I ty Pointixh. See the L.oya I ty Points Overvieetion of the User's Guide for
comp Bete instructions.

2. Enter the number of L.oyal ty Pointtis c Bient earns with each purchase of this product.

3. Clicbawveto return to tiProductsscreen.

Products Commission And Bonus Tab

1. CHick theCommission And Bonus tab.

2. CHick thExceptions button underCommission to enter any emp B oyee commission exceptions wien
they sel 1 this product.

3. If applicable, enter the amount of money the emp Boyee wi I B receive or Bose for each salle of this
product in theBonus fielld.

4. Click theexceptions button underBonus to enter any emp Boyee bonus exceptions wen they se i B this
product.

5. CHicbawveto return to troductsscreen.

Backbar Products Owverview

Bactkbar represents the amount of the store’s supp Bies that are used to perform in-shop services. For each
service performed by an emp Boyee, that emp Boyee may earn a commission based on a formu la of (price
minus backbar) times commission percentage, or (Price$s - Backbar$) x Commission%.

For examp B¢, if a store charges its c Bients $50 for Haircut and pays its emp B oyees 50% commission for a
services. The store owner estimates that during a typicall Haircut, $10 worth of Gell is used. The store owne
may create a service in Sallon Iris call Bed Haircut with a price of $50 and a backbar of $10. Based on t
abowve formu Bl a, the emp Boyee wou Bd earn ($5810) x 50%, or $20 in commission.

Tracking Backbar Product Inventartie recommended way to track backbar product inventory is shown
be I ow:

1. Add a ticlet.

2. When it asks for which c Bient this ticket is for, c Hick tBackbar button on tieFind C liendcreen.

3. Enter all I bacfkbar products that you wish to remowve from inventory infthefie 1 d. Because backbar was
seBected for the client, Sallon Iris will B change the price to $0.

4. CHlose the ticlet.

5. The items wi I B be taken out of inventory.
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. Baclbar is accounted for aGeneral Ledgempayments made to supp Biers on yourProfit and L.oss

report.
IT you wish to run a report to see flow much your store has used in backbar products, perform the
foll Bowing steps:
Go to theReports drop-down menu.
Se Bec®ore Reports , and then seBectProducts
. SelecBackbar Product Usage- Grouped by Category, Report #%4.
Select the range of dates.
CHhicbK .
. Report #94 all Bows you to view the totall quantity and who Besa Be price of backbar products t
You can allso search for tfdBack Bar" c Bient to view a totall spent on backbar items and all B prc
that were taken out of inventory and used for backbar.

“—® 20 oW

Barcode and Printing Owverview

Barcode Scanner: when purchasing a barcode scanner, you stou B d purchase a USB barcode scanner. They
are easy to install I and use.

You can use a barcode scanner to enter product IDs when adding products to inventory and wen adding
products to tickets. For more information on editing ticlets, see tEickets Owverview section.

Sallon Iris carries a barcode scanner for purchase, and they are carried at many retaill hardware distributot
You can cfeck our website for more information: fittp://ww.Sa B onlris.com/hardwarepricing.aspx.

Printing Product L.abe3esl on Iris can print Babel's for your products using your printer and gum Bab
sheets. Optionall By, these Babels may contain barcode symbo B's for use with products that do not hawve prt
existing barcode Babels.

1.

~No o, W

10.

11.
12.
13.

Click thePrint Barcode Labe Bstton/icon or sele€rint Barcode L abe Fsom the Product and
Services drop-down menu.

The Select Labells to Psangen will I appear.

Your products wi Il B appear in teist of Itemsection.

Highlight a product and c I idd Se Bected Items for products you wish to print barcodes for.

Enter the quantity of barcode Babells to print inQuantity to Prindo Bumn.

C ick theNext button.

Select the type and size of Babel you want the barcode Babells printed on Be klect Type of Label
Use section.

Select the bar code sty e In tBarcode Type section. It is recommended to keep the setting on Code
128 Auto.

Optionall By, type in a message to inc Bude on the Babels Meskge section.

In the Other Items to Inc Budesection, se Bect which items you wish to inc Bude on the Babells: Bar code
symbo B, ID, Description, and/or Price.

Click tePrintbutton.

The Informationscreen will I appear.

If you chick tPrintbutton on telnformationscreen, it will B print out the foll Bowing note: "If yc

Chapter 5: Products and Inventory - Page 5 / 1¢



14.

Chapter 5: Products and Inventc

B abells do not print proper By, you can adjust all I margins and spacing by presgitigltade Button
on the prewvious screen.™ The size of the barcode symbo B can allso be edited on this screen.
CHicbK to print your Babels.

In the Search section, you can seBect to disp Bay services allso. Labells can be printed for services. So
businesses find it usefull to print sing Be skeets containing ID's and/or barcode symbo B's for their services
they can keep near the register to speed up creating ticlets.

Editing a Gum L.abe kditing the format of gum Babells is available any time you print them. You may al
modify and/or add to the Bist of availlable Babell formats. You can modify Babell's aftespgfommibg
abowve steps forPrinting Product Lahells

1.

g b wN

6.

Click thedit Labelutton In theSeBect Type of Labell to ddetion.

The Edit Labedicreen will B appear.

Malke the appropriate changes to the Babell settings.

C licbe Bectnext to thePrinter Name field to select a specialized printer if needed.
Click theGenerate Test Document button to view the changes that you have made.
CHicbK to return to trint Labe Bareen.

Printing to a Dymo L.abel Printin printing Dymo Babe Bs that are one inch high, make sure the Paper
Size option in the Dymo printer driver is set to a Babel that is one inch high. The defau l t is 30252, whicfis
high by 2 1/8 ” wide.

1.

o Ul B~ WN

Open the Devices and Printerson your Windows desktop.
Right-c Bick on the Dymo printer and se Bed®roperties.
Chick thePrinting Preferencesbutton.

CHick thieAdvanced button.

You wil B now see thePaper Size option.

SelecBB0332 1inx 1in

Inventory Owverview

Sallon Iris tracks your inventory. You can count your current inventory in three different ways:

1.

2.

By Hand : you can manuall By count your inventory and adjust the quantity in stock &rdtucts
screen.

With a Barcode Scanner: you can use your barcode scanner to count products. The products that ar
scanned wi I | be automaticall By added to your current inventory count.

With a Data Coll Bectgou can use a wire Bess data coll Bector to scan in products. The products t
are scanned can be automaticall By added to your current inventory count OR your entire inventory
counts can he overwritten. The advantage of using a data coll Bector over a barcode scanner is t
data coll Bector all Bows you to take all I data remotely and upBoad it into Sallon Iris. A barc
requires you to be on a Salon Iris screen whi le counting inventory.

Updating your inventory will I not create or keep a history of previous inventory totalls for Boss or shri
It is best to sawve the inventory totals before doing an inventory count, and compare the totalls after -
inventory is updated.
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Counting Inwventory by Hand

1.

Click theProductshutton/icon or sele€tiit Productdrom the Products and Servicesirop-down
menu.

From the Productsscreen, print a Bist of current product quantities.

. Manuall By count your store inventory and compare the inventory counts to the printed Bist.
. Malke the quantity adjustments in Salon Iris from ti€dit Productcreen.

Counting Inwventory Using a Barcode Scanner

1.

9.

0o ~NOoO Ok Wi

SelectUpdate Inventory with Barcode Scannerfrom the Products and Servicesirop-down menu.

The Barcode Inventory Updatecreen will I appear.

Take the mouse and c Bick in the 1D co Bumn.

Scan in the product using the barcode scanner.

Enter the quantity.

CHhicbK .

Repeat Steps 3-6 for each product.

You can print barcode Babel's for your new products before updating your inventory counts. Simp I
the Print Barcode Labe Bstton and Salon Iris will B automaticall By know the quantity of Babel
for the items just scanned.

Click thlUpdate Inventorybutton wien finised scanning.

Counting Inventory with a Data Co I Bectoarcan purchase a wire Bess data coll Bector and use it to co
your inventory. The quantity of products scanned can be added to the existing Sa B on Iris database invent
or you can owverwrite existing inventory counts.

1.

w

10.

Turn the data col Bector on by pressing the oraffe button Bocated in the Bower rigand corner of
the data coll Bector.
Remowve the data coll Bector from its stand.
Press the ESC key if necessary untill the main menu appears.
There shou B d be tiree options:
1 Coll Bect Datal Bects the scanned data
1 Up B oad Dataup Boad the scanned data to Sallon Iris
1 Uti Bitiesother features on the data coll Bector
Press 1 for tieCo I Bect Dadtion.
Press the Barge yell Bow button Bocated in the center of the data coll Bector and scan your first
You shou B d see a red Bight appear whi Be scanning.
IT desired, change the Qty (Quantity) of product by typing in the amount and then pressing tReturn
button. TheReturn button is yel Bow and has a sideways arrow on it.

. Repeat Step 6andStep 7untill all I products are scanned.

Press the ESC button untill you are at the menu that shows the fo I Bowing three options:

1 Coll lect Data

1 Upload Data

1 Uti Bities
Press 2 forUp B oad Datand return the data coll Bector to its base. Be sure it is pBlaced firmBy on
and is proper By connected.
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17.

18.

19.
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SeBec®cquire Inventory From Data Co I Bectam the Sallon IrRroducts and Servicesirop-down
menu.

The Data Coll Bectoreen will I appear.

Select theCOM Port, i.e. COM1 or COM2, that your data coll Bector is p Bugged into.

CHhichdd Inventoryto add the counted inventory to your existing inventory.

CHicRe -inventoryif you wou ld Rike to rep Bace your existing inventory with the information recorde
the data coll Bector.

CHick thReceive From Data Coll Bectotton.

Your business' current stock count, quantity counted with the data coll Bector, and discrepancy will |
appear. The Discrepancy co Bumn shows the current stock count minus the quantity just counted with
the data coll Bector.

Make any desired changes and c Bick the Update Inventorybutton.

After your inventory is updated, it is a good idea to de Bete any product counts in the data coll e
Simp By Pressl to dellete all B data. This will B avoid any doub e counting of inventory in the fut

Supp Biers Overview

The Supp Biersscreen facilitates tracking of supp Biers transactions. You can add, edit, print, and asso
products with supp Biers that you enter on theSupp Biersscreen. To access the Supp Biersscreen, se BectEdit
Supp Biersfrom the Products and Serwvicesirop-down menu.

Adding or Editing a Supp Rier

1.
2.
3.

Click theAdd Supp Rierbutton, or high Bight the supp Bier to edit and c RicEdid Supp Biebutton.

The Add Supp Rier/Edit Supp Biscreen will B appear.

Enter the supp Rier's information: name, address, ptone number, products supp Bied, e-mai I address,
etc.

In the Comments and Notes section, you may optionall By enter in the currency amount that you hawt
spent with this particu Bar supp Rier.

. You can click titistory and Other Notes button to enter the dates of orders, what was ordered, and

the status of the order.

. Optionall By, enter information in Reint on check asfie B d. This information is for @i section

when creating a check for a supp Rier.
CHhickawve to exit back to ti&upp Biersscreen, or Save and Add Another to continue adding
supp Riers.

Deleting a Supp Bier

1.
2.
3.
4.

CHick to highBight a supp Rier.

CHhick theDe Bete Supp Riebutton.

The Are You Sure?? screen will I appear.

CHhickes to permanently delete the supp Bier from the database.

Viewing and Editing Supp Rier Historyou can record any type of text you wish regarding supp Rier history
and information.

1.

CHhick to nighBight a supp Bier.
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Click thEdit Supp Biebutton.

The Edit Supp Biescreen will B appear.

C lick thdiistory and Other Notes button Bocated at the bottom of Atht Supp Biescreen.
The Supp Rier Historyscreen will B appear.

To add supp Rier history, type the information on the screen.

CHRicPrintto print the supp Hier history.

CHichK to exit theSupp Bier fistoryscreen.

Printing Supp Riers

1.

o U1~ WN

You can sort and customize the Bist of supp Riers to inc Bude certain fiel ds.
a. CHicCustomize View in the BeFtand column.
b. Use the Add andRemowve , and the Move Up andMowve Down buttons as needed to make the
desired changes to the Se Bectedsection.
c. CHhick thOK button to return to thupp Biersscreen.
CHick on the coBumn headings, i.eName , to al plabeticall By sort by that co Bumn.
Chick tePrint Listtton.
The Print Optionscreen will I appear.
Select the printer and page range options.
CHhicPrint

Ordering Owverview

Sallon Iris can he B p you manage your product ordering by keeping an organized Bist of all I the products
need to be ordered, as well B as providing you with purchase orders that can be emai Bed, faxed, or mailled
direct By to your supp Riers. Once a purchase order is created and sawved, it can be found by se I eEttitig
Purchase Orders from the Accountingdrop-down menu.

To access the Product Orderingscreen c Bick theOrdering button/icon or sele€troduct Orderingfrom the
Products and Servicesirop-down menu.

1.

DN

5.

Click teProductshutton/icon or sele€tiit Productdrom the Products and Servicesirop-down
menu.

Doub Be-c Rick the product to order, or high Bight the product and c Hickdit Productutton.

CHick therdering tab.

C Rick therder this Product Now button.

The Add Purchase Order window will B open. Once comp Beted, submit tSupp Bierfor order full fill Bm

Setting Products For Auto Reorderingutomaticall By add products tdPteducts the Need to be
Ordered Hist when they reach a certain stock Bewvel.

1.

2.
3.

Click teProducthutton/icon or sele€tit Productdrom the Products and Servicesirop-down

menu.

Either doub Be-c Rick on the product, or highRight the product and c licEdid Productutton.

CHick th@rdering tab.

Check the Auto Reorder box. This product will I be added to the reorder Bist when the quantity in stoc
is equall to or Bess than the reorder point.
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Enter the productReorder Point.

Enter the Reorder Quantity, or the number of products to order.

Optionall By check théo B d Order Unti box to not reorder products untill a certain date.
8. CHicbawveuwen finished.

~N O O1

When your product count fall Bs beBow the reorder point entered &tep 5 you will I receive a poyp message
if the Popup Product Reorderingoption is enab Bed, and the product will | be automaticall By added to
Products that Need to be Ordered Bist.

PopUp Product Reordering Options an popup message can be set to appear wien one or more products
need to be reordered. You can c Rick the top of the pojup reordering reminder window and drag it to keep it
from disappearing.

1. SelBectopUp Reorder Options from the Too Berop-down menu.
2. Sellect the notification options you prefer.
1 Ewvery time a ticket is c B oseddisp Bays the popup reorder reminder every time a ticket is ¢ B osed
1 Every | | hours : dispBays the popup reorder reminder at a seBected hour By intervall
1 Once a day: only disp Bays the pap reorder reminder once per day
1 Do not show pop -up reorder reminder : disab Bes the popup reorder reminder
3. CHhicbK .

Ordering Products

1. CHhick theOrdering button/icon or sele€troduct Orderingfrom the Products and Servicesirop
down menu.

2. In the Disp Baysection, se BecProducts that need to be ordered. Inactive products will I not appea
the Ordering screen.

3. A list of products that need to be ordered wil B appear. Any product from this Bist can be added t
purchase order, or PO. IT you wish to tak a product off t®rdering screen, uncfeck the Auto
Reorder box on that product.

4. fighlignt the items to add to the purchase order and c Bick theOrder Items button, or doubleRick on ¢
product that you woulld Hike to pHace on order. To put severall products on the same purchase ordel
chlick to highlight all I items that need to be ordered by c Ricking the Beft mouse button whille o Bdin
Ctr By, then press the Order Items button. A purchase order with all B items that you hawve high Bightec
will B be created.

5. The Add Purchase Order screen will I appear.

6. The description, size, make, category, wio BesaBe price, and quantity ordered will I automaticall By
popu I ate.

7. The quantity ordered is cal cullated by adding the reorder quantity p Bus the reorder point minus the
stock count.

8. Sellect the supp Rier from the droglown HBist in thiSupp Bier Informatiosection.

9. Leawve the status a®pen .

10. Optionall By se®ate due date.

11. CHhick theSawvebutton and the product will B be shown as being put on order.

12. You wil I be returned to ti@rdering screen.

13. In the Show field, you can select from the foll Bowing choices to view the status of your product
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ordering:
1 Products that need to be ordered: products that need to be ordered
1 Products on order products that have been added to purchase orders
o AR I orderall I purchase orders
o Orders in process : products that have been added to purchase orders but not received
o Comp Bete orders products that hawve been added to purchase orders that hawve been
received
o Incomp Bete orders products that hawve been added to purchase orders, but on ly some
hawve been received
To physicall By p Bace the order after the purchase order has been sawved, you shoulld call I, faxaok e
the supp Rier the purchase order. You can e-maill a purchase order to a supp Bier from tieurchase
Orders screen.
CHick thePOs button or se Beddit Purchase Orders from the Accountingdrop-down menu.
High Bight the purchase order to e -mail.
CHlick the€-mai I PQoutton.

Printing Products on Order

1.

A DN

= 00N O O

Go to theProduct Orderingscreen.

Malke the appropriate products on order se Bection in theDisp B aysection.

Click theCustomize View button on the Beft to add or remowve coBumns as desired.

You can use the Add, Remowve , andMowve Up andMowve Down buttons to customize the information
to view.

CHicbK to return to thProduct Orderingscreen.

Sort to the desired disp Bay by cRicking a co Bumn heading, suchRasoduct ID

Chick tePrint Listtton.

The Print Optionwindow wil | appear.

Male the appropriate print option seBections and c IRxint

Receiving Ordered Products

1.

~No o s W

10.
11.

Go to theProduct Orderingscreen.

SelectProducts on orderin the Show fielld.

Se Bec©rders in process .

Doub Be-c Rick on the purchase order with the products you received.

The Edit Purchase Order screen will I appear.

Enter the quantity of the product received in theQty Received column.

Edit any fie B ds that may have changed, i.e. you can edit the shipping and wio Besa Be prices if they hav
changed.

IT the quantity received is greater to or equall to the quantity ordered, tstatusco Bumn will B Dbe
changed to Comp Rete

Change the PO StatustoC I osed

Optionall 1y seledate c B oseddate.

IT the quantity received is Bess than the quantity ordered, theStatuscoBumn will I be Risted as
Incomp Bete and the purchase order status shou ld remain Open .

Chapter 5: Products and Inventory - Page 11 / 1¢



Chapter 5: Products and Inventc

12. CHick theThis PO has been paid box if this purchase order has been paid for a ll ready.

13. CHick theAdd items to generall Bedgebox if you would Rike to add these items to the generall Bedger

14. CHick théSawvebutton.

15. Your stock count will I automaticall By update and the quantity received will I add to the current q
stock.

16. If you seBectechdd items to generall Bedgethe Edit Ledger Entrgcreen will I appear.

17. Fill I out the information and S8\ed See the Generall Ledger Owverviewsection for more information
on Bedger entries.

IT you have numerous products on the purchase order and you wish to mark them all B as being received,
simp By click tiark AR B Receivedutton and save the purchase order as you normall By woulld.

To easily print your own barcode Babell's for the products on the purchase order, c Bidetitat Labe Bstton
to go to tiPrint Barcode L.abe Icreen.

Purchase Orders Owverview

You fawve the abi Bty to create, edit, deBete, print, amchel purchase orders. A purchase order, or PO, is a
commerciall document used to request someone to supp By something in return for payment. PO's are
typicall By sent to supp Biers when ordering products.

The PO screen can he accessed by c Ricking thePOs button/icon, or by seBectiBdit Purchase Orders from
the Accountingdrop-down menu.

Purctase Orders can be organized according to status, date, or supp Bier name.

Adding or Editing a Purchase Order purchase orders are also added wien the product is put on order from
the Ordering screen.

CHick theAdd PO button, or highRight the PO to edit and c RickHddt PObutton.
The Add Purchase Order/Edit Purchase Order screen will B appear.
Sellect the date created in tiDate created field. The current date will B appear by defaull t.
Optionall 1y seledate due .
Sellect theStatusas one of the fol Bowing:
1 Open : the PO is still B open and you are awaiting receipt of products on the PO or you need to
the supp Rier
1 CHosed once items are received and you have made the payment to the supp Rier the PO is
considered c Bosed. You can optionall By check Altd items to the Generall Ledgerbox if you
wou ld Rile to add the items on the PO to the Generall Ledger
6. Type in the product ID in thelID coBumn. If you want to search for the ID in @2 co Bumn, double Rick
the space, select your product from the Rist, and c@ick
7. After selecting a product ID, the foll Bowing coBumns will I automatica l DesooputiartgMake ,
Size , Category, andWho Besa e Price These co Bumns' va B ues are based on what you hawve entered
from the Productsscreen.
8. Enter the quantity you wou ld Bike to order in t@TY Ordered coBumn.
9. Repeat Steps 6-8 for each item to add to the PO.
10. Enter the shipping cost.

O~ WN -
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Select the supp Rier that the PO is going to in &iepp Bier Informatiomection. IT the supp Bier has
already been added to the database, the appropriate fieBds will B popu I ate wen the supp Rier is
selected. You can add a new supp Rier by c Ricking &idd Supp Bierbutton.

Click theSawvebutton.

To physicall By p Bace the order with the supp Rier, you can nemaill, fax, or call I the supp Rier with t
purchase order.

DeBeting a Purchase Order. if a purchase order is de Beted and products are set for autamrdering, the
de Beted products will B be added back to ®roducts that need to be ordered Bist.

1.

E-

5.
6.

A OWONE 3 OO 0ODN

Use the Search by Status andDate Range sections to disp Bay the appropriate POs. It is ok to Bea\
those sections set atA L1

tigh Bight the appropriate PO.

CHhick thee Bete PObutton.

The Are You Sure?? screen will I appear.

Verify your seBection and c Wesk to permanent By delete the PO from the database.

ailing a Purchase Order.

tigh Bight the appropriate PO to emaill.
CHhick thé€-mai I PQoutton.
The E-maillscreen will I appear.
Most of the fields will B be aytmpu B ated based on the supp Bier entry. Enter the fol Bowing informat
if any fie B ds are missing:
1 Name : your contact at the supp Rier
1 E-maik the contact mail address
1 Subject the subject matter of the e-mail
1 E-maill To Bodythe body of the e -mai ll
1 E-maill From Body if you wish to inc Bude any message in the ‘From® section of the purchase
order
Clickend to send the purchase order via e-maill.
CHhichK .

Printing Purchase Orders: before printing a purchase order, the print format must be set up.

1.
2.
3.

CHlick tiePrint Setuputton.

The Purchase Order Print Setupscreen will B appear.

Modify the fo I Bowing information to suit your needs:
1 From: this field shou Bd contain your business information
1 Comment : any other comments you would Bike to inc Bude
1 Graphic fiReif you would Rike to print a graphic on the purchase order, i.e. a company Bogo,

the Selectbutton to choose the fill I from your computer.

1 Top graphic’s distance from the top of the PO
1 Leftgraphic's distance from the Beft side of the PO
1 Height @ graphic's feight
1 Width : graphic's width

4. CHichK .
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There are two ways to print an existing purchase order or purchase orders.

1. Individuall PO
a. CHick to highHight the purchase order.
h. CHick tiePrint Sing Ie ADtton.
c. The Printing Optionscreen will I appear.
d. Malke the appropriate printer and page se Bections and c Bick tRrintbutton.
2. PO List
a. ClHick theCustomize View button.
b. Use the Add andRemowve , and the Move Up andMowve Down buttons to organize theDisp B ay
column.
. CHicbK to return to thiPurchase Orders screen.
CHlick on a collumn heading to organize the Bist as desired.
Click tePrint Ligttton.
. The Printing Optionscreen will B appear.
g. Make the appropriate printer and page se Bections and c Rick tRrintbutton.

-~ " 20
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Clhients

keeping track of c Bient information

Chients Overview

Maintain a record of your c Bients, inc Buding their previous visits to your business, purchases, history, not
and photograpfs. CRient information can be reviewed and printed to support appointments, and it can be
used to taillor marketing campaigns to meet specific needs.

To access the C Bientscreen, c Bick theC Bientdutton/icon or seBe€ttit C Bientbrom the C Bientslrop-down
menu.

When adding or editing a c Bient, theAdd C Bient/Edit C liscteen is divided into seven main tabs:

1. Contact Informatiomddress, phone number, e -maill address, birthday, anniversary, and other
detaills.
2. fistory : chient notes, visit and no show history, preferred emp Boyee, prpaid ba Bances, and many
other detaills.
3. Balance and Loyall ty Pomkg&nt credit balance, and current Boyall ty points earned.
4. Document Tracking: the comp Betion status of required documents, and Rinked customer specific
documents.
. Marketing : how your c Bients find you.
. Pictures and Other: store pictures, create a poqup allert notifications, set a defau l t discount, ar
store fami By information.

o Ol

There are three c Bient information buttons availab e at the bottom of each tab:

1. Formu Bl a fistory this button brings up a detailed formul a history screen.
2. Purchase fistory : this button is not available untill after you first save the c lient to the data
button brings up detailed purchase and appointment history screen. It is divided into seven tabs:

Upcoming Appointments: all I upcoming appointments.
Previous Productsa Bist of previous product purchases.
. Previous Services a Bist of previous service purchases.

Previous Other: a Bist of other transactions, such as gift certificates, returns, etc.

No Shows : a Bist of appointments that the c Bient newver showed up for.
. Cancelleda HBist of appointments the c Bient canceled.

g. Voided: voided ticlets that the c Rient is Bisted on.

3. Pre-Paid Service brings up a screen detailing the c Bient's {paid services.

Adding or Editing a CHRient

1. Click theAdd C Rientutton, or highlight the c Bient to be edited and c HiclEdit C Hienttutton.
2. The Add CHRient/Edit Cliscteen will I appear.

3. Ifit'sanew clientCdlient IDil B be automaticall By assigned.

4. Enter the appropriate information in the various tabs.

5. CHlick theSawvebutton.

Delleting a Client

NOTE: Once a c Bient has been associated with a ticket, that c Bient can no Bonger be deleted from the database.

~® 20w
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1. CHick to highlight the cRient to be deleted.
2. Click tieDe Bete C Hienttutton.
3. CHick thefes button to permanent By delete the cBient from the database.

Searching for C Rientdhere are two ways to search for c Bients

1. Clientbutton/icon: search for a client or Bist of clients based on a number of different search f
AT 1 clients that meet the search criteria appear in@Rients Tab.le
a. CHhick theC Bientbutton/icon or seBe€ttit C Hientbrom the C Hientsirop-down menu.
b. Type any cBient information in the search fieBd to search the c Bient Hist.
c. Al ternatively, clichdiwanced Search button to perform a more refined search.
1 CHient tDnarrow results by CHient ID
1 First name: narrow resu ll ts by first name
1 Last name narrow resu I ts by Bast name
1 City narrow resull ts by city
1 E-mai k narrow resu ll ts by emai
1 Phone number : narrow resu B ts by phone number
1 Category/c Hasnarrow resul ts by c Bient category or cBass
1 Referral typenarrow resul ts by referrall type
1 Show on By active clientac Bude only clients marked as active
1 Only clients with pictureenc Bude on By c Rients with pictures in searct
1 Last visilnc Bude only clients with a Bast visit on, before, or after a specified date
d. Enter information about the c Bient as needed to define the search, i.e. entering "Mary" as Rirst
name will B produce a Bist of all B clients named "Mary"; dRitsingaae of "M" and d_ast
name of "Jones™ will B produce a Bist of all I clients with the Bast name "Jones™ and a fir:
beginning with ""M".
e. Leaving a field or fields b Bank causes the search to ignore that subject as a criterion.
f. To return to the full I clients BistAedkiSearch
2. Client Infutton/icon: search for a single c Bient according to name, or partiall name, and pfione
number to view his or her information. The CHient Infmutton/icon is usefull for Bocating and revie
information for a specific c Bient. Since a piotograph of the c Bient can be inc Buded in CHRient Inf
this feature can allso be used to confirm the identity of a cBient.
a. Click teC lient Infrutton/icon or se Bedtiew C Hient Informatiofrom the C Bientsirop-down
menu.
The Find CHRiendcreen will I appear.
. Use the search options to find the c Bient.
CHhicbK .
This screen wi I B show a comp Bete current history of the c Bient.
. CHicOK when finisted viewing the information.

- 205

CHhient ID Cargou can track each customer by his or fer driver's Bicense, or with anotfer ID card. This
all Bows for easy searching for a c Rient's information.

1. Add or edit a cRient for whom you wish to store a Client ID card.
2. The CHient InformaticgTreen will I appear.
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On the Contact Informatiotab, next to t®rivers Lic or ID Carde B d, c lick €eanbutton.
Swipe the Bicense or ID card through your magnetic stripe reader, or scan the ID card with a barcode
scanner.

Clickave

Once you store a cBient's ID card information, you can Book up the c Bient up by c Hicrbiett Info
button/icon or wien adding a ticket on theFind C Biendcreen. CHick theCard button and swipe or scan the
card to bring up the c Rient information.

Merging C Bientsyou can merge two c Bients that hawve the same or simi Bar information.

1.

0o ~NOoO Ok, Wb

9.

Se Becerge C Hientsfrom the C Hientslrop-down menu.

Chick theSelect Client batton to select the first client.

The Find C Riendcreen will B appear.

Use the search options to find the c lient and c Bk .

Click theSelect CHient bBtton to select the second client.

Repeat Steps 3-4.

Information that is different betweenC Rient AndC Rient Bil B be highRighted in red.

For items in red, you must se Bect the appropriate information betweenC Bient ArC Bient BOnce the

se Bection is made, the information seBected will B turn from red to yel Bow. Yell Bow boxes indicate
information used when the ¢ Bients are merged. AR B information in boxes that are not yel Bowwill I
discarded when the two c Rients are merged.

CHick theMerge button and cligk .

Printing a List of CHient Information

1.
2.

o ~NO Ol bW

C Rick theCustomize View button on the Beft to add or remowve co Bumns as desired.

You can use the Add, Remove , andMowve Up andMowve Down buttons to customize the information
to Vview.

CHicbK to return to th€ Bientscreen.

You can Bimit the information to print using &&arch and/orStatussections.

Sort to the desired disp Bay by cRicking a co Bumn heading, suchGll ient ID

Chick tePrint Listtton.

The Printing Optionscreen will B appear.

Malke your printer and page se Bections and c iElrint

Clients Contact Information Tab

1.
2.

Click tieContact Informatiotab.
Enter the appropriate information in each field:
a. General
i. CHient tDautopopulates. CHick €Bhange ID button to assign a different ID.
ii. First name: c Bient's first name.
iii. Last name client's Bast name.
iv. This c Bient is inactivaieck this box if the c Bient is no Bonger active.
b. Phone
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c. Addre
i

d. Misce
i.
ii.
iii.
\VA

V.

Chapter 6: CHient

. Home : cHlient's home phone number.
. Work : cHient’s work phone number.

Mobi Be: ¢ Bient's mobi Be phone number.

. Auto Format cfeck this box to hawve phone numbers auto format after entering the

numbers in. CRick the Formatbutton to change the auto format sty le.

Set as Primary Number : check the box for the primary contact number.

SS

Address : cBient's address. CHick ww Address Line 2 button to add a second address
Bine for P.O. Box or Apartment information.

. LIP: client's postall code.

City client’s city.

. State client’s state.
. Determine city and state based on ZIP: check this box to hawve the CityandStatefields

autopopu B ate after entering tEP.

1 Baneous

Gender : client’s gender.

TitRechient's titBe. CHiddtebutton to customize te Tit Bdist.

Occupation client's occupation. C HicEdit button to customize tleOccupation Hist.
Birthday: c Hic3e Bectto enter the c Bient's birthday. C Rick #hew Year button to inc Bud
the birth year. CRiciC Bearto remowve the birtday information.

Anniversary: c Bic3e Bectto enter the c Bient's anniversary. C ickStmv Year button to
add the year they were married. CHick CHearto remowve the anniversary information.

e. Reference

Vi.
Vii.

E-maik client'smail address. C Rick tiE-mai Bbutton to the right of the field toaill the
client direct By tirough Sallon Iris.

. SMS text number : c Rlient's SMS text number. This will | be the c Rient's mobi Be phone numk

with area code and the SMS gateway, i.e. @txt.att.net.

iii. Driver's Ricense or ID carchdd an ID card for ease of c Bient Book up.
. Category and c Basadd any number of c Bient categories and c Basses. C Hickdi® button

to set the categories Rist.

. Fille RinrBalon Iriswil I Bink to a fille from your computer to the c BientSed Nadk the

button next to td=ile RificBd, seBect the fille off your computer and @ukickto save
the fille to the client. CHicOpen button next t&e Bectto view the fille.

Comment : add a comment about the comment, i.e. Frequent By Bate for appointments, etc
Show comment when creating or editing a ticket : check the box to show the c Bient
comment when creating or editing tickets.

f. Contact Options

Do not send promotionall -mai s to this c Biendlient will B be exc Buded when generating
e-mail marketing campaigns.

. Do not send postall maill to this cBeltent will B be exc Buded when generating postal

mai | marketing campaigns.
Do not call I this cBient by phaneck this box if the c Bient requests not to be call Bed.

. Send appointment reminders to: E-maill address check this box to send automatic
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appointment reminders to the c Bient's emai I address.
V. Send appointment reminders to: SMS address : cfeck this box to send automatic
appointment reminders to the c Bient’s SMS text address.
vi. Primary contactcheck this box if the c Bient is the primary contact for a familly unit.
3. CHhicbawveto return to t€ Bientscreen.

C hients fistory Tab

1. CHhick thdistory tab.
2. The history information is divided into six sections:

a. Totalghe totall amount (inc Buding salles tax) that the c Bient has spent.

b. Visit History shows the date of the first and Bast visits, and the totall number of client visi

c. First Emp Boyee to See C Rienthe first emp Boyee to service the c Bient. C Bedectto choose a
different emp B oyee than the one shown.

d. Last EmpHoyee to See CHientie Bast emp Boyee to service the c Bient. CRikectto choose a
different emp B oyee than the one shown.

e. Preferred Emp Boyee : set an emp Boyee that the c Bient prefers for services. C Bedkectto choose
the preferred emp B oyee.

f. No Show : if the c Bient was a no show for the Bast scfedu Bed appointment, this box will B be
checked. A risk factor is Risted callculated on the number of scfedu Bed appointments vs. no
shows. C Rick the VView No Show Report button to view a Bist of recent no shows.

3. CHicbawveto return to t€ Bientscreen.

Clients Balance and L.oyall ty Points Tab

1. Clhick theBalance and Loyall ty Poials
2. The tab is divided into two sections:

a. Balanceview the baBance the c Bient owes, if any, or the business owes the c Bient, along with a
exp Banation of wiat is owed. Ba B ances are tracked automaticall By wen a ticlet affecting tf
client's balance is cBosed. You can c I MicthdBa B ance fistorybutton to view all 1l
credits/debits app Bied to the c Bient's account. You can make manuall adjustments to the c i
ba B ance it needed.

i. Choose to make the adjustment to the c Bient's baBance from the fol Bowing buttons:
1 Set to Exact Valst a client’s ballance to an exact amount
1 Adjust by Adding Creditadd to the c Rient's credit, or remowve the amount of money
a client owes the business
1 Adjust by Removing Credit reduce the c Rient’s credit, or add to the amount of
money a c Bient owes the business
ii. After clicking one of the abowve buttons, enter the proper numericall amount.
iii. CHicOK to return to ti8alance and Loyall ty Poiais

h. Loyalty Pointgew the current Boyallty points balance of the cRient. Loyall ty points are
automaticall By when a ticket affecting the c Bient's balance is c B osed, but they need to be ac
uti Bized before they can be tracked. See the Marketing Chapter for more information on how
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B oyall ty points are used. You can clicvttw Loyall ty Point Histdrytton to view how the
I oya l ty points hawve been earned and used. You can make manual adjustments to the c Rient's
ba B ance it needed.
i. Choose to make the adjustment to the c Bient’s Boyalty points from the foll Bowing buttc
1 Set to Exact VValst a client's Boyal ty points to an exact amount
1 Increase Points add to the totall number of Boyallty points
1 Decrease Points: reduce the totall number of Boyall ty points
ii. After clicking one of the abowve buttons, enter the proper numericall amount.
iii. CHicOK to return to ti8alance and Loyall ty Poiais
3. CHlicbawveto return to t€ Bientscreen.

C lients Document Tracking Tab

1. Click thDocument Tracking tab.
2. There are two options for tracking customer documents and information:

a. Generic Document Information: track the comp Betion status of any generic document that has
already been entered; see the Options Owverview section for more information on adding
generic ¢ Bient documents.

i. The name(s) of the document(s) that you can track the comp Betion status for wil B be Hi
under every c Rient. figh Bight the document and c Rick tidit Statuputton.
ii. The Edit Document Statusscreen will B appear.
iii. Choose one of the foll Bowing seBections from t@urrent Statugirop-down Rist:
1 Incomp Bete not started
1 Comp Bete finished
1 Pending: awaiting approval
1 In Process started but not finished
1 Unknown : no known status
IV. You can change or add status options with theEdit button next to thi€urrent Statugielld
V. Beneath the Current Statudiel d, you can track up to four records of past histories for
document, i.e. you can enter in a status dfending for 3/1/11 anth Processfor 4/1/11.
Vi. Repeat Steps riii for each generic document.
vii. Click theOK button to return to tRocument Tracking tab.

b. Unique Document Information : documents unique to the specific client. Link comp Bete folld
and specific documents that can be opened direct By tirough Sallon Iris. You can set an un Rimi
number of unique documents that can be assigned to each c Bient in the Unique Document
Informationsection.

i. To Hinka folder directly to the c lient, cRikedtbutton next t&o B der Location
ii. Locate the appropriate fo Bder on your computer and cdKick

iii. CHick theAdd Document button to add a specific document.

Iv. The Add Document screen will B appear.

V. Type in the document name, i.e. Service Agreement or Legall Disc I aimer.

vi. Sellect the document type from the drop-down Rist.

vii. Click theEdit button to create a type that's not current By Risted.
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viii. CHick theSe Bectbutton to seBect the document off of your computer and cleh .
ix. CHicDK when finished to return to the Document Tracking Options screen.
X. Repeat Steps iitix for each unique document to add.
xi. To remowve or edit a document, high Bight the desired document and c Rick theEdit
Document button or theRemowve Document button.
xii. CHicbpen Document to open the document from Salon Iris. You must a lready have a
program capab Be of opening the Binked fille type.
xiii. CHick thEdit Statuputton to change the comp Betion status of the unique document if
desired.
3. CHicbawveto return to t€ Bientscreen.

Clients Tanning Tab

The c Bient’s tanning minutes information is automatica l By updated when a ticket is c Bosed that feature:
service or product that increases or decreases the tanning minutes baBance. Tanning can be any service tf
is provided on a minutes to minutes basis. Both tanning and minutes can be clanged to better suit the

needs of your business. Tanning minutes can be manua l By adjusted if needed.

1. ClHhick teTanningtab.

2. Manuall By change the Minutes ba Bance to a number of your choosing by c Ricking inBeell ancdie 1 d

and entering a number.

Adjust the number in sing Be steps using the arrows next to the BaBancdiel d.

4. Use the Adjusthutton to adjust the baBance by a defined number: positive adds minutes, and negati
subtracts minutes.

5. Use the CHleabutton to reduce the minutes to zero.

6. CHlicbawveto return to t€ Bientscreen.

w

C lients Marketing Tab

1. Click theMarketing tab.
2. The Marketing tab all Bows you to track how new c Bients are referred to your business in two ways:
a. Client Referra lif the new c Bient was referred by a current c Rient.
i. CHhick theSe Bectbutton to select the c Bient that referred this ¢ Bient to your business.
ii. Select the appropriate c Bient from the Bist and@Xl.ick
iii. Check the The abowve client has received credit for referring this c Hiebdx if the
referring c Bient has a B ready received credit. 1T not, Beawve this box unchecked. Report #5¢
(Chient ReferraBNot Credited) can be run Bater to check for referralls not credited.
b. Marketing Referral: if the new c Rient was referred to your business by some other means.
i. Select how the c Bient heard about your business from the Bist d®ferrall Types
ii. Use the Editbutton to customize your BistReferrall Types
iii. CHick theAdd button for each type of marketing referrall that you would Rike to appear.
iv. CHicDK when finished to return to the Marketing tab.
3. CHhicbawveto return to t€ Bientscreen.
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Clients Pictures and Other Tab

1. CHick thePictures and Other tab.
2. The Pictures and Other tab is divided into six sections:
a. Pictures manage c Bient photos.
i. CHick theManage Pictures button.
ii. The Picture Managerscreen will I appear.
iii. Pictures can be imported from the computer, a camera, or a scanner.
Iv. Organize your pictures by type and category, and fill ter by date.
V. For more information on picture management, see the Pictures Overwview section.
vi. ChicC Hoseto return to tilictures and Other tab.
b. Reminders : manage specific c Bient reminders.
i. CHicAdd Reminder to add a reminder to the client.
ii. The Add Reminder screen will I appear.
iii. Enter the pertinent information regarding the reminder.
Iv. For more information on reminders, see the Reminders Overwview section in the
Emp B oyees and Schedu Bing clapter.
V. CHichK to return to thPictures and Other tab.
vi. CHlicView Reminders to see all B the reminders associated with this specific c Rient.
vii. CHicbK to return to tilictures and Other tab.
c. Secure Information: encrypt important c Bient information.
i. CHlick theEdit Secure Informationbutton.
ii. The Encrypted CHient Informaticereen will I appear.
iii. Enter the secure c Bient information. This information is encrypted in the database.
iv. Optionall By add a date stamp by c Rickindgntkt Date Stamp button.
V. CHichK to return to thPictures and Other tab.

d. Defaull t Discourntset standard service and product discounts specific to this c Bient. This ca
used for c Rients that are members, premium c Rients, etc.

e. Familyset spouse and chi Bdren names for quick reference.

. PopUp Alertenter allerts that will I-popvery time the c Bient is added to a ticket, or a ticlet
with the c Bient is edited. The pop-up alerts can be used for medicall allerts, or any other pertin
information connected to the c Rient.

3. Clicbawveto return to ti€ Bientscreen.

Client Ball ances and Tanning Minutes Overview

Client BalancEach c lient can have an associated ba B ance with the business, either an amount due or an
amount of credit. There are three ways to adjust a c Bient's ba lance.

1. Adjusting BaBances with Products and Servicesn a product or service is purchased the c Bients
balance can be updated if that product or service has been set up to make adjustments to the ballan
See the Products Owverviewor the Services Owverview sections for more information. The baBance wil
be updated when the ticket containing the product or service is ¢ B osed.
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. Create a product or service with the appropriate ba B ance seBection.

SeBectAdd New Ticket from the Tickets drop-down menu. See the  Tickets Owverwview section in
the Appointment Book chapter for more instructions on creating tickets.

Sellect the c Bient that requires a ba B ance adjustment.

Enter the appropriate product or service that uses the ba l ance updating feature.

Enter in the remaining information on the ticket and c B ose it.

T. When the ticket is c B osed, the adjustment to the baBlance will I be added to the c Rient's record.
. Speciall Buttorfrom the Tickets screen you can add credit to a cBient's balance, use a c Bient's
available credit, and add the amount due to the c Bient's ba B ance wigpttia Bhutton.

a.

Adding Credit with the Speciall Buttaradding credit to a client's balance is usefull if the
is putting a down payment or a deposit on a procedure or service that your business offers. It
can allso be used if the c Bient wants to pay off his or fer baBance. The c Bient's added credit
appear in the Credits Added fielld of tifota Ereport.
i. SelectAdd New Ticket from the Tickets drop-down menu.
ii. Sellect the client's name in tiEind C BiendCreen.
iii. CHhick theSpecia Button on theTicket Informationscreen.
iv. Sellec€ lient Bal andd a booth renter is se Bected on the ticket as performing the service
or sell Ring the product, €ell ient Ba B antsature is disab Bed.
v. Sellectddd Additionall Credit/Pay Off Balance
vi. The Enter Credit Amountscreen will B appear.
Vii. Enter in the amount and c BidiK .
viii. CHose the ticket.
Using Availlablle Credit with the Speciall Buttisnthe current availlable credit to pay off
ticket's balance.
i. SelectAdd New Ticket from the Tickets drop-down menu.
ii. Enter a product or service.
iii. CHick theSpecia Bbutton.
iv. Selec€ lient Balance
V. Selectse Available Credit
vi. The Enter Credit Amountscreen will B appear.
Vii. Enter in the amount of credit to use and c B @ .
viii. The ticket will B be adjusted by the appropriate amount.
ix. CHose the ticlet.
Adding the Amount Due to a CRient's Ba l ancemetimes you may wish to add the amount
from a purchase to a c Bient's baBance. This may happen if a Boyall customer forgets his or fer
wall Bet. You can add the amount due to the c Bient's baBance, and the next time the c Bient cc
in he or she can pay you. The amount due that was added to the c Bient's baBlance will B appear i
the Credits Used section of theTota Esport.
i. Selectddd New Ticket from the Tickets drop-down menu.
ii. Add a product or service.
iii. Enter the available tender amount if any. This coulld be $0 or an amount due that is 1
than the totall tender being paid.
iv. CHlick theSpecia Bbutton.
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v. Sellec€ Hient Bal andd a booth renter is se Bected on the ticket as performing the service
or sell Ring the product, el ient Ba B anfsature is disab Bed.
vi. SelectC B ose Ticket And Add Amount Due to CHRient's Ballance
Vii. The Tender Less Than Totadarning will I appear.
viii. CHick theRecord Amount Due button to close the ticket and add the amount due to the
c lient's balance.

3. Manuall By Adjusting Ba I angesietimes you may not want to create a ticket to adjust a client's
balance. The baBance can be manuall By clanged through the c Bient’s profille 8a kance and
Loya I tyah.

®op oW

CHick theC Rientbutton/icon or se B e€tit C Hienfrom the C Hientslrop-down menu.
Doub Be-c Hick the c Rient, or highRight the desired c Bient and €diiciC 1 ienttutton.

. The CHient Informaticstreen will B appear.

Click thBaBance and L.oya l ty Potalsto view the ba Bance the c Bient owes or has availlabl
Make the manual adjustments with the fol Bowing buttons:

1 Set to Exact VVals#t the balance to an exact vallue

1 Adjust by Adding Credit credit the c Blient with a balance to use for Bater purchases

1 Adjust by Removing Credit debit the c Bient with a ba Bance owed to the business

f. ClicBawveto exit.

Tanning Minutes: track the number of tanning minutes for each c Bient, as well I as the totall number of
tanning minutes each c Bient has purchased or used. The item and the units can be chtanged. For examp e,
"minutes™ can be changed to "visits™, and "tanning™ can be changed to any otfer word that describes
services that your business offers. There are two ways to adjust a c Bient's tanning minutes ba B ance.

. SellecOptions from the Too Bdrop-down menu.
. Click theC Rientgab

. Change the Item name and the Units.

1
2
3. CHhick theC Hient Optionsutton.
4
5

. CHicbK to sawve the changes.

There are two ways to track tanning minutes:

1. Automaticall By with Products and Serviges must first create a product ID or service ID to
automaticall By update a c Bient's tanning minutes when that item or service is sold. SRrtducts
Owverview orServices Overview sections for more detaills on how to do this.

a.
b.

SelectAdd New Ticket from the Tickets drop-down menu.
Sellect the c Bient whom the tanning minutes ba Bance is being changed for.

C. Enter the appropriate product ID or service ID configured to automaticall By update a cBient

d.

tanning minutes wien that item is so B d. If this is a feature that your business will I be using, it
recommended that separate products or services be created to add and subtract specific
amounts of tanning minutes. This will I not only reflect in totalls and salles, but it will 1
better minutes management.

When the ticket is c Bosed, the appropriate amount of tanning minutes will B be added or
subtracted.

2. Manual By Adjust Tanning Minut&ometimes you may not want to create a ticlket to adjust the
minutes. Instead, you may wish to quickly access the c Bient information and adjust the minutes.
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Add or edit the appropriate client.

The CHient Informaticstreen will B appear.

. CHlick teTanningtab.

Use the AdjustandC Bear Ba lankettons appropriately to change the number of tanning
minutes remaining.

Clicbawve

o0 o

(=]
.

Client No Show Owverview

A client is considered as a no show if he or she does not show up for his or her appointment and does not
cal I to cancell or reschedu le.

g b wWwN -

If a client faills to appear for a schedu Bed appointment, open the schedu Bed appointment ticlet.
CHick theNo Show button.

The Mark Ticket No Show screen will B appear.

Enter a comment if desired.

CHichK .

The ticket will B be cBosed and the no show will B be recorded in the c Rient's history.

Viewing a CRient’s No Show History

[N

~NOo ok N

)
c
>

g b wWwN -

(o]

Click theC Rientbutton/icon or se Be€ttit C Hientbrom the C Bientsirop-down menu.
Doub BecHick the cHient, or high Right the desired c Bient and c Ri&dite C I ienttutton.
Click thdistory tab.

The totalNo Shows wvs. appointments made wi I B be disp Bayed in red text.

CHick théeView No Show Report button.

Review the information and c BiclOK .

C hickawvewnen finished.

a No Show Report : generate a Bist of al B client no shows.

Se Bec®ore Reports from the Reports drop-down menu.
SelecClients

Se BectNo Show Reports for AL B Clie(Report #111).
Sellect the range of dates.

Click theOK button.

CHick theOK button when Finisted.

NOTE: Once you hawve created a ticket associated with a pet, that pet can no Bonger be de Beted from the database.

Pictures Manager Owverview

Sallon Iris all Bows you to take and store pictures of c Bients. These pictures may be recall Bed for referen
B ooking up a client and may be shown for reference wien printing out an open ticket. Additionall By, cliel
"before™ and "after” pictures can be taken. Your pictures are stored direct By in your Sallon Iris database
you do not hawve to worry about making separate backups of them. You can store your photos in your
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database as .bmp or .jpg filles.

Obtaining Pictures pictures may be added to your database in the fol B owing ways:

1. By taking a client's picture using an image capture device, such as a camera or scanner that is
connected direct 1y to your computer.
2. By importing a client's picture from a prasting fille.

Picture Manager. you can hawve mu I tip Be pictures assigned to each c Bient usingFtileture Manager, giving
you the abi Bity to track and manage your pictures. You can access Biecture Manager feature in any of the
fol Bowing ways:

Whi e editing a client, c Hick Biectures and Other tab, then c Bick thManage Pictures button.
While on the Ticket Informationscreen, c Bick thePicturesbutton.

From the Too Bdrop-down menu, seBect Options, and then c Bick thC Bienttab.

SeBectPicture Manager from the C Rientsrop-down menu.

There are nine major buttons on the Picture Manager screen:

1. Take: take a picture direct By through Sallon Iris. I your computer system has more than one capture
device install Bed, such as a camera and a scanner, you must se lect the appropriate capture device
before taking a picture. This procedure is rare By required after initiall system setup.

©® o0 oW

=
h

. Male sure your device is connected to the computer.

Click theTake button.

. Sellect your device from the Device dropdown menu.

You shou Bd now see a disp Bay of your capture device.
Select the picture size from the Reso Bution droplown menu. A Barger reso Bution will B produce ¢
better quality picture, but the fille sizzwill I allso increase.

. Click Take Picture.
. The Add Picturescreen will I appear.

Select the picture type in th@icture typefield from:
1 Genera I generic category
1 Before Picture bhefore a service is performed
1 After Pictureafter a service is comp Beted

.The category will I be RistedDefau ll tin the Picture categoryfield. Sellect a new category fro

the drop -down Bist, or add a new picture category.

i. CHick theEditbutton.

ii. The Picture Categoriesscreen will I appear.

iiil. Clichdd.

Iv. Type in your category name, such as Haircut.

v. CHichK .

Vi. Repeat Steps iikvfor each picture category to add.
vii. CHicOK to return to tWddd Picturescreen.
Type the picture name in the Picture name fielld.
IT desired, check the Make primary c Bient picturebox, to make this the main picture for your
client.

. Click thSawve Picturdutton.
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2. Import: all Bows you to import pictures that you have saved in anotfer Bocation.
CHick thelmport button.
The Select Picture to Impowindow will | appear.
. Sellect the appropriate picture to import.
CHicbpen .
The Add Picturescreen will B appear with the imported picture.
. Sellect thePicture type
. Sellect thePicture category
h.  Type in aPicture name.
i. Assign the picture to a ticket if desired with the Change Ticket button.
J- Assign the picture to a c Bient if desired with th€hange C lientbutton.
k. Check the Make primary c Bient picturebox if desired.
I.CHhickawve Picture
3. Edit all Bows you to edit picture settings.
a. Sellect the picture to edit and c BickBdat button.
b. The Edit Picturscreen will I appear.
c. Male any appropriate changes and c BiciSave Picture
4. Dellete: all Bows you to delete a picture.
a. Sellect the picture to delete and c BickDefll ete button.
b. The Delete Pictures3creen will B appear.
c. Confirm your seBection and clYed to permanent By deBete the picture from the database.
5. Rename : all Bows you to rename a picture.
a. Sellect the picture to rename and c Rick tRename button.
b. Enter the new name of the picture.
c. CHichK .
6. EnBargeall Bows you to view the picture at full I siz.
a. Sellect the picture to enBarge and c HicEtill argbutton.
b. CHlick theC B osdutton to return to tRRictures Manager screen.
8. Printall Bows you to print pictures. You can print a seBection, all I visibBe pictures, orall B p
a. Print Selectionse this option to print a sing Be picture, or many pictures of your choice.
i. Organize your pictures to suit your printing needs using theFi ll teoptions.
ii. Hold down Ctr bn the keyboard and se Bect the pictures to print.
iii. CHicPrint
iv. Sellectelection
V. The Printing Optionscreen will I appear.
Vvi. Make your printer and page seBections and cHiBlrint
vii. Only the pictures that you seBected will I print.
b. Print AL T Visib Be Pictiwekhis option to print specific picture categories or types.
i. Organize your pictures to suit your printing needs using theFi ll teoptions.
ii. CHicPrint
iii. Selec@ B 1 VisibBe Pictures
iv. The Printing Optionscreen will I appear.

Q -y P 20 52
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V. Make your printer and page seBections and c iBlrint
vi. ALT visibBe pictures will I print.
c. Print A1l Pictwssthis option to print every picture in your database.
i. ChicPrint
ii. SelecAl I Pictures
iii. The Printing Optionscreen will I appear.
Iv. Make your printer and page seBections and c iBlrint
V. Ewvery picture stored in your database will I print.

9. Export all Bows you to export a picture one at a time to a Bocation on your computer. This all B¢
provide a c Bient with a picture that may be taken home, i.e. if you perform a dramatic dye job, you cal
give the c Bient a picture saved to a thumb drive. The c Bient can then use that picturantolk to
friends or use on social media sites.

a. Sellect the picture to export.

b. CHick tExporthbutton.

c. Sellect the appropriate Bocation to save it to.

d. Enter a fille name.

e. Clicbawve

10. Views: all Bows you to seBect how to view your stored pictures. You can select from the foll Bowing
choices:

1 Detai Bssiows name, title, size, and other important information
1 Tillesstiows a thumbnai I image of each picture with picture name, type, and category
1 Listshows pictures as a Bist of the picture names
1 Small I Icarstows a thumbnaill image of each picture a Bong with the picture name
1 Large Iconsshows a Barger image of each picture along with the picture name

Fi Il terthis section of thePicture Managerscreen all Bows you to choose what is disp Bayed according to th
fie B ds be B ow:

1. Ticket ID: by cRicking thée Bect Tickebutton you can select to show pictures on all B tickets or jus
ticlet.
2. CHient name fill ter pictures by a specific c Bient name.
3. Picture type you can choose from:
1 AL Bows all B pictures
1 Genera I shows generic pictures
1 Before Picture shows before pictures
1 After Pictureshows after pictures
4. Picture categoryyou can choose from the fo Il Bowing categories:
1 ALRI T pictures will I be shown
1 " choose from the categories you created
5. Date range: c hick thé&e Bectbutton if you wish to show only a certain date range.
6. Check the OnHy show primary photos box if desired.

Chick theC Bear Fill tertton if you want to reset tiPicture Manager to show all B pictures.
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Appointment Book
making and keeping track of appointments

Appointment Book Owverview

The Salon Irigppointment Book all Bows you to maintain a visuall setting of your schedu Bed services a
previous service salles, as well B as view your current business resources that require schedu Bing.

The Appointment Book screen is accessed by c Bicking thieApt Book button/icon or se BectiNgew
Appointment Book from tfe Tickets drop-down menu. The appointment book has the fo I Bowing features:

1 View the schedu Be of any emp B oyee
1 View ticket numbers, times, and services assigned to emp B oyees

1 Assign new tickets to available emp B oyees in open time sBots

1 Add, edit, print, and de Bete tickets

1 Collor code services and emp B oyees

1 Check -in cBients and color code if they are Bate

1 BRock out times when emp B oyees and/or resources are not availlablle

Appointment Book Views : Sallon Iris all Bows you to seBect how much information that you wou ld Rike t
disp Bay on the appointment book. The appointment book disp Bay can be viewed in three different date
formats. You can switch between the three formats by c Ricking on the corresponding buttons towards the top
of the Appointment Book screen.

1. Day: view the appointments by day. Choose to view the daill'y scledu Be anywiere between viewing one
day and five days, one week, or two weels.

2. Week : wiew the appointments by week. Because there is Bess space, viewing the appointment book by
week wi I B provide Bess detaills than viewing on a day to day basis.

3. Month : View the appointments by month. This view will I Book similar to a callendar, and the
appointment book will B show very few detaills.

Time intervailchange the interval that will I dispBay okppeintment Book by seBecting one of the
foll Bowing options from the drdpwn Rist:

1 1 min.

1 2 mins.

1 5 mins.

1 10 mins.

1 15 mins.

1 20 mins.

1 30 mins.

1 60 mins.

Co Bumn Width: You can change the Co Bumn width to increase or decrease the co Bumn size. The Co Bumn
width is optimized to fit as many coBumns as possib Be onto the screen. Howewver, for businesses that hawve
numerous emp B oyees and resources, they may want to disp Bay more information on the tickets and increase
the width. The minimum width is 50 pixe s, and the maximum width is 1500 pixe Is.

Appointment Book Ca Bendar you can use the Calendabutton to bring up the callendar and quickBy selle
which day(s) to wview.
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Click theCa Bendabutton.

The callendar will I appear.

Click on a date to immediate By move to that date in the appointment book.
Continue to use the appointment book as you normall By wou l d.

Callendar Show Options easi By disp Bay certain categories of emp B oyees on #ippointment Book screen.
You can quickBy find an emp B oyee or resource on the appointment book, or a recent By edited ticlet.

1.
2.

8.

Click theCa Bendabutton.
CHick the arrows next t8how to expand those options.

1 AR R emp B oyees and resourcesview everytiing

1 On By emp B oyees: view on By your emp B oyees

1 Only resources view on By your schedu Bed resources
Check the On By show working emp B oyees and resources box to disp Bay on By those working that day
Sellect a category from the dregown Bist that you would Nike to disp Bay. The categories Bisted are
categories that you created when adding and editing emp B oyees.
IT you wish to quickBy find an emp B oyee or resource on theAppointment Book screen, c Bick the arrows
next toFind Emp B oyee or Resource to expand those options.
Select the emp B oyee name or resource from the drop -down Rist.
IT you wish to quickBy find a recent By edited or added ticket on #ppointment Book screen, c Bick
the arrows next to Recent to expand those options.
Select the ticket from the dropdown Rist.

Adding or Editing an Appointmentadding an appointment on tieAppointment Book screen is the same
as adding a ticlet. Appointments are a visuall representation of your tickets that contain services requiri
emp Boyee time. For more information about adding tickets, see the Tickets Owverview section.

1.
2.

w

10.

C lick theOptions button.

Doub Be-c Bick on the open time under the appropriate emp Boyee, sing Bec Bick on the open time under the
appropriate emp Boyee and c Bick tiddd Appointment button or rigHc Bick on the open time under the
appropriate emp Boyee and se BecAdd Appointment from the menu. If editing or viewing an
appointment, doub Bec Kick the appointment to edit or highBight the appointment and c Ediit
Appointment, and skip toStep 5.

The Find CHRiendcreen will B appear.

Use the search options to find the c Bient. IT the c Rient is new, cAddkNew C Bientto add the client t
the database. I you do not wish to create a new c Bient, simp Ry c RicWad k Inbutton.

The Ticket Informationscreen will I appear.

In the Ticket Informationsection, verify that tiDate Schedu Bed is correct and change it if
necessary.

In the Emp B oyee co Bumn, wverify that timp B oyee is correct and change it if necessary.

In the Start Timeco Bumn, verify that t&tart Timeis correct and change it if necessary.

Type in the Serwvice ID of the service to be performed in the ID coBumn. If you do not know tiBervice
ID, double click in t® colBumn and thel_ook Upscreen will B appear. Select the service and c Bick 1
OK button.

In the Mins co Bumn, the amount of time it takes to perform the service will B appear. This amount of
time is automaticall By popu Bated from the added the service. Change the time if necessary.
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The Type coBumn will B show &hfor service setup time. IT the service has a processing time, the
processing time will B be Bisted be B ow the setup time and the type wil B showas IT the service fas a
finisting time, the finishing time will B be Bisted be B ow the processing time and the type will B show &
The Price Tax andBackbar columns will I be automaticall By popu Bated from the added service.
In the Qty Prchco lumn, type in the quantity being purchased. This coBumn will I automaticall By de
to the quantity defined when setting up the service.

In the Qty Used column, type in the quantity being used today. This coBumn will I automaticall By «
to the quantity defined when setting up the service.

In the Referra Bfie B d, if desired, seBect the type of referrall from the edfopn Bist.

C Hick theSchedu Be/Leave Openbutton.

Your ticket is now scfedu Bed in the Salon Iris appointment book database.

DeBeting Future and Past AppointmentSallon Iris gives users the options of deleting future and past
appointments. Because past appointments affect reporting, it is recommended to on By de Bete them after
sufficient time has passed.

1.

2.

DeBete a Sing Be Appointmerttuse this option to delete a sing Be appointment from the appointment
book.
a. Click tieOptions button.
b. CHick to highlight the appointment to delete.
c. CHhicbelete Appointment.
d. The Are You Sure??screen will I appear.
e. CHickes to remowve the appointment.
DeBete CHient Specific Appointmertisse this option to de Bete appointments direct By from a c lien
purchase history.
a. Clhick teC ient Infutton/icon or se Bedtiew C Hient Informatiofrom the C Rientsirop-down
menu.
Select the cHient from the Bist.
. Click thePurchase History button.
Click the appropriate tab for what shou B d be de Beted.
CHhick on the tickets to delete. 1T you woulld Nike to deBete more than one ticket at a time, hol
down the Shiftkey and c Hick the tickets to delete.
T. Press the Delete Tickets(s)button.
g. The Are You Sure??screen will I appear.
h. CHicles .

rao“

Time BHock a time bBock bBocks off the appointment book from regu Bar By schedu Bed appointments. They &
typicall By used for Bunches or random appointments that come up. There are two options for adding a tim
b B ock.

1.

Time BH ockbutton: Bocated on #ppointment Book screen under the Other section of the
Options.

a. Click tieOptions button.

h. CHick theTime B B ockbutton under the Other section.

Cc. The Emp B oyee Time BB ockscreen will B appear.

d. Sellect tiDate to add the time b B ock on.
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e. Sellect theEmp B oyee to add the time b Bock to.

f. Sellect theDescription for what the time b Bock is for.

g. If you do not see an appropriate description, c Rick ettt button to add one.

h. Sellect the appropriatdime Range that the time b Bock is for, or select a start time and an
Intervafirom the drop-down Hist.

i. If this is a recurring time b B ock, c lick Récurring button near the top, and enter the
appropriate recurring schedu Be. See the Schedu Bing Owverview section for more information
regarding recurring schedu les.

2. Right-Click on the Appointment Book Screent this will B bring up a menu with numerous appointment

book options.

Right-c Rick under the emp B oyee the time b Bock is for.

SelectAdd Time B Bockfrom the menu.

. The Emp R oyee Time BBockscreen will I appear.

SeBect tiDescription for wiat the time b B ock is for.

If you do not see an appropriate description, c Rick bt button to add one.

. Sellect the appropriatdime Range that the time b Bock is for, or select a start time and an
Intervafirom the drop-down Rist.

g. If this is a recurring time b Bock, c ick Reecurring button near the top, and enter the
appropriate recurring schedu Re.

~® 205w

Drag and Drop Appointments: you may easi Iy move an appointment by using the drag and drop feature.
P Bease note some important points about drag and drop:

1 Day wview must be seBected. Drag and drop is a Bways disab Bed in tiieek andMonth wiews
1 On By one emp B oyee can be scedu Bed on the ticket. Drag and drop is disab Bed if you hawve more
than one emp B oyee or resource se Bected on a ticlet
1. Set the Appointment Book screen on the desired day.
Male sure that Day wview is se Bected at the top of tRppointment Book screen.
3. With your mouse pointer positioned on the ticket you wish to mowve, c Bick and o Bd down your Beft
mouse button.
4. Whille continuing to o Bd down the Beft mouse button, drag the appointment into the co Bumn of the
new emp B oyee or to the row of the new time.
5. Release the Beft mouse button to schedu Be the ticket at the new time or with the new emp B oyee.
6. The Comp Bete Drag and Drop7Bcreen will B appear.
7. CHick theYes button to comp Bete the drag and drop.

N

The drag and drop feature on By works on the same day that the appointment was originall By schedulled. To
move an appointment between days, you wi I I need to use the cut and paste toolls.

Cut, Paste Appointmentseasi By move appointments using tieCut Appointment, andPaste Appointment
too Bs. This can be used to easi By move appointments between days on tiéAppointment Book screen.

1. Right-click on the appointment you coulld Bike to move onAgointment Book screen.
2. SelecCut Appointmentfrom the menu.

3. Browse the Appointment Book to the new day and/or time of the appointment.

4. Right-click on tidppointment Book where you wou Bd Bike the appointment to begin.
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5. SelectPaste Appointment

Search for an Open Appointment: automaticall By search for the next availlab e appointment. You can
for up to five services with five different emp B oyees.

1. SelectSearch Availl abi Iifyom the Tickets drop-down menu.
2. The Search for Appointment Opening screen will B appear.
3. In the Step 1: Select Typsection, select the type of search according to the foll Bowing parameters
a. Service(s) use this se Bection to find openings for a specific service Bength. Sallon Iriswill I
automaticall By account for service setup, processing, and finish times as well B as the "'emp B «
performing the service™ time exceptions.

i. Enter up to five emp Boyees and services.

ii. If you do not remember the Serwvice ID of the service you would Rike to enter, c Rick the
button to the right of th&ervice ID co Bumn to search for the service. IT the service
seBected is Binked to a resource, that resource will I automaticall By popu I ate wen this
appointment is schedu Bed.

iii. Sallon Iriswill B check availability for both the emp B oyee and the resource needed for thi
service to be schedu Bed.

b. Simp Be time opening: use this se Bection to find a basic opening with a specific emp B oyee
i. Select theEmp Boyee from the drop-down Hist.
ii. Enter the Bength of time the appointment is for.
4. Sellect theStart Datefor the search under the Step 3 section.
SeBect theNumber of Days that you would Rike to search after that date.

6. CHick theéSearch button. You must hawve the emp B oyees® and resources™ schedu Bes entered to use the
Search function. If no emp Boyee or resource schedu Bes are entered, the software will B assume the
emp B oyee is not working and wi I I show the time as unawvailablle.

7. A Hist of availab e appointment start time sBots for the criteria you specified will I appear.

8. For each emp B oyee and service combination in the Se Bectco Bumn, check the box for the time slot that
you wish to scfedu e the appointment for.

9. CHick theCreate Ticket button.

10. The Find CHRiendcreen will B appear.
11. Sellect the client and create an open ticket as normall .

o1

Checking a C Rient Incheck in a c Bient when he or she arrives for his or her appointment. You may cfeck in a
client by rigit Bicking on the appointment and se Becti@Ggeck C Bient Infrom the menu.

1. CHhicbptions.
2. CHick to highRigit the c Bient's scfedu Bed appointment.
3. CHick theCheck CRient Irbutton Bocated undé@ther in the Options section.

Appointment Book Options Owverview

Sallon Iris all Bows you to select how much information that you would Rike to disp Bay on the appointmer

1. ClHhick theOptions button.
2. Click teCallendar View Optionbutton Bocated under t®chedu Bingsection.
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3. The Appointment Book Options screen will B appear.
4. The Appointment Book Options screen is divided into two tabs:
a. Callendar Optionsthe Calendar Optiontab is broken down into four sections:

i. Days and Times to Disp Bay seBect the start and end times, and which days to show on the
appointment book.

ii. Information to Disp I aghoose wiich information to show on the appointment book, and
its order of importance.

iii. DispRay OptionsseBect generall appointment book disp Bay options.

Iv. Other : choose your generall appointment book ticket disp Bay options and off time option

h. Collor Codestie Collor Codetab is broken down into three sections:

i. Appointment Co B or Codesset the coBor codes of standard tickets, and customize coll ol
codes based on service, referrall, or confirmation type.

ii. Appointment Collor Code Priority for Open Ticketdange the priorities of how your
color codes will B work, i.e. if a service type color code is Bess important than the c B¢
ticket color code, then the ticket will B be color coded as the service untill it is c B osed

iii. Emp B oyee and Resource Co B or Codes and Appointment Book Order. give your
emp B oyees and resources specific colors and set the order in which emp B oyees appear on
the Appointment Book .

5. The Appointment Book screen must refresh on the other network computers before the co B or coding
will B update on them. C Rick ®efresh Ca Bendar button under the Schedu Bingoptions to do this
manua l By, otherwise the screen wil B refresh based on your settings.

Appointment Book Options - Calendar Options Tab

The Callendar Options tab all Bows you to seBect how days, times, and otfer information is disp Bayed in tl
appointment book.

1. CHlick theCalendar Optiontab.
2. Edit the Days and Times to Disp B aysection:

a. Checking the appropriate box(es) in the Visib BecoBumn to select the days of the week that you
wou ld Hike to disp Bay on the appointment book. These shou B d be the days that you are open and
accepting appointments.

b. In the Start TimeandEnd Time co Bumns, seBect the appropriate start and end times by c Ricki
the mouse in the coBumn and se Becting the time from the drop -down Rist. The start times are
typicall By when your business opens and the end times are typicall By wien your business ¢ B oses.
The disp Bayed time range for all I days on the appointment book wil B be based off the ear Biest
start and Batest end time.

c. Sellect the first day of the week that will I appear on the visual calendar frémrte Day of
Week  drop-down Rist.

3. Edit the Information to Disp I agction.

a. Check or unctheck the appropriate boxes of information that you would Rike disp Bayed (on each

appointment) in the appointment book:
1 CHlient Name
1 Service Description
1 CHient Home Phone Number
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Owverdue

Checked In

C Bient Name Service Description
Created By

Ticket Number

Start Time of Appointment

End Time of Appointment
Client Work Phone Number

C Bient Mobi le Phone Number

C Rient Address

Confirmation

Referral

Comments

CHlient Primary Phone Number

On Bine Booking Tracking Number: app BicabBe if you use tn Bine Booking feature
E-mai | Reminder

b. Use the Mowve Up andMowve Down buttons to change the order of the information disp B ayed
abowve. Moving information to the top of the Bist will I prevent information near the Bower er
the Bist from being disp Bayed if the appointment is very short.

4. Edit the Disp Bay Optionsection.
a. Timeshot Babel styddect how often on the screen the time shot Babel is shown.

Hour Ony: the time shot Habel will B be shown on the hour only.

Every Time SR otthe time shot Babel will B be shown on every time shot, i.e. iTiywur
Intervak every 10 min. the Appointment Book screen may Book a RittHle busy if you sel
this option.

Al ternating Time SBote time shot Babel will B be shown on ewvery otfer time interval .

b. Emp B oyee header sty Be: reflect how you wou ld Rike the emp B oyee names to appear on the
appointment book.

Emp B oyee within Date : the day of the week will B appear abowve the emp B oyee names as one
long bar.
Date within Emp B oyee : the emp Boyees will B be Bisted abowve the day of the week.

c. Side bar Bocatiorchange if you want the Ca BendaiandOptions to be on the LeforRight side
of the appointment book.
5. Edit the Other section.
a. Check or uncteck the appropriate box(es) to change the remaining disp Bay options:

Disp B ay c Bosed ticketsf c Bosed tickets will B be shown on the appointment book

Show c Bosed tickets on the date they were c Bosed: wil I mowve ticlkets from the day they
are scfedu Bed to the day they are c Bosed if it's different than the schedu Bed date

Disp Bay the font of owverdue tickets in REQe font of overdue tickets will | change to r
Show emp B oyee and resource schedu Bes : this will B disp Bay the off times according to 1
entered schedu le

Show if emp Boyee or resource is not schedu Bed : this will B disp Bay if no schedu e is ente
Tor emp B oyees and resources
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1 DispBay schedu Bing comments for "Off" Timesthis will B disp Bay @emment field for tf
"Off" day that was entered on theSchedu Bingscreen, i.e. if the emp B oyee is schedu Bed as
Off: Other the comment will I disp Bay if you added one

h. Select one of the foll Bowing options for how "“OFff" times are disp Bayed on the appointment bo

1 Use defau Il t collors for emp Boyee and resource off timesl B use the defaullt collor fo
"Off" times

1 Use universall collor for emp B oyee and resource off timesl B use the seBected collor f
"Off" times

6. CHicbK to sawve the changes and return to theAppointment Book screen.

Appointment Book Options - Color Codes Tab

The CoBor Codes tab all Bows you to select how tickets, services, and emp B oyees are co lor coded.

1. CHick teCo B or Codetab.
2. Edit the Appointment Co B or Codesection.
a. There are two options for appointment co B or codeSttandard Co I or Codemnd Custom Co Ror
Codes .
i. Standard Co B or Codeshange the co Bor codes for the six standard ticketdppointment
Requests , Checked In , C B osed TicketsOpen Tickets , Se Bected Appointment andTime
B ock
1. Sellect the ticket type to change and c Rick Edit button.

2. The Customize Color Codescreen will I appear.
3. Select the desired Background colar
4. Check the Use Gradient box If you want the color to fade from one to another.
5. Sellect theGradient colaif appRicable.
6. Sellect theGradient sty Bef appRicable.
7. Select theBorder collar
8. Sellect theFont co bor
9. Sellect theFont name.
10. Select theFont size
11. Check the appropriate box(es) if you would Rike the font to appedio I dor inltallic

[EEN
N

. The Preview section wil B show you how your changes will I B ook on the appointment
book.
13. CHicbK when finished.
14. Repeat Steps 1-11 for the remaining Standard Co B or Codes
ii. Custom Color Codestthis feature all Bows you to customize the way certain appointments
for individua ll services, service categories, referrall types, or confirmation types appeat
the appointment book. You must create service categories in order to create service
category color codes. See thervices Overview section of this User's Guide for
instructions on creating service categories.
1. CHick theAdd button.
2. Enter the name of the color code, i.e. Samp Be Service Category.
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. ClHick theOK button.
The Customize Co Bor Codecreen will I appear.
5. Select the type of color code from Type drop-down BistConfirmation Referrall
or Service 1D/Category
6. If it's €onfirmationse Bect tieConfirmation typefrom the drop-down BRist. This i
is popu B ated based on your confirmation settings.
7. 1T it's eferrallseBect theReferrall typefrom the drop-down Bist. This Rist is
popu Bated based on your referrall settings.
8. If it's &rvice ID/Categoryc lick thé&e Bectbutton.
9. To add a singBe service, type in t8ervice IDor clidearch and select the service
from the Bist.
10. CHick theAdd button.
11. To add &ervice Category c Bick on the service category and ¢ R .
12. Foll B @teps 3-13 from the Standard Co B or Codastructions.
13. CHicbK when finished.
14. Repeat Steps 1-13 for eachCustom Co Bor Code
Color codes may over Bap, i.e. open tickets, checked in, and a service category. The colBor wil
change on the Appointment Book screen based on priority.

&

3. Edit the Appointment Co B or Code Priority for Open Tickekgtion.

a.

b.

C.

The highest priority Bevell will B determine the co B or code for open tickets orAfipointment
Book screen.
Increase and decrease the priority of the fol Bowing with thidncrease PriorityandDecrease
Prioritybuttons:
1 Confirmation Type gives priority to the type of appointment confirmation used on ticket
1 Referrall Typegives priority to the type of referrall used on tickets
1 Service ID/Category gives priority to the type of service ID or service category on the
ticlet
1 Checked In : gives priority to tickets that are checked in
1 Open Tickets : gives priority to open tickets
If a ticket is Backing a higher priority, i.e. if a referrall type was not used, then the co lor codi
the next highest priority wil B be used.

4. Edit the Emp B oyee and Resource Co B or Codes and Appointment Book Order section.

" aop oW

=
h

. HighBight the emp B oyee to change.

CHick theditbutton.

. IT this is the First time editing the emp B oyee, the Edit Name screen will B appear.

Enter a collor code name and c B0& to continue.

The Customize Emp B oyee Co Bor Codescreen will B appear. There are two tabs:
1 Generall
1 Appearance and Colors

Sellect theGenerall tab.

. Ifyouwoulld Nike to change the name of the color code, c BiciCtiznge Name button.

There are four options pertaining to the emp B oyee(s) that the color code can by app lied to:
1 App Ry this collor code to all B emp Boyees/resouapgly the color code to all 1
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emp B oyees/resources on the appointment book
1 App By this color code to on By this emp Boyee/resourapp By the color code to onlly t
emp B oyee/resource se Bected
1 App Ry this collor code to onlly the fo Il Bowing category of emp B oyee/resppy the
color code to a specific emp B oyee/resource category se Bected from the drapwn Bist
1 App Ry this color code to onlly the foll Bowing emp B oyees/resoaped y the collor cod
to emp B oyees/resources that are se Bected by the user
i. Select theAppearance and Co lortab.
J. Sellect from the foll Bowing two options for co B or schemes:
1 Use Defau Il t Base Co Bochoose preset co Bor options from a dregown Rist
1 Use Specific Base Co B orchoose a specific color from tiree different dregown Rists:
Custom, Web , andSystem
k. Sellect &ont name for theleader from the drop-down HBist. This Bist comes from the fonts
available on your specific computer.
I.Select &ont sizefor the header. 6pt is the small Best availlab Be size,2dptt is the Bargest
available size.
m. Use the Mowve Up and Mowve Down buttons to change position of seBected emp B oyee on the
Appointment Book .
n. CHichK to return to tdppointment Book Options screen.
5. CHicbK to sawve the clanges and return to thieAppointment Book screen.

Appointment Book Printing Owverview

The appointment book can be printed in a variety of formats to fit business needs.

1 Standard Schedulle
1 Dailly Schedulle

1 Week By Schedu lle

1 Monthly Schedu e
1 Callendar Summary
1 Memo
1 TriFold

Standard Schedu e se Bectingtandard Schedu Beprints emp Boyee and resource schedu Bes in a grid
showing the working hours, c Bient, ticket ID, service ID, and service description.

1. Select tidDay, Week , orMonth wview. If you seBecteday, allso seBect the number of days to disple

Click theOptions button.

Chick thePrint Appointment Bookbutton under the Printingsection.

The Select Printing Methodcreen will | appear.

Selecttandard ScheduBeand cHidK .

The Print Appointment Book Optionsscreen will I appear.

In the Standard Schedu B esection, seBect from the fo I Bowing choices:
a. Print emp Boyee and resource schedu Bes: print the full B schedu Bes inc Buding times that are of
b. Print emp Boyee and resource schedu Bes without openings: print the emp B oyee and resource

~No ok, WwWwN

Chapter 7: Appointment Book - Page 10 / 35



10.
11.
12.
13.

14.

Chapter 7: Appointment Book

scfiedu Bes without openings to sawve space wien printing.
c. ExcRude norworking days : does not print emp B oyees on the days they have schedu Bed off.
d. Start each day on new page: each day starts on a new page.
e. Start each emp B oyee or resource on a new page: each resource and/or emp Boyee will B be
printed on a new page.
f. Items to inc Bude in printou€ Bient address, notes,-mai l, and primary pione number

. Sellect from the fol Bowing choices in Date Range section:

a. Base date range on seBected date range from appointment book the date range to print is
based on what you hawve se Bected in Step 1.
b. Specify date range select a specific start and end date for the schedu le to print.
In the Emp B oyees and Resources to Printsection you can se Bect wiich emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
The Time Range section is grayed out and not availlab e fdtaadard Schedu Bese Bection.
The Co B osection is grayed out and not available fdtadard Schedu Bese Bection.
Click tePrintoutton.
The Printing Optionscreen will I appear. You can c RickAment Previewbutton to view what will B b
printed.
Select the printer and range of pages to print and c idPifathutton.

Dai By Schedu Bese Bectin@ai By Schedu Beprints the emp Boyee and resource schedu Bes according to a day at
a time.

1.

~NOo ok wWwN

10.

Select tidDay view and select the number of days to disp Bay.
Click th@ptions button.
Chick thePrint Appointment Bookbutton under the Printingsection.
The SelBect Printing Methodcreen will B appear.
Selecailly Scheduleand c BidXK .
The Print Appointment Book Optionsscreen will B appear.
In the Dai Bysection, you can select from the fo l Bowing choices:
a. IncBlude bBank notes areathis will B inc Bude an area for b Bank notes on the printout so the
emp B oyee can hand write in notes.
b. IncBude Rined notes aredthis will B incBude an area for Bined notes on the printout so the
emp B oyee can hand write in notes.
c. Include date header area: this will I inc Bude a date feader on the printout.

. Sellect from the foll Bowing choices In Bate Range section:

a. Base date range on the se Bected date range from appointment book the date range to print
is based on what was seBected in Step 1.
b. Specify date range choose a specific date range between the date ranges current By selected in
Step L
Select from the fol Bowing choices In Tme Range section:
a. Print entire day print the entire day’s schedu Re.
b. Specify time range: choose to print a specific time range from the day.
In the Emp B oyees and Resources to Printsection you can se Bect wiich emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
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In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
co Bor, or monocfrome.

Click thePrintbutton.

The Printing Optionscreen will B appear. You can c RickRment Previewbutton to view what will B D
printed.

Select the printer and range of pages to print and c idR e tbutton.

Week By Schedu Be : seBectindieek By Schedu Be prints the emp Boyee and resource schedu Bes according to a
week at a time.

1.

~No ok WwN

10.

11.

12.
13.

Select theleek wiew.

Click tieOptions button.

Chick thePrint Appointment Bookbutton under the Printingsection.
The Select Printing Methodcreen will | appear.

SeBectieek By Schedulle and clidK .

The Print Appointment Book Optionsscreen will I appear.

In the Week By section, you can select from the fo I Bowing choices:

a. Pages per week : selBect how many pages per week you wou ld Bike the appointment book
information printed on. SeBectidgpage per week formats the information to fit on one printed
page for each week.

h. Layout stydelect from the foll Bowing choices:

i. Day wview : this disp Bays the appointment book information as one day at a time.
ii. Week view : this disp Bays the appointment book information as a week at a time.
iii. Month view : this disp Bays the appointment book information as one month at a time.

c. Check or uncheck the fo I Bowing boxes as desired:

i. IncBude bBank notes areathis will B inc Bude an area for b Bank notes on the printout so
emp B oyee can hand write in notes.
ii. IncBude Bined notes areahis will I inc Bude an area for Bined notes on the printout so 1
emp B oyee can hand write in notes.
iii. Inc Bude date header area: this will B inc Bude a date header on the printout.

. Sellect from the fol Bowing choices in Bate Range section:

a. Base date range on the se Bected date range from appointment book print the date range
based on what you seBected in Step 1.

b. Specify date range select a specific date range between the dates se Bected iStep 1.
Select from the fol Bowing choices in fieme Range section:

a. Print entire day print the entire day"s schedu Re.

b. Specify time range: choose to print a specific time range from the day.
In the Emp B oyees and Resources to Printsection you can se Bect which emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
co Bor, or monocfrome.
Click tePrintbutton.
The Printing Optionscreen will B appear. You can c RickRment Previewbutton to view what will B D
printed.
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Select the printer and range of pages to print and c idPifathutton.

Month By Schedu Be se BectinglonthBy Schedu Beprints the emp Boyee and resource schedu Bes according to
a month at a time.

1.

~NOo ok wWwN

10.

11.
12.

13.

Select theMonth wiew.

Click th@ptions button.

Chick thePrint Appointment Bookbutton under the Printingsection.
The Select Printing Methodcreen will | appear.

SelectMonth By Schedu Beand c BidK .

The Print Appointment Book Optionsscreen will B appear.

In the MonthBysection, you can select the foll Bowing choices:

a. Pages per month : seBect how many pages per month you wou Bd Hike the appointment book
information printed on. Selectifigoage per month formats the information to fit on one printec
page for each month.

b. Layout Sty lect from the fol Bowing choices:

i. 5 weeks per page : this disp Bays the appointment book information as five weeks per page.
ii. One month per page : this disp Bays the appointment book information as one month per
page. It may or may not show the first few days of the fol Bowing month depending on the
formatting.
iii. One month per page exact : tiis disp Bays the appointment book information as one month
per page exactBy. It will I not show the first few days of the next month.
c. Check or uncheck the fo I Bowing boxes as desired:
i. IncRude bBank notes areathis will I inc Bude an area for b Bank notes on the printout so
emp B oyee can hand write in notes.
ii. IncBude Bined notes aredhis will I inc Bude an area for Bined notes on the printout so 1
emp Boyee can hand write in notes.
iii. Inc Bude date header area: this will B inc Bude a date header on the printout.

. The Date Range andTime Range sections are grayed out and not availlab e favidreth By Schedulle

seBection.

In the Emp B oyees and Resources to Printsection you can se Bect wiich emp B oyees and resources to
print by checking or unchecking the appropriate boxes.

In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
co Bor, or monochrome.

Click thePrintbutton.

The Printing Optionscreen will B appear. You can c RickRment Previewbutton to view whiat will B D
printed.

Select the printer and range of pages to print and c 1idR i thutton.

Callendar Summary: se Bectinga Bendar Summary prints a Bist of each emp Boyee's and resource's
appointment times, ticket ID's, and description of services.

1.
2.
3.
4.

Sellect theDay, Week orMonth wiew.

Click theOptions button.

CHick thePrint Appointment Bookbutton under the Printingsection.
The Select Printing Methodcreen will I appear.
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SelecCallendar Summary and c BidK .
The Print Appointment Book Optionsscreen will B appear.

. Under the Calendar Summary section, selBect one of the foll Bowing choices from Rige break mode

drop-down Rist:

None: this se Bection adds no page breaks wien printing the ca Bendar summary.

Day : this se Bection adds a page break after each day when printing the calendar summary.

. Week : this seBection adds a page break after each week when printing the ca Bendar summary.
Month : this se Bection adds a page break after each month when printing the ca Bendar summary.
. Year: this seBection adds a page break after each year when printing the calendar summary.

P00 T

. Check or uncteck the fo I Bowing boxes as desired:

a. Include date header area: this will B inc Bude a date feader on the printout.
b. Inc Bude emp Boyee and resource off times this will I print emp B oyee and resource off times. Do
not check to sawve printing space.
Select from the fol Bowing choices in Date Range section:
a. Base date range on the se Bected date range from appointment book print the date range
based on what you seBected in Step 1.
b. Specify date range select a specific date range between the date ranges se Bected iftep 1.
The Time Range section is grayed out and not availab e faCatlkendar Summary se Bection.
In the Emp B oyees and Resources to Printsection you can se Bect wiich emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
co Bor, or monochrome.
Click tePrintbutton.
The Printing Optionscreen will B appear. You can c RickRment Previewbutton to view what will B D
printed.
Select the printer and range of pages to print and c 1idR i thutton.

Memo : seBecting/emo prints the emp B oyee and resource schedu Bes in a format showing the ticket
information, and the start and end times of the appointments.

1.

~NOo ok wWwN

Sellect theDay, Week orMonth wiew.
C lick theOptions button.
CHhick thePrint Appointment Bookbutton under the Printingsection.
The Select Printing Methodcreen will I appear.
SelectMemo and clidK .
The Print Appointment Book Optionsscreen will B appear.
Under the Memo section, selBect one of the fol Bowing choices from Rizge break mode drop-down
menu:
a. No extra breaks: this se Bection adds no page breaks when printing the memo.
b. Break after who Be item : this se Bection adds a page break after a wio Be item when printing the
memo.
c. Break after each item : this se Bection adds a page break after each item wien printing the
memo.
Check or uncheck the  Inc Bude emp Boyee and resource off timesas desired.
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Select one of the fol Bowing choices from Rate Range section:
a. Base date range on the se Bected date range from appointment book print the date range
based on what you seBected in Step 1.
b. Specify date range select a specific date range between the date ranges se Bected iftep 1.
The Time Range section is grayed out and not availablle fadete selBection.
In the Emp B oyees and Resources to Printsection you can se Bect which emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
color, or monocfrome.
Click tePrintbutton.
The Printing Optionscreen will B appear. You can c RickRment Previewbutton to view wiat will B by
printed.
Select the printer and range of pages to print and c idR il tbutton.

TriFo Ldse Becting riFo B grints the emp Boyee and resource schedu Bes in a format that can sfow the day's
schedu Be, the week's schedu Be, and the month's schedu le all B on the same page.

1.

~No ok wWwN

10.
11.

Sellect theDay, Week orMonth wview.

Click tieOptions button.

Click thePrint Appointment Bookbutton under the Printingsection.

The Select Printing Methodcreen will | appear.

Selec@iriFol@dnd clidK .

The Print Appointment Book Optionsscreen will I appear.

Under the TriFo Bdection, select one of the foll Bowing choices from ithayout sty bHeop-down Rist:
a. Page per emp Boyee : this se Bection prints one page per emp B oyee and resource.
b. Page per date this seBection prints one page per date.

. The Left sectiomi B B show the information to print on the Beft third of the page Midd Be section

will B show the information to print on the midd Be third of the page. Reght sectionwill B show the
information to print on the right third of the page.
Select one of the foll Bowing choices for ktfeft sectigidd Be section andRight section from the
drop-down Rist options:
. Dailly this seBection will B print the daily schedu Be on the appropriate third of the page.
Week By : this seBection will I print the week By schedu Be on the appropriate third of the page.
. Monthly: this seBection will B print the monthly schedu le on the appropriate third of the page.
Year By this se Bection will B print the year By scfedu B e on the appropriate third of the page.
B B ank notes area this se Bection will I print a b Bank notes area on the appropriate third of ti
page.
f. Lined notes area this seBection will B print a Bined notes area on the appropriate third of the
page.
Check the Inc Bude date fheader area box i desired.
Select from the foll Bowing choices in Date Range section:
a. Base date range on the se Bected date range from appointment bhook print the date range
based on what you seBected in Step 1.
b. Specify date range select a specific date range between the date ranges se Bected iftep 1.

® a0 oW
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13.

14.

15.
16.

17.
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Select from the fo Il Bowing choices in ieme Range section:

a. Print entire day print the entire day"s schedu Re.

b. Specify time range: choose to print a specific time range from the day.
In the Emp B oyees and Resources to Printsection you can se Bect which emp B oyees and resources to
print by checking or unchecking the appropriate boxes.
In the Co B osection, select if you woulld Rike to print the appointment book information in graysca
color, or monocirome.
Click tePrintbutton.
The Printing Optionscreen will B appear. You can c hickRment Previewbutton to view wiat will B by
printed.
Sellect the printer and range of pages to print and c lidR il thutton.

Printing and Viewing Future Appointmentsl ook up and print future appointments for a c Bient. There ¢
two ways to print or view a c lient's future appointments.

1.

2.

On the receipt. See the Options - Hardware Setup Tab section of theOptions Owverview for full ll
receipt printer setup instruction.
CHick on théT oo Bdrop-down menu.
SelecOptions.
. CHhick thdlardware Setup tab.
CHick theConfigure Receipt Printerbutton.
Edit yourText Settingsto inc Buddpcoming Appointments .
. CHhichK to sawve the changes.
When wviewing c Bient information.
a. Clhick teC Rient Infutton/icon or se Bedtiew C Hient Informatiofrom the C Bientsirop-down
menu.
Select the cHient from the Bist.
. CHick thePurchase History button.
Click theldpcoming Appointments tab.
ClicPrint
. CHhick¥es orNo to print entries with or without IDs and prices Bisted.
g. CRicbK when Finished.

~° 205w

- 220Z

Printing and Viewing Past AppointmentSallon Iris stores old client purchase history for records and
marketing purposes.

1.
2.
3.
4.

Chick theC Rient Infautton/icon or se Bedtiew C Bient Informatiofrom the C Hientslrop-down menu.
Select the cHient from the Bist.
CHick thePurchase History button.
Depending on the situation, seBect one of the fol Bowing tabs:
a. Previous Productsall I previous products purchased.
b. Previous Services all B previous services purchased.
c. Previous Other: shows tickets containing otfer transactions Bike gift certificates, product
returns, etc.
d. No Shows : a Rist of no shows.
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e. Cancelledclient ticlkets that hawve been cance led.

f. Voided: client tickets that hawve been voided.
ChicPrint
CHickes orNo to print entries with or without IDs and prices Risted.
CHicbK when finished.

Appointment Confirmations Owverwview

Creating an Appointment Call I: kastly create a c ient upcoming appointment call I Rist. This can [
to not only remind c lients of their appointments, but to confirm that they will B be coming in.

1.
2.

S 00N O W

CHick theéTickets button/icon or se Be€dit Ticketsfrom the Tickets drop-down menu.
Male the appropriate search se Bections:
1 Set the StatusasOpen
1 Edit the appropriateDate Range seBection
C Rick theCustomize View button.
The Customize View screen will B appear.
In the Availlab Bection, click adblient Cell 1 Phamd c Rick thddd => button.
In the Availab Baction, click ablient Home Phone and clickdd =>.
In the Availab Bection, click on t€ Bient Work Phone and c Bidkdd =>.
CHhicbK .
The phone numbers wi I B now appear on the Tickets screen. Your receptionist can now call I each c i
and then edit the ticket and record the confirmation type in theGenera l section.

Appointment Confirmations appointment confirmations Bet your emp B oyees know that the c Bient has
confirmed that they will B be in. Th€onTfirmed fieBd identifies the person or method used to confirm the
upcoming appointment. It's Bocated on facket Informationscreen on the Bower- Beft corner.

1.

Add or edit a ticlet to bring up tificket Informationscreen.

2. Mowe to the Genera ll section.
3.
4. Adrop-down Rist is initiall By set with the fo Il Bowing choices:

Click on the down arrow in theConfirmed field.

1 Phone (Direct)
1 Phone (Answering Machinge)
1 In person
1 E-mail
Sellect how the appointment was confirmed.
The Confirmed Rist can be customized to inc Bude different or additionall options by performing th
foll Bowing steps:
. Click theedit button to the right of ti€onfirmed field.
The Confirmation Typesscreen will I appear.
. Click theAdd button.
Type in the new name of the confirmation type, i.e. Text Message.
CHick theOK button.

® 00 oW
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T. Repeat Steps ce for each confirmation type that you woulld Rike to add.

g. You can click on a confirmation type and use Mowve Up andMowve Down buttons as needed
to reorder the Bist. The top entry in the Bist of choices in @@nfirmation Typesscreen will 1 be
the defau I t entry on youTicket Informationscreen. It's recommended that you use a (b Bank)
entry as the top entry to keep the defaul t bBank until further notice.

h. CHicBK when finished.

Continue editing your appointment ticket as needed and c Bidchedu Be/L_eave Open to save the
ticlet.

Cance led Appointments if a cRient is reminded of their appointment and cancells, or call Is directly 1
Cance led appointments may be moved to another date if the c Bient Hikes, or they can be cance Bed outrigh

1.

g b wWwN

Open the c Bient's appointment ticlet.
Click theCance button.

The Cancell Ticketcreen will I appear.
Enter a comment if desired.

CHhichK .

Tickets Owverview

Tickets track all 1 of the-dayday salles and returns of your business. Tickets contain information on
sciedu Bed appointments and a comp Bete history of previous appointment activity. ARl ticlets in your
database, open, c Bosed, voided, etc., can be disp Bayed in the center of Thekets screen.

To access the Tickets screen, c Rick théTickets button/icon, or se BeEdtit Ticketsfrom the Tickets drop
down menu.

Tickets Screen: the tickets screen can disp Bay the fol Bowing tickets:

1.

~N o ot~ W

Open : these are Bists of appointments for services schedu Bed, but not yet performed. Open ticlkets ma
allso contain products.

Closed cBosed tickets are used wien callculating reports, such as totalls, commission, top spending
clients, etc. A closed ticket is the record of the service rendered or product purchased.

Cance I ed appointments that have been created and saved, and then Bater canceled.

Voided: appointments that have been created and saved, and then Bater voided.

No Show : appointments that hawve been created and saved, and then Bater marked as &No Show .

AL Hisplay al I tickets. It is not recommended to digoM®gclets overAl I dates

Time BB ocks because time b Bocks are saved as tickets, you can view schedu Bed time b B ocks on the
Tickets screen. This can be e Bpfull when de Beting recurring time b B ocks.

The defau B t ticket information disp Bayed inc Budes the fo I Bowing information:

1 Ticket ID: a tracking number automaticall By assigned when a new ticket is added
1 Date Schedu Bed/Date C I osed date of the schedu Bed appointment

1 Description: description of the schedu Bed service

1 Price price of the schedu Bed service(s) and product(s) (open tickets only)

1 Start Time the schedu Bed start time of the appointment
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1 Last Name the Bast name of the client
1 Emp Boyee Name : the emp B oyee schedu Bed to perform the service
1 Totaltotall of the closed ticket (c Bosed tickets only)

Adding or Editing a Ticket

1.

w

5.
6.

Click theAdd Ticket button or seBecdd New Ticket from the Tickets drop-down menu to add a
ticket, or fighlight the ticlket to edit and c Rick kit Ticketbutton.

The Find CHRiendcreen will B appear.

Select the cBient and c Bkck

The Ticket Informationscreen will I appear. It is divided into these key sections:

a. Ticket Informationinc Budes the date schedu Bed, date created, ticlket ID, status, and comments

b. CHient Informatiomc Budes the c Bient name, picture, ba Bance, and buttons that you can use
View previous purchases, notes, and other information about the c Bient.

c. Appointment Detai I sinc Budes the emp B oyee performing the service, times, products, pricing,
tax, bacfkbar, quantity purchased, quantity used, and any discounts, inc Buding coupons.

d. Generalk incBudes gift certificate, gift card, created by, confirmation, and referrall informe

e. Totalsncludes app Ricable taxes, tips, and how much currency and cfange is due.

f. Tender : where you enter the amount of currency received and the tender type. Sallon Iriswill I
callculate the amount of change due.

g. Action buttonsSchedu Be/Leave Open Check Out/C B ose, No Show , Void etc. TheSpecial
button is allso Bocated fere. TBpecia Bbutton brings up a menu that can be used fol_oya ll ty
Points Client Bal anetc.

Enter the appropriate information into the fie B ds.
CHhickchedu Be/Leave Opento schedu Be the appointment ticlket, oiCheck Out/C B ose to c B ose the
ticlet.

Deleting a Ticketa deBeted ticket is permanent By removed from the database. No de Beted ticlket informati
appears in payroll I or totalls reports. You can controll whether or not tickets can be de let@ptSohsct
from the Too Bdrop-down menu and c Rick the Tickets tab. Under the Editing/\VVoiding/De I etirgction,
cfeck or uncheck the AN Bow tickets to be de I ethdx.

1.

A DN

= 00N O O

10.

Click on the ticlket to delete.

Chick thee Bete Ticketbutton.

The Are You Sure?? screen will I appear.

CHick théves button to permanent By deBete the ticket from the database. Once you deBete a ticket fr
the database it is gone forever. You cannot recowver it. However, the ticket's history information coul
still I remain in the database depending on your ticket settings.

SelecOptions from the Too B drop-down menu.

CHick theTickets tab.

CHick theMore Options button.

C Rick thekemowve History for De Beted Tickets Now button.

AR N deleted tickets' histories will B be permanent By removed from the database.

You can allso cfeck or uncheck the Keep ticket history after a ticket is de Betedox. If you uncheck
this box, then from this point onSteps 58 are not necessary after you delete a ticlet, because the
ticket history will I not be kept in the database.
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Searching for Tickets you can search for tickets byDate Range, Status C RientEmp B oyee , Service or
Product or byTicket ID. You can allso vi®ecent Tickets and choose the information to disp Bay on the
Tickets screen.

1. Date Range: all Bows you to search for tickets based on the date range of your tickets.

~® 20T

Today’s tickets view today's tickets.

Yesterday : view yesterday's tickets.

Tomorrow's tickets: view tomorrow's tickets.

Range: view tickets between a specified date range.

Sing B e Dateview tickets from a sing e date.

. Al 1 dategiew tickets from all B days. It's not recommended to chodsd I datandA I dickets.

2. Status search by a ticlet's status, i.e. open, c B osed, etc.

>

\l

a.

- 20T

Open : tickets that hawve unpaid products and services schedu Bed, and tickets featuring services
in progress or not yet comp Beted.
C hosed tickets that have comp Beted services and products purchased and paid for.

. Canceled canceled tickets.

Voided: voided, or no Bonger vallid ticlets.
No Show : cBient no shows.

. AL BRI 1 tickets, incBuding open, closed, and all B cancelled, voided, and no show tickets.
g.

Time BB ocks times that emp B oyees are unavailab e to take appointments.

CHiententer any part of the c BHienFist name and/orL_ast nameunder the Search section.
Emp B oyee: seBect an emp Boyee from the dropdown Bist under theSearch section.

. Service or Productenter part or all 1 ofSdivice orProductname in the Description field under

the Search section.

Ticket ID: if you know the ticket ID that you would Rike to Book up, enter it inRiad by ID fielld.
Recent Tickets: seBect one of the recent tickets from the dromlown Bist.

Disp B ay show the ticket information Bist as BetaiBedor aSummary view.

a.

b.

Detai Bed shows the foll Bowing information:

Ticket ID

Date Schedu Bed

Description

Price

Start Time

Last Name

Emp B oyee Name

Comment

Summary : shows the fo I Bowing information:
1 Ticket ID

1 Date Schedu Bed

1 First Name

1

1

1

Last Name
Client Home Phone
Client Work Phone
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1 Chient Cell 1 Phone
1 Total
c. You can select to show more information in the ticketPetai BedorSummary table by
performing the ol Bowing steps:
i. Choose either DetailedorSummary .
ii. CHick theCustomize View button under the General Optionssection.
iii. The Customize View screen will I appear.
iv. Use the Add, Remowve , Mowve Up, andMowve Down buttons to organize the desired fie B ds
of the Se Bectedco Bumn.
v. CHicDK when finished.
9. Quick Show : all Bows you to view the foll Bowing tickets:
a. Today's Open tickets.
b. Today's C B osedickets.

Printing Ticketsyou may print recent By viewed tickets from theTickets screen by going to the Find Ticket
section, selecting a ticket from the dregown menu, and then c Bicking the Printbutton. You can allso prin
Bist of tickets, as well I as individuall traveler ticlkets for emp Boyees and customers. TrawveBer tickets
c lient notes, past purchases, and otfer important information.

1. List of Tickets
a. CHick theTickets button/icon or se B e€dit Ticketsfrom the Tickets drop-down menu.
b. The Tickets screen will I appear.
c. CHhicCustomize View .
d. Use the Add andRemowve , and the Move Up andMowve Down buttons as needed to make the
desired changes to the Se Bectedsection.
CHick theOK button to return to tiEickets screen.
T. Sellect the appropriate settings in thearch , Date Range, Disp Bay andStatussections to
dispHay the Bist of desired ticlets.
g. CHicka collumn heading to organize the tickets as desired.
h.  CHick thePrintbutton.
i. The Print Formatcreen will I appear.
Jj. SelectMul tip e tickets per paggption.
k. CHick thePrintbutton.
1.The Printing Optionscreen will B appear.
m. Make the appropriate printer and page range se Bections and c Bick tRrintbutton. Whatewver is
disp Bayed on the screen wi Il B be printed.
2. List of Trawveler Ticlets
a. Sellect the appropriate settings in tearch, Date Range, Disp B ay andStatussections to
dispRay the Bist of desired tickets.
h. CHick to highBight one ticlket, or o Id the Beft mouse button down and drag to select any nun
of ticlets.
. Click tePrintbutton.
d. The Print Formatcreen will I appear.
e. SellectTraveler/single ticket per page

(=]
.
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f. You have two options:
i. Printal I padgsswill B print a traveler ticket for all I the tickets on the screen.
ii. Print selBected ticket(s)is will B print a trawveler ticket for the current By highBighted 1

g. Click thePrintbutton.

h. The Printing Optionscreen will I appear.

i. Make the appropriate printer and page range se Bections and c Bick tRrintbutton.

3. Single Trawveler Ticketin be printed from the appointment book, or direct By from an open ticlet.

a. Find the appointment on the appointment book.

b. Right-click on the appointment and se Be€trint Ticketfrom the menu, or;

c. Open a ticket to the Ticket informationscreen.

d. CHick theSpecia Bbutton and se Bed®rint Ticketfrom the menu.

Ticket fistory: each created ticket has a Bog that automaticall By records when the ticket was created, edit
and deBeted. This Bog is referred to as thacket History. The ticket's history can be accessed by c Bicking the
History button in the bottom Beft corner of Ticket Informationscreen. The Ticket History can record
which emp B oyees made the changes to the tickets if you use Emp B oyee Passwords with the option to
Remember what emp Boyee is Bogged in . Ticlket history of de Beted tickets can be viewed i tikeep ticket
history after a ticket is de Betedption is se Bected. See theOptions Overview section of theWe B come
chapter for more information.

1. If you don"t remember the de Beted ticket ID, you can find it in tctivity Log
SellectActivity L.dgom the Too Bdrop-down menu.

CHick theTickets button/icon or se Be€dtit Ticketsfrom the Tickets drop-down menu.
Locate thd=ind by ID fieBd under theFind Ticketsection.

Enter the ticket ID in the Find by ID fiell d.

Hit the Enter key on the keyboard.

The Ticket Not Found. View History®reen will I appear.

CHhiclYes to view the ticket history.

0o ~NOoO Ok Wi

Ticket Information Owverview

The Ticket Informationscreen can be accessed by adding or editing a ticket. TheTicket Information
screen holds all I of the information about a c Bient's appointment or a product being purchastbicie
Informationscreen serves severall purposes:

1 It contains the appointment schedu Bing information

1 It detaill's products and services associated with the specific appointment

1 It tracks al B personnell, costs, taxes, discounts, coupons, tips, gift certificates, etc. assc
with the appointment

1 It tracks payment information and call cul ates clange

1 The information wil | be printed as a customer receipt

Ticket Information this section is Bocated in the uppell eft corner of ticket Informationscreen.

1. Enter the scfedu Bed appointment date in the Date Schedu Bed fieBd. The defaull t date will I typical
today. You can change the date in the fo I Bowing ways:
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Type the date direct By in the information box.
Use the down arrow to the right of the box to access a drop-down calendar for date se Bection.

2. If this appointment is going to be a recurring appointment, c BickReeurring Appointment button.

a.
b.
C.

The Recurring Dates screen will I appear.
CHick theAdd Mu ll tip Be Datdsutton.
Enter the Start datén the Start of Recurrenceection. You may enter your choice directly, or
use the arrow to bring up a callendar to select the date.
Select one of the foll Bowing choices from Erd of Recurrence section:
1 End after |__| occurrences : hawve the schedu Be end after a specific number of
appointments
1 End on or before: end on a specific date
Choose from the fol Bowing in thkecurrence section:

i. Daillyschedule the appointments in intervalls over a specific number of days. This will
cause the heading for the section to the right to change toDai Byand produce the Every
fiel d for entry of the desired intervall in days. Enter in how often the recurrence shoulld b
i.e. entering 3 in the Every field will I produce an intervall of an appointment to recur
days.

ii. WeekBy : schedule the appointments in intervalls of a specific number of weeks. This will I
cause the heading for the section to the right to change toWeek By . Check the day(s) of the
week that you wou ld Hike to hawve this appointment recur on. Enter the number of weeks
between appointments in the Ewery field, i.e. entering in the Every field and checking
Tuesday wou B d schedu Be this appointment for every other Tuesday.

iii. MonthBy: schedu Be the appointments in intervalls of a specific number of months. This wil
cause the heading for the field to the right to clange t&¥onthBy. There are two options
for month By recurrence:

1 Day: the appointment will B be on a specific date of the month for a seBected inten
of months. Enter the date and monthly intervall in the appropriate boxes, i.e. if you
want to scfedu Be for the 5th of every other month, you wou B d enter 5 in the first box
and 2 in the second hox

1 The : the appointment will B be on a specific day of a specific week of the month for &
selected intervall of months. Use the dregown entries to make the week By and dailly
selections in the first two boxes, and then enter the monthly intervall in the Bast k
i.e. seBectinghird in the first boxFridayin the second box, and the number 2 in the
B ast box wou B d produce a schedu Be of appointments on the third Friday of every ot
month

Use the Test button Bocated in the Bower, Beft to view the schedu Be you created.

. When you hawve comp Beted the entries c Bick the OK button to return to tRecurring Dates

screen.
CHicbK again to return to tificket Informationscreen.

. A ticlet with recurring appointments shou Bd be schedu Bed via theSchedu Be/Leave Openbutton.

Do not click the€heck Out/C B ose buttonto c Bose a ticket wen the ticket inc Budes recurring
appointments, or the appointments scfedu Bed on recurring dates wi | B be scheduled as c B osed
tickets. Once the recurring schedu Be has been set, the ticket can be c Bosed as normall .

3. Enter any comments in the Comment fielld.
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4. When finished with entering the  Ticket Information move on to the remaining sections of the ticket
or c lick tiéchedu Be/Leave OpenorCheck Out/C I ose buttons.

Client Informatiorthis section is Bocated in the upperight of the Ticket Informationscreen. It is usefull i
adding new tickets, as it all Bows you to Book up previous appointment information to determine c Rient hi
and preferences, i.e. you could press thePurchases button to determine wiat products the c Bient normal |l
purchases.

1. CHhick any of the buttons to view a c Bient’s information.
a. View Infa view the client's information.
b. Edit Infoedit the c Bient’s information, such as address or phone number.
c. Purchases : view the c Bient's previous purchases.
d. Formul a fiistory view the c Rient's formu la notes.
e. Pictures view/take/manage the c Bient's pictures.
2. You can allso click €eange C Hientbutton to select a different c Rient for this appointment.
3. When Finished with entering any  CRient Informatipmowve on to the remaining sections of the ticket
or c lick tiéchedu Be/Leave OpenorCheck Out/C I ose buttons.

Appointment Detai B's this section is the Barge information grid Bocated in the center area ofi tidet
Informationscreen. It contains mull tip Be coBumns for entering detaills and cost information on all 1
and services associated with the appointment.

1. CHickon ti€mp Boyee column. Use the dropdown emp Boyees Bist, and c Rick on the emp B oyee that wil
be performing the service on the ticket. IT the ticket was added from the Appointment Book screen,
the defau It emp B oyee on the ticket will B be the emp B oyee from the appointment book.

2. Mowve to the Startco Bumn and enter the desired service starting time. Salon Iris will B hawve entered,
defau I t, the time the ticket was added assuming an immediate start. IT the ticket was added from the
Appointment Book screen, the default time will B be the time from the appointment book.

3. Mowve to the ID collumn and enter the appropriatProduct IDorService ID. You can move to this and
other points in the fieBd by c Ricking on the desired ce B B with the mouse or by using the arrow keys (up,
down, Beft, right) on your keyboard. If you are unsure of the corre€toduct IDorService 1D, doub e
chlick in tMdD column to reach theL_ook Upscreen.

a. In the Disp Baysection, Bocated in the Bowleft portion of the window, there are choices for
disp Baying the fol Bowing items:
1 Products
1 Services
1 Products and services
1 ALl Products, services, and backbar products
1 Backbar products
1 Packages
1 Coupons

b. In the Show On By section you can seBect to disp Bay items by their product or service categor)
services that can be performed by particu lar emp B oyees.

c. Sellect to sort the Bist inSoet List Bgction

1 Name
1 D
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1 Price
You may enter an ID or a partiall product or service description irseech section. Your search
will B be Bimited to the criteria you've already seBected. C Ddketbutton if there is a previous
entry in this field, or if you do not want this search Bimitation.
With the abowve fields set, Bocate the appropriate product or service. Dout Béck that item to
add it and return to tificket Informationscreen.

. IT the cHient is redeeming aPre-Paid servicg add the item to the ticket by ID or use the Redeem

Pre-Paid Servicebutton just be B ow the appointment detaill's section. CHick the button and th
Select PrPaid Service To Redeem window wi | B be disp Bayed. Once the service to be redeemed
has been added to a ticket, the c Bient'pre-paid serviceitems will B be adjusted to refBect the
new item ba lance.

4. After entries in the Emp Boyee, Start Timg andID coBumns, Salon Iris will I have made automatic
(defau B t) entries in the remaining co Bumns for that row. These entries are based on the information
you entered for the specific product or service. You may change any entry item by moving to the
appropriate box and entering the new information.

a.

b.

-~ " 20

Mins : the time, in "mins.” that the se Bected emp Boyee normal By takes to perform that service.
Type: coulld be any of the fol Bowing:
1 P product
1 S service or service setup time
X: service processing time
F service finish time
E: resource Binked to a service
R: product return (add to inventory)
D: product return (do not add to inventory)
\/ service return
G: gift certificate purchase
L. Boyall ty points reward
M : mu I titicket checlout
C. client credited
T. amount due transferred to c Bient's balance
1 N: note or comment
Description: the product or service description.
Price the price of the product or service.
Tax the taxab Be status of the product or service (a checked box means the item is taxablle).

. Backbar: the cost of products used in performing a service.

g. Qty Purch quantity purchased, or the number of products or services being purchased under

that specific ID or description.
Qty Used : quantity used, or the number of products or services being used during this visit.

. Discount: the percentage or do I Bar discount being offered for the product or service, i.e. you

be offering a speciall $2.00 or 10% off discount on some items. To enter a percentage discour
use the percentage sign after the numericall val ue.

. Totalthe totall price for the product or service entered under that ID. This will B reflect the t

price Bess any offered discounts.
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k. Commission Based On : tfe price that the emp B oyee's commission is based on. Enter a new
value if the desired commission is different from that Bisted.

5. If there are additionall products or services associated with this appointment, mowve to the second row
of the Appointment Detai B sgrid and continue adding entries. If you are entering a product, or, if t
same emp B oyee is to perform the service, you may start with the 1D column. You may frequent By hawve
mu B tip Be emp Boyees Bisted, as one may perform Haircut and anotfer Full I Collor.

6. When Finisted with entering te  Appointment Detail s move on to the remaining sections of the
ticket or c Hick tichedu Be/Leave OpenorCheck Out/C B ose buttons.

Genera l Informationthis section is Bocated in the N owdeft corner of tRicket Informationscreen.

1. Created by: identifies the person or method used to create the originall ticlet.
a. CHickon the down arrow next t&reated by.
b. Thiswill B produce a dregown Bist that is initiall By set with the foll Bowing cloices:
1 (bBank)
1 Main Desk
1 Walkup
1 Phone In
c. Sellect your cfloice.
d. The Created by Rist can be customized to inc Bude different or additionall options.
i. CHick theEdithbutton to the right of ti€reated by field.
ii. The Created By Types screen will B appear.
iii. CHick theAdd button.
Iv. Type in the new name of the created by type, i.e. an emp Boyee's name.
v. Click theOK button.
Vi. Repeat Steps iikvTor each created by type that you wou ld Hike to add.
Vii. You can click onGreated by type and use the Mowve Up andMowve Down buttons as
needed to re -order the Bist.
Viii. The top entry in the Bist of cfoices will B be the defau l t entry offitiet Information
screen. For this reason, we recommend Beaving the top entry as(b B ank)
iXx. CHicOK when Finished rewvising your Rist.
2. Confirmed : identifies the person or method used to remind a c Bient and confirm an upcoming
appointment.
a. Click on tie down arrow next t&€onfirmed .
b. Thiswill B produce a dregown Bist that is initiall By set with the foll Bowing cloices:
1 (b Bank)
1 Phone (Direct)
1 Phone (Answering Machine)
1 In person
1 E-mail
c. Sellect your choice.
d. The Confirmed Nist can be customized to inc Bude different or additionall options.
i. CHick theEditbutton to the right of ti€onfirmed field.
ii. The Confirmation Typesscreen will I appear.
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iX.
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Click tieAdd button.

Type in the new name of the confirmed type, i.e. Fax.

CHick t1eOK button.

Repeat Steps iiivfor each confirmation type that you woulld Nike to add.

You can click on a confirmation type and use Meowve Up andMowve Down buttons as
needed to re -order the Bist.

The top entry on the Bist of choices will B be the defau l t entry offitlet Information
screen. For this reason, we recommend Beaving the top entry as(b B ank)

CHicbK when finisted revising your Rist.

3. Referralt identifies how the customer heard about the business or why they came in.
a. CHickon tfe down arrow next t®&eferrall
b. Thiswill B produce a dregown Bist that is initiall By set with the fo I Bowing choices:

(b Hank)
Request
Transient
New

New Request

c. Sellect your cfhoice.
d. The Referrall Bist can be customized to inc Bude different or additionall options.

V.
V.
Vi.
Vii.
Viii.

iX.

CHick theditbutton to the right of tiReferralfield.

The Referralls Listreen will I appear.

Click tieAdd button.

Type in the new name of the referrall type, i.e. Magazine Ad.

Click theOK button.

Repeat Steps iikvfor each referrall type that you woulld Rike to add.

You can click on a referrall type and use Mewve Up andMowve Down buttons as needed
to reorder the Rist.

The top entry on the Bist of choices will B be the defau l t entry offitiet Information
screen. For this reason, we recommend Beaving the top entry as(b B ank)

CHicOK when finisted revising your Rist.

4. Redeem : redeem a gift card, gift certificate, or coupon.

~® 205w

IT you know the coupon ID, type that ID under the ID co Bumn.

If you do not know the coupon ID, c Rick tl€oupon button next t&edeem

The Look Upscreen will I appear.

Malke sure the Disp Baysection is set t&oupons.

Doub Be-c ick the appropriate coupon.

. Repeat Steps b-e for as many coupons as you wou ld Rike to redeem on this ticlet.

g. CHicCheck Out/C N ose orSchedu Be/Leave Open to save the ticket as needed.

5. Purchase:

purchase a gift card or gift certificate.

a. For more information on redeeming and purchasing gift cards and certificates, see thdender
Tracking and Transactionshapter.
6. When Finished with entering the Genera B information, move on to the remaining sections of the ticket
or c lick tiéchedu Be/Leave OpenorCheck Out/C I ose buttons.
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Speciall Buttorll ocated in the Bowgight side of the Ticket Informationscreen under the \oidbutton, and
to the right of theNo Show button. TheSpecia Bbutton brings up a separate menu that all Bows the user to
perform a variety of ticket re Bated tasks from c Bearing the entire ticket to checking it for errors.

1. CHick theSpecia bbutton.
2. A menu will B appear with fifteen options:

a.

b.

C.

d.

-h P

Check Ticket : checks the ticket for errors or prob Bems.

De Bete Ticket de Betes the ticket from the database.

Add Ticket to Mu B-fliicket Checkout : adds the ticket to the current Bist of tickets for a mu 1
ticket checkout.

Cancell Ticketcancel's the ticket.

Void Ticket voids the ticket.

. No Show : records the ticket as a no show for the c Hient.

g. Gift Cardbrings up a sub-menu with the fo I B owing options:

m.

n.
0.

i. Redeem Gift Card : redeem an a B ready purchased gift card.
ii. Purchase Gift Cardpurchase a gift card.
iii. Add to Balancadd money to an allready purchased gift card.
iv. Look Up Balance and Historyl ook up a gift card’s current balance and purchase histol
Client Balanoeings up a sub-menu with the fol Bowing options:
i. Use Availlab e Credidse a positive credit to pay for services or products.
ii. Add Additionall Credit/Pay Off Ballaadd to the current positive credit the client cal
spend, or pay off any negative balance that the c Bient owes.
iii. CHose Ticket And Add Amount Due to CHRient’s Ba I acdeose the ticket and add the
unpaid remainder to the c Bient's negative ballance.
iv. Show C Rient's Ba B ancshows the current positive or negative balance that the c Bient ha
with the business.

. Loyall ty Poinfisings up a sub-menu with the fol Bowing options:

i. Redeem L.oya lty Pointsredeem accrued Boyall ty points for a Boyall ty option.
ii. Add Loyalty Pointdd Boyall ty points to the current Boyall ty point balance. For
information onL.oya I ty Poirsts the Marketing chapter.

. Reminders : brings up a sub-menu with the fol Bowing options:

i. Add Reminder for this Ticket : add a reminder to the ticket. This is usefull when originall I
scfedu Bing the appointment, as you can Beawve notes for other emp B oyees.
ii. View Reminders for this Ticket : view any reminders associated with the ticket.
Purchase Gift Certificatpurchase a gift certificate.

.CHaim Tipsc Baim any tips associated with the ticket.

Clear ALl Itoodears all I items from the appointment detaills.

Print Ticketprint a copy of the ticlet.

Print Tip Line Receipprint a copy of the receipt with the tip Bine added. This is typicall By u
with credit card transactions.

3. When finished with using the  Specia Bbutton features, move on to the remaining sections of the ticlet
or c lick tiéchedu Be/Leave OpenorCheck Out/C I ose buttons.
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Closing Tickets Owverview

Closing a Ticket ticket is c Bosed after the product, service, coupon, gift certificate, gift card, and p
information has been comp Beted. A cBosed ticket is a record of services rendered or products purchased.
CHosed tickets are used when reports, such as business totall's, commission, top spending c Bients, etc., are
callcullated.

g~ wWwN -

6.

Open the Ticket Informationscreen from the appointment book, adding a ticlet, or editing a ticket.
Verify that all B the ticket information is correct, and make any necessary changes.

Add any tips if necessary.

Enter the tender Type.

Enter the Tender, or the amount that the c Bient is paying. C HickT@nder = Due button if they are
paying the exact amount.

CHick theCheck Out/C B ose button to c Bose the ticket and record the salles in your totalls.

Closing a Ticket and Rebooking the Appointment rebook the next appointment immediate By after c B osing
the previous service ticlet.

1.

w

9.

10.

Check the Rebook after c Bosinghox in the Bowerright corner and c B ose the ticket as normall, or simp
c lick theCheck Out/C B ose & Rehook  button.

The current ticket that you hawve seBected will B be c Bosed.

The Rebook C Bientscreen will B appear.

Use the Quick rebhook option to select a date that's 1 to 8 weeks from the date of the originall
appointment.

Use Manuall By sellect a date to rebdok choose a specific date from the calendar.

You hawve the option of inc Buding the products and services from the previous ticket or removing them
by cfecking or unchecking the Copy products and services from previous tickeliox as desired.
CHick thekebook button.

. Carefull By read the foll Bowing note on the screen: "The appointment book will B now disp Bay the sell

rebook date. To comp Bete the rebooking process, simp By righitc Bick on the appointment sl ot where you
wou ld Rike to rebook the appointment, then se BecPaste Appointment.”

CHhicbK .

As described in Step 8, simp By rightc Bick on the appointment sl ot where you wou ld Bike to rebook the
appointment, then se BectPaste Appointment from the menu to comp Bete the rebook.

Voiding or Cancelling a Ticlkatvoided or canceled ticket will I not appear in any business totalls or p.
reports, but a record of it will B be tracked. Occasionall By a ticket will B need to be voided or cance led
comp Betelly, and the ticket will B need to be removed from the appointment book. Voiding or cancelling a-
will I close and remove the ticket whi Be retaining a record for certain reporting purposes.

1.
2.
3.
4.

Edit an open ticket.

Click theVVoidorCance button.

The Void/Cancedcreen will I appear.
Enter in any comments and c BicdK .

Edit a CHosed Tickeyou can controll wiether or not a c Bosed ticket can be edited. Se Bpaiions from the
Too Bdrop-down menu and c Bick the Tickets tab. Under the Editing/\Voiding/De B etirsgction, cleck or
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uncheck the AN Bow c B osed tickets to be editsox.

1. CHick theTickets button/icon or se Be€dit Ticketsfrom the Tickets drop-down menu.
Click on the c B osed ticket to edit or do a search to find the c Bosed ticket in question.
Click thEdit Ticketbutton.

The Ticket Informationscreen will I appear.

Click thEdit button.

6. Male the appropriate changes and c Bick the Sawve Changes button.

g b N

Mu B €iTicket Checkout : it is possib Be to cBose mull tip Be tickets on one ticket. This is usefull if you hawve
more c Bients coming in together and want to pay for all B of their services on one ticket. If one or more b
renters is Bisted on the ticlet, you can't do a mudlitiet cfeckout. This is because booth renters receive
payments to their own accounts, and there can on By be one account per transaction.

1. CHick the first ticlet that you would Rike to inc Bude on the-tickticheckout.

2. The ticket shou B d be highBighted once it has been se Bected. This will B be the primary ticket, or the ticlet
that will 1 hold the combined totalls from the secondary tickets. You can usRdmowve This Ticket as
Primary Ticket andSet This Ticket as Primary Ticketbuttons as needed.

3. CHick theSpecia Boutton.
4. SelectAdd Ticket to Mu IGheckout option.
5. If the Question screen appears, c Bickes .
6. Adding a secondary ticlet to the mu Btiiicket checkout can be done in mu Il tip Be ways:
a. Click theAdd Another Ticket by ID button under the Secondary Ticket(s) section. Type in the
Ticket ID number and c BiclOK .
b. CHick theAdd Another Ticket by Browsing button. TheBrowse for Open Tickets screen will I
appear. Sellect the ticket and c BO&k.
c. Sellect an open ticket and c Rick §mecia Boutton. Then seBectdd Ticket to Mu B-fiiicket
Checkout .
6. Repeat Step 5untill all B desired secondary tickets hawve been added.
7. 1T you make a mistake, use the Remowe SeBected Ticket button on theMu B tiTicket Checkout screen.
8. CHick theFinisted button.
9. CHichK .

10. The Ticket Informationscreen for the primary ticket you seBected will B appear. The ba Bance(s) from
secondary ticket(s) you entered wi l B be carried over to the baBance from the primary ticket that you
have se Bected.

11. Close out the ticket as you normall By wou Rl d.

IT you de Bete the primary ticket of a mu Rticket checkout, the secondary ticket(s) that were added will B still |
exist as c Bosed tickets, and as such will I refBect on your salles reporting. Be very carefull wen delletin
that were used in a mu l titicket cleckout.

Taking Deposits on Tickets: some c Bients may prefer putting a down payment or a deposit on a procedure o
service that your business offers. Some businesses require deposits on certain services to ensure the
appointment is kept. Deposits can be made for the full B or partiall amount. Most businesses will B not refi
the deposit if the c Bient does not show up for the sciedu Bed appointment.

1. Take the Deposit : the customer can put down a partiall or full I deposit.
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a. Create a ticket.
Sellect the service that the c Bient is putting a deposit on.
. Set the Qty Used collumn t6 for that service. TiQty PrchcoBumn shouBd be the quantity of
this service that the c Bient is schedu Bing an appointment for, usuall By 1.
In the Tender section, enter the amount of the deposit and the payment type.
CHick theCheck Out/C Nl ose button.
. I the deposit is Bess than the full I amount, Teader Less than Totadkreen will I appear.
g. ClicRecord Amount Due to add the payment to the prepaid service with the remaining
ba lance to the customer.
h.  Next reserve the date of the future appointment.
i. Create a new ticket for the date and time that the c Bient is coming in for the service.
J- Add the service with the deposit to the ticket.
k. The Pre-Paid Availlabdaeen shou Bd appear.
B.CHickes to use the pre-paid service.
m. CHick theSchedu Be/Leave Openbutton.

2. Redeem the Deposit : when the c Bient comes in to hawve the appointment full fill Bed and the service
rendered, the remaining baBance (if any) will B need to be paid.

Open the ticlket for the previous By schedu Bed appointment.

CHhick theSpecia Boutton.

. SelecClient Balantien Add Additionall Credit/Pay Off Ballance

Enter the remaining amount of the c lient's balBance in order to comp Betely pay for the servic

CHhicbK .

. Enter the tender type and amount.

g. CHick theCheck Out/C I ose button.

3. L.ost Depositmost businesses will B not refund a deposit for a service if the c Bient does not show up
the appointment. It's easy to remowve the c Bient's credit for the deposit without Bosing the deposit fre
your totalls.

Edit the cBient and cHick &a B ancdab.

CHick theSet to Exact Va button.

. Enter0 and cHidK .

Enter that the c Bient was a no show for the appointment in thComments section.

CHick thePre-Paid Serviceshutton.

. Sellect the prepaid service to remove and c Hiédit

. CHick theCurrent Quantitytab.

Change the Quantity Availabflield as desired. This will I most Rike By be sei. to

i. CHicbK.

Jj-. CHlicbawveto exit the cRient's fille.

k. Edit the schedu Bed appointment ticket and c Bick tidlo Show button.

o=
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Wait List Owverview

The Wait Listfeature all Bows you to create a RBist of c Bients who hawve no prior schedu Bed appointment €
waiting for the next availlab e emp Boyee. On the wait RBist, you can seBect a specific emp B oyee or the it
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availlab e emp Boyee, and the service that the c Bient is waiting for. You can then mowve the emp B oyee from
wait Bist to an open ticket. To access the wait Bist feature, c Waittik_isbutton/icon or se Be€lit Wait
Listfrom the C Hientslrop-down menu.

There are six options for viewing the c Bients on the wait Rist:

1.

4.

Only show c Bients who are current By in the Bobbsiow on By the c Bients current By waiting at the
business.
Show c Bients who are availlab e todajow c Bients wio are availablle to fill I appointments tode

. Show c Bients who are availlab e tomorrowiow c Bients wio are availlable to fill I appointments

tomorrow.

. Show c lients who are available over a range of dajsw c Bients who are availlable to fil ll

appointments between a set range of days.

. Show c lients who are available on a specific dsapw c Bients wio are availlable to fill I appoint

on a specific day.

. Show all I wait Histed c Hiestdis all B cBients waiting to fill I an appointment.

List Settingsletermine when the software will B automaticall By Book for appointment openings.

. CHhicWait List Settingmder the Generall Optionssection, or seBeckait List Setting&om the

C Lientslrop-down menu.
The Wait List Settingcreen will B appear.

. Under the Automatic Appointment Opening Search Settings seBect when the software shou l d

automaticall 1y B ook for appointment openings:
cance 1 /void/no show a ticlet
deBete a ticket
close a ticket
drag and drop a ticket
1 cut/paste a ticket
CHichK to sawve the settings.

Adding or Editing a Wait List Entry

1.

o Ol W

ClichAdd Entryor select the entry from the Bist and clldck Entry
The Find CRiendcreen will B appear if you are adding a new entry.
Sellect the c Bient you want to add to the wait Bist an®@c Bick
The Edit Wait List Entegreen will I appear.
IT necessary, enter in a comment in the appropriate fiel d.
Under the Wait Dates section, select if the c Bient is waiting for an appointment today or at some
in the future.
1 This cRient is waiting in the Bobby for an appointment today c Bient is current By waiting
a seat
1 This cBient woulld Rike to be booked on the fo I Bowing: d&y c Bient is waiting for a specific
availablle day, and optionall By is availab e every day after the originall date
1 This cBient woulld Rike to be booked on one of the fo I B owing :dtgsc Bient is waiting for ar
appointment on any of the specified days

. Under the Wait Times section, seBect what times the c Bient would Bike to come in for the appointmer
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1 This cBient is availablle for this appointment at anytine Bient is always availablle
1 This client is available for this appointment on By during specifictiiel ient is only
availlab e during certain hours
Under the Services this c Bient is Waiting feaction, enter the ID of the service the c Bient is waiting
for or click on the button next to tiService ID field to bring up tleook Upscreen.
In the same row, if the c Bient is waiting for a particu Bar emp Boyee, seBect the emp Boyee in the
Emp B oyee/Resource box.
Repeat Step 8 andStep 9 for each service the c Bient would Rike to hawve performed.
You can delete a service from th€dit Wait List Entegreen by using the De Bete button, and you car
de Bete the emp Boyee the c Bient is waiting for with theC Beabutton.
CHicbK to sawve the entry to the wait Bist.

Deleting a Wait List Entry

1.
2.
3.
4.

CHick to highRight the appropriate entry.
Clicbelete Entry

The Are You Sure?? screen will I appear.

Clickes to permanent By delete the wait Bist entry.

Moving a Client from the Wait List to an Open Tiaice an appointment opening is availlablle to
service the c Bient, the c Bient can easi By be moved to an open ticlet.

O~ wWwN

6.

Sellect the appropriate wait Bist entry.

Under the Generall Optionssection, c Bidlove to Ticket

The open ticket will I appear.

IT needed, se Bect the name of emp B oyee who is going to perform the service.

Comp Bete any remaining information for the ticket and c Bick gehedu Be/Leave Openbutton.
C B ose the ticket after the service is comp Bete.

Printing the Wait L.istt's occasionall By e Bpfull to print the wait Rist, especiall By if you woulld ik
clients that hawve been waiting for an extended period of time.

1.
2.

0o ~NOo Ok W

C HicCustomize View .

Use the Add andRemowe , and the Move Up andMowve Down buttons as needed to make the desired
changes to the Se Bectedsection.

CHlick theOK button to return to tiait Listcreen.

Select the appropriate option @B ient Booking Availl abi.lity

CHick a collumn feading to organize the wait Bist as needed.

ClicPrint List

The Printing Optionscreen will I appear.

Malke the appropriate printer and page range se Blections and c hiekint

Quotes and Inwvoices Overview

You can create, edit, emaill, and de Bete quotes and invoices for c Bients. Both quotes and invoices can be
accessed by c Bicking theQuotes button/icon, or by se BectiBdit Quotes and Inwvoicesfrom the
Accountingdrop-down menu.
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The Quotes and Inwvoicesscreen can disp Bay quotes and/or invoices according to:

Type: quote or invoice
Status open or c losed
Date Range: today, yesterday, a sing Be specified date, a range of dates, or all I dates

1
1
1
1 Client's Name search specificall By by c Bient name

Adding or Editing a Quote or Invoice

1.

g b wN
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10.
11.

Click theAdd Quote/Inwvoicebutton or select the quote/invoice to edit and cHbiidk Quote/Invoice
The Find CRiendcreen will B appear if you are adding a new quote or invoice.
Select the cBient and c Bkck
The Quote/Invoice Informatiorscreen will I appear.
Sellect theType:
a. Quote: an estimate of cost for services to be performed or products purchased. A quote is not .
bill 1 to the customer.
b. Inwvoice an itemized bil 1 given to the customer detailing the costs of products and services
allready rendered or to be rendered. Your business wi I I expect to receive payment for an invoic

. Sellect theStatus

a. Open : an open invoice is an invoice that the c Bient needs to make payment on. An open quote i
a quote that was sent to the c Bient for review. An open quote can be changed to an invoice at
any time.

b. Closed an invoice is c Bosed wien a c Bient finistes making all I payments on it. A quote is c B«
wien a c Bient has reviewed the quote, but fas decided not to proceed with the purchase.

Select theEmp Boyee or Beave asone.

In the ID co Bumn, type in ti&ervice 1D orProduct IDor doub B<c Rick to bring up tle_ook Upscreen.
Repeat this for each product or service to add to the quote/invoice.

Adjust the Start Timeco Bumn if desired.

Clicbawve.

De Beting a Quote or Invoice

. Use the Search andDate Range options to disp Bay the appropriate quotes and/or invoices.
. CHick on the quote or invoice to delete.

. Click thede Bete Quote/Invoicebutton.

. The Are You Sure?screen will B appear.

CHickes and your quote or invoice will B be permanent By deBeted from the database.

Moving a Quote or Invoice to a Tickgbu may want to move a quote or invoice to a ticket wien a
customer is ready to pay for his or her quote or invoice and finalize the sales transaction.

1.

b~ N

CHick on the quote or invoice you wish to move to a ticket.

Click theMowve to Ticketbutton.

The Ticket Informationscreen will I appear.

Select an emp Boyee if necessary.

Enter the tender amount and c B ose out the ticket as you normall By wou B d, or Scledi Be/Leave
Open to schedu Be the appointment.
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E-mai Bing a Quote or Invoice-mail the quote or invoice to a customer for review.

1.

o Ol B~ WN

7.

CHick on the quote or invoice tomaill .

CHhick thé€-mai I Quote/Invoicbutton.

The E-maillscreen will I appear.

The E-maill Tonformation will B be entered based on the c Bient.

Enter a comment or your business information in the E-maill Fromsection.
CHhickend to send the quote or invoice via-mail .

CHicbK to comp Bete the process.

Printing a Quote or Invoidegefore printing quotes and invoices, the print format must be set up.

1. CHick thePrint Setupbutton.
2. The Quote and Invoice Print Setugcreen will B appear.
3. Modify tfe fol Bowing information to suit your needs:

From: this field shou Bd contain your business information

Comment : any otfer comments you wou ld Rike to inc Bude

Graphic fi Reif you woulld Hike to print a graphic on the purchase order, i.e. a company Bogo,
the Selectbutton to choose the fill I from your computer.

Top: graphic’s distance from the top of the PO

Leftgraphic's distance from the Beft side of the PO

Height : graphic's height

Width : graphic's width

4. CHichK .
There are two ways to print a quote or invoice.

1.

Individual Quote or Invoice

a.

b.

C.

d.

Chick to highRight the quote or invoice.

CHick thePrint Sing e Itebutton.

The Printing Optionscreen will B appear.

Malke the appropriate printer and page se Bections and c Rick tRrintoutton.

2. Quote or Invoice List

a.

b.

-~ " 20

C Hick theCustomize View button.

Use the Add andRemowve , and the Move Up andMowve Down buttons to organize theisp B ay
column.

CHichK to return to thQuotes and Inwvoicesscreen.

CHlick on a collumn heading to organize the Bist as desired.

Clhick thePrint Listtton.

. The Printing Optionscreen will I appear.

g. Male the appropriate printer and page se Bections and c Rick tRrintbutton.
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Tender Tracking and Transactions
maintaining your cash drawer and performing transactions

Cash Drawer Ba B ance Owverview

Sallon Iriswill B controll most cash drawers that interface with the seriall port or USB port on your compt
The cash drawer contro l's can be password protected. See the Password Protectionclapter of this User's
Guide for more information. P Bease visit our website attp://ww.Sall onlris.com//software/adebns/sa ll on
pos-system/ for our current recommendation of cash drawer types. See the Options - Hardware Setup Tab

in the Options Owverview section for detaiBed instructions on setting up your cash drawer.

Cash Drawer Ba B ance and Startuptrack and balance all I currency in the cash drawer. The actuall amou
money, checks, credit cards, and other currencies in the cash drawer may be recorded and compared to the
amount of currency taken in on c Bosed tickets. Each cash drawer ba Bance for each emp B oyee can be recorde
and tracked. Cash drawer ba B ances can be reached by se BectingView Cash Drawer Ba B ances from the Cash
drop-down menu.

You do not need to do a cash drawer ba Bance first thing in the morning or at the beginning of a shift, but
recommended. The starting baBance will I be used wien counting down the drawer for c B osing, or counting
down the drawer at the end of a shift. Most businesses use a set amount for each day's starting ba lance,
i.e. $200.

1. CHhicbpen the Day whichis Bocated under the Generall Options

2. The Open the Day screen will B appear.

3. Enter the starting ba B ance of your cash drawer. Most businesses prefer to have a set amount of money
that they start the day with. This is usua I By done so businesses can make change at the start of the
day, and to have a set baBance that drawers can be counted down to. This baBance will B be the sam
from day to day.

4. Check the box next to When running a new cash drawer ba Bance, automaticall By set the starting
balance to the counted cash vallue of the Bast cash drawer ba B ancd nanr business carries over
the previous nigit's salles to the morning ba Bance. The starting amount in the drawer will B be set to
I ast amount recorded from the previous cash baBance. This is typicall By used when there aren't
rep Bacement drawers used between shifts, or when businesses loBd all B money in the drawer untill a
deposit can be made to the bank.

5. CHicbK to sawve the changes.

Adding Cash Drawer Ba Bance Entries adding cash drawer ba B ance entries is simi Bar to c Hosing out the
drawer at the end of the day. Cash drawer ba Bance entries can be made periodicall By tirougiout the day, or
when changing cashiers. The cash drawer ba Bance entries record the cash amount at specific times of the
day.

1. Click teAdd Ba B ancéutton.

2. If password protection is enab Bed, the cash drawer baBance will B be recorded for the emp B oyee that i
B ogged in. ThSeBect Date and Timecreen will B appear.

Select the appropriate date and time parameters and c Bick €K button.

IT you have booth renters, a popup screen wi B | appear asking if you would Bike to inc Bude them.
Selecties orNo as desired.

Select the computer(s) that you woulld Bike to record the new cash drawer ba Bance for and c HicDihe
button.

o U1 AW
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7. The Cash Drawer BaBance screen will B appear.
8. In the Counted Cash section, enter the number of each type of currency in the cash drawer.
9. The Starting Balan€eld shoulld already be set to your dec Bared starting baBance. If you have
a starting ba B ance, enter the amount that the cash drawer started the day with.
10. Tthe amount of dropped cash will I automaticall By appear.
11. The amount of petty cash and settBed tips will I automaticall By appear.
12. Salon Iriswil I calcullate the reported amount of cash in the drawer and compare it to the counte
in the drawer.
13. The Non-Cash section shows the totall amount of cthecks, credit cards, and other nenash amounts
from c B osed tickets.
14. For a perfect drawer ba Bance, there shou B d be no difference in counted currency and reported currenc
15. CHicbawvewen finisfed.

Record a New Cash Drawer BaBance and C B ose OutSalon Iris enab Bes you to easi By ba Bance your cash
drawer and c B ose out for the day. You can do a cash drawer balance and c Bose out according to date a
time.

1. SeBec€Hose Out & Cash Drawer Ba B ancefrom the Cash drop-down menu.

2. Foll B @teps 2-15 under Adding Cash Drawer Ba B ance Entries

3. After closing the drawer, most businesses fill I out a deposit sBip and take the day's cash and checks
the bank, or they keep them in a safe untill they are taken to a bank or a can be picked up by a bank
service.

The cash drawer Reported Ba Banceshou B d be equall to theCounted Cash in the drawer. The Reported
Balancés equall to thstarting balangelugcalcull ated totall of cash from c B osed nimmistelropped
cash minus petty cash minus sett Bed tipsThe Counted Cash is the amount of cash physicall By in the
drawer. Statussiows if the drawer is ba Banced, owver, or under.

Viewing Cash Drawer Ba Bance Entries and C B ose Out$Sallon Iris does not all Bow you to edit an existing
drawer ba B ance entry. This screen may be used by the business owner or manager to view, de Bete, and add
cash drawer ba Bance entries. We recommend that this screen be password protected.

1. Sellect the appropriatBate Range as desired:
Today: balances recorded today
Yesterday : ba B ances recorded yesterday
Range: balances recorded within a user defined range of days
Sing Be Dateba B ances recorded on a sing Be date
1 AR R datdsalances recorded for all I days
2. CHick on the cash drawer ba Bance entry that you would Rike to view.
3. Click theView Ba 1 anchutton.
4. CHicOK when Finished.

De Beting Cash Drawer Ba B ance Entriesif you happen to accidentall By run a cash drawer ba Bance for the
incorrect day or time, it is easy to recallculate, but it does need to be rerun.

1. Sellect the appropriatBate Range as desired.
2. CHick on the cash drawer entry to delete.
3. Click tieDe Bete BaBanchutton.

Chapter 8: Tender Tracking and Transactions - Page 2 / 2



Chapter 8: Tender Tracking and Transactio

4. The Are You Sure?screen will B appear.
5. Selectes to permanent By delete the cash drawer entry from the database.

6.

IT necessary, you may now rerun the cash drawer ba Bance.

Petty Cash Overview

Petty cash transactions are money taken out of the cash drawer, i.e. if you buy coffee for your emp B oyees,
and money put back in the drawer, i.e. change from the coffee purchase. Petty cash transactions do not
appear in store salles’ totalls, but they do appear in the overall I cash baBance. This feature all Bows yc
misce 1 Baneous money taken out of and put back in the cash drawer. Petty cash transactions can be reacfed
by se BectingView Petty Cash Transactionfrom the Cash drop-down menu.

Adding Petty Cash Transactionyou may record a new petty cash transaction in either of two ways:

1. New Petty Cash Transactionfrom the Cash drop-down menu.

a.

b.

SelectNew Petty Cash Transactionfrom the Cash drop-down menu. IT password protection is
enab Bed, the petty cash transaction will B be recorded for the emp Boyee that is Bogged in.
The Add Petty Cashscreen will B appear.

c. Sellect the emp Boyee from the drop-down Rist.

€.
f.

g.
h.

Sellect a category from the dregown Rist. There are two defau l t choices:
1 Misc. Supp Bies
1 Found Currency
Click theditbutton to add more categories, i.e. a category call Bed "Coffee."
Add a description of the petty cash transaction.
Enter the Type: is cash going into the drawer or coming out.
Enter the amount of the petty cash transaction.
CHichK .

2. Add Petty Cast from the Petty Cash Trackingscreen.
a. Click theAdd Petty Cashbutton.

h. The Add Petty Cashscreen will I appear.

C. Perform Steps ch Risted abowe.

d. CRichK .

Viewing or Editing Petty Cash Transactiorasfter petty cash transactions are entered, you may wish to
view or edit them as needed. This option will B typicall By be used by the business owner or manager to review
incoming and outgoing petty cash transactions.

1.
2.
3.
4.

CHick on the petty cash transaction to view or edit.
Click thEdit Petty Castbhutton.

Male the appropriate changes, or just view the transaction.
CHichK when Finisfed.

De Beting Petty Cash Transactions

1. Sellect the petty cash transaction to delete.
2. CHick theDe Bete Petty Cashbutton.
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3. The Are You Sure??screen will I appear.
4. Confirm your seBection and c Bick ¥ button to permanent By deBete this entry from the database.

Cash Drop Owverview

Sallon Iris all Bows you to record and track cash and check drops. A cash drop is an amount of cash remov
from the cash drawer and p Baced in the safe or sent to the bank for deposit. There is no Bimit on the number
and cash amount of drops you can take. Typicall By, cash drops are performed to remowve excess money from
the drawer to be pBaced in the safe untill the baBance can be reconcilled. Cash drops can be viewed by

se BectingView Cash Drops from the Cash drop-down menu.

Adding a Cash Drop: you may record a new cash drop in either of two ways:

1. New Cash Drop : from the Cash drop-down menu.

©® o0 oW

f

. SellectNew Cash Drop from the Cash drop-down menu.

The Add Cash Drop screen will B appear.

. Enter the amount in cash being dropped.

Enter the amount in checks being dropped.

Select the emp Boyee from the drop-down Rist. If password protection is enab Bed for this featur
the emp Boyee Bogged in will B be recorded automaticall By.

CHlicbK .

2. Add Cash Drop : from the Cash Drop Tracking screen.

a.

b.

C.

d.

CHick theAdd Cash Drop button.

The Add Cash Drop screen will I appear.
Perform Steps ce Risted abowve.
CHhicbK .

Viewing Cash Drop Entries: Sallon Iris does not all Bow you to edit an existing cash drop entr@adidrop
Trackingscreen will B typicall By be used by the business owner or manager to view, delete, and add cash dre
entries. 1t is high By recommended that this screen be password protected.

1. SeBectView Cash Drops from the Cash drop-down menu.
2. AL N cash drop entrieswill I appear in a table.
3. You can narrow or adjust the resu I ts by se Becting the appropriate option fromDaite Range section:

Today
Yesterday
Range

Sing B e Date
Al I Dates

De Beting Cash Drop Entries

1. CHick on the entry that you would Rike to delete.

2. CHlick tiDe Bete Cash Drop button.

3. The Are You Sure??screen will I appear.

4. Confirm your se Bection and c Rick ¥ button to permanent By de Bete the entry from the database.
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Checking Out Owverwview

When a ticket is created it can be saved on the appointment book or c Bosed to record the transaction.
Closing out a ticket records all B salles information, purchase history, tender, and ba B ances. Open ticlet
be viewed on the Appointment Book or on the Tickets screen.

Closing an Open Ticket

1.
2. Male sure that all B ticket information is correct before c Bosing out.

3.

4. Sellect theType of tender from the drop-down Rist. There are six defau It tender types.

\‘

Open a scfedu Bed ticket or create a new one.
Add a tip if necessary with the Edit Tipbutton.

1 Cash

1 Check

1 Visa

1 MasterCard

1 American Express
1 Discowver

. Enter the amount the c Bient is paying in thlender field. IT the client is paying the exact amount, (

Tender = Due .

Sallon Iriswil B calcullate the change.

C lick theCheck Out/C lose button.

IT you are processing a credit card with integrated processing tirough Sallon Iris use tiRrocess Credit
Cardbutton instead of thCheck Out/C Nl ose button.

Sp Bit Tenderscustomers hawve the option of sp Bitting their payments between different tender types, i.e. a
customer may want to pay part by cash and part by credit card. To sp Bit tenders usSphll itutton in the
upper - Beft portion of filender section.

1.
2.

3.

4.

Click theSp Bitutton on the open ticlet.
The section name will B change tdender (Sp Bit Paymentand there will B be two sets of tender entry
fields. ThéSp Bitutton name will B change ®ing B guse this to return back to sing Be tender payment.
Make the appropriate Type 1 and Type 2 tender entrigs, i.e. if the totall was $50, and the customer
wants to pay $20 cash and a cfeck for $30:

a. Enter Cash for theType 1 field and $20 for fiender 1 fiel d.

b. Enter Check for theType 2 field and $30 for fiender 2 fiel d.
Close the ticket as you normall By woulld.

Tender Types : tender types can be added or modified as needed to suit the needs of the business.

1.

o Ok WN

SelecE&dit Listfrom the Tickets drop-down menu.
SelectPayment.

The Payment Types screen will B appear.
Click theAdd button.

Enter the payment type.

CHhicbK .
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Repeat Steps 4-6 for each payment type that you would Rike to add.

Use the Edit, De Bete, Add BB anfMowve Up, andMowve Down buttons as necessary to organize the
tender types.

CHicbK when finished.

Change : Sallon Iris automaticall By callculates the change for all B transactions after the tender amol
entered. There are five defau l t change settings:

1 Cash
1 Visa

1 MasterCard
1 American Express
1 Discowver

Change Types : users can edit and add change types depending on business needs, i.e. using return gift
cards or store credit for returns without receipts or excessively Bate returns.

1.

9.

0O ~NOoO O b wiN

SelecEdit Listfrom the Tickets drop-down menu.

SelectChange .

The Change Types screen will B appear.

CHlick theAdd button.

Enter the change type.

CHhicbK .

Repeat Steps 4-6 for each change type that you wou Bd Rike to add.

Use the Edit, Dellete, Add B B ankMowve Up, andMowve Down buttons as necessary to organize the
change types.

CHichK when Finisfed.

Tips Owverview

Emp B oyees may ¢ Baim tips on an open ticket. Two types of tips exist:

1.

Direct Tip a tip given direct By to the emp B oyee. The tip amount does not appear on the c Bient's rec
The tip amount is reported in payrol B for reference, but is not inc Buded in the payrol I total. fo
payrol I taxes for the tip amount are callculated and app Bied to payroll I.

. Withhe Bd Tip: the tip is withie Bd until the tip is settBed. A withie Bd tip may be settled at the end o

emp B oyee's shift by giving them cash from the drawer, or they can be fie Bd and sett Bed by running
payroll I. Withhe Bd tips appear on the c Bient's receipt and in your totall's reports. Withe Bd tips an
sett Bed tips shou B d be equall by the time payrol B is calculated. Payroll I taxes are app lied to
tips.

Adding Tips an emp Boyee may c Baim a direct or withe B d tip on an open ticlet.

1.
2.
3.

Add or edit a ticket.

The Ticket Informationscreen will I appear.

CHlick thedit Tipbutton Bocated in €ieota Bsction of theTicket Informationscreen, or c Rick the
Specia bbutton and seBeak B aim Tips
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9.

10.
11.
12.
13.
14.
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The CHaim Tipcreen will B appear.
In the C Raimsection, enter the amount of the tip in teAmount fielld.

. Sellect the appropriate tip type in téithho Bding Type section.

1 Direct: cash is given direct By to the emp B oyee
1 Withhe Bd : tip payment is made with some tender otfer than cast, and the emp B oyee receives no
direct tip from the c Bient
CHichK .

. The Tips CHaimedscreen will B appear with a Bist of all I emp B oyees shown on the ticket with the

corresponding tips.

IT more than one emp B oyee performed services on the ticket, c Rick the Add button to add tips for
additional emp B oyee(s).

Sellect the emp Boyee and c Hi€K .

Repeat Steps 57 to add the tip for the other emp B oyee.

Repeat Step 8 for each emp B oyee that you wish to add a tip for.

CHlick theOK button to return to tEicket Informationscreen.

Close the ticket as normall to record the salle.

Settling Tipd a tip is withhe B d, it is not given to the emp Boyee untill the tip is settBed. Settling tips
dailly basis will | subtract from the amount of cash expected in your cash drawer wien you run a c B ose
out/cash drawer ba Bance at the end of the day. IT you take money out of the cash drawer for an emp B oyee's
tip, be sure to sett e the tip or at the end of the day, or your drawer will B be shown as being under. AR K ti
can be viewed by c Ricking the Tips button/icon, or by se BectiBdit Tipsfrom the Emp B oyees drop-down

menu.
1.

2.

From an Open Ticket: from a ticket being edited.
From the open ticket or ticket to be edited, c Bick tdit Tipbutton.
The Tips CHaimedscreen wil B appear.
tigh Bight the tip to edit.
Click théEdit button.
The CHRaim Tipcreen will I appear.
. Male sure that the tip type is Withheld .
g. CHick theSettle This Tip Nowutton.
h.  Giwve the emp Boyee the appropriate amount of cash.
i. The settBed tip will B appear in the payrol I calculations for reference. It will I not be ad
emp Boyee's income, but payroll B tax deductionswill B still B be callcullated and subtracted.
Sing Be Tipmett Bed from theTips screen.
. SellecOetailsn the Disp B aysection.
Doub Bec Hick on the tip to be settled.
. CHhick theSett e This Tip Nowutton.
Giwve the emp B oyee the appropriate amount of cash.
The sett Bed tip will B appear in the payrol I callcullations for reference. It will I not be ad
emp B oyee’s income, but payroll I tax deductions will B still B be callcullated and subtracted
emp B oyee’s income.

~® 20w
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3. Mul tip e Tipbrom the Tips screen.
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SelectSett Bementin the View section.
A sum of all I unsettBed tips for each emp Boyee will B be disp Bayed.

. CHick on tfe emp B oyee for whom you wish to settBe all B tips.

Chick theSett Be Tipsutton.
Giwve the emp B oyee the appropriate amount of cash.

. The settBed tips will B appear in the payrol I calculations for reference. It will I not he ac

emp B oyee’s income, but payroll I tax deductions will I still B be callcullated and subtracted
emp B oyee’s income.
Repeat Step ce for each emp B oyee as appropriate.

4. Running Payro I litihe B d tips can be sett Bed automaticall By by running payroll I. The amount in
that are owed to the emp Boyee along with the payroll I tax deductions are callcullated at the same 1
The emp B oyee's pay is adjusted according By to inc Bude the tips that haven't been sett Bed. This is al
exce I Bent way to monitor tips for tax purposes. See Rayro Bdlapter in this User's Guide for more
information on running payroll .

Unsett Bing Tipyou can easi By unsett Be tips if you make a mistake, such as forgetting to settle tips anc
running payrol 1. Since the tips sett Be automaticall By when payroll I is run and are added onto emp oy
chectks, this wou B d be an issue if you meant to give your emp Boyees cash. Therefore, you can unsett Be the
tips, and resett Be the tips manuall By to indicate that the emp B oyees received cash tips. Payrol I woulld
be recall culated in this instance to reflect the change.

1.
2.
3.

= 00N O b

Selec€&dit Tipsfrom the Emp B oyees drop-down menu.

The Tipsscreen will I appear.

Selectiithhe Bd: SettBed On Byn the Disp Baysection. This may make it easier to find the settBed tip
that you wish to unsett le.

Doub Bec Hick the tip that you wish to unsett Be.

The CHaim Tipcreen will B appear.

Chick theUnsett Be This Tip Novbutton.

CHick theYes button.

CHhicbK .

Repeat Steps 4-8 for each individuall tip that you wish to unsett le.

Editing a Tipa tip can be edited in two ways:

1. From an Open Ticket: from a ticket being edited.

a.

Edit the desired ticket. I the ticket has been c Bosed, you must edit the ticket to edit the tip. If a
credit card was used to pay for a ticket that you would Rike to edit the tip on, the amount cfa
to the card will B not be changed to ref Bect the tip change. The change will | have to be made
through the credit card processing company. To remain PCl comp Biant, most processing
companies will I not all Bow transactions if the card is not present.

i. Locate the closed ticket and doubdlick on it.

ii. CHick téEdithbutton.

iii. The ticket is now ab le to hawve the tip edited.
CHick thé€dit Tipbutton.

c. The Tips CHaimedscreen will B appear.

tigh B ight the tip to edit.
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Click theEdit button to make the appropriate changes.
CHick theOK button to return to tiEicket Informationscreen.
C Hick theCheck Out/C B ose button or theSave Changes button.

2. Tips Screen

a.
b.
C.
d.
€.

f.

Selec€&dit Tipsfrom the Emp B oyees drop-down menu.

The Tipsscreen will B appear.

tigh B ight the tip to edit and c Bick tEelit Tipbutton.

The CHRaim Tipcreen will B appear.

Make the appropriate changes. Changes to tip amounts can on By be made to open tickets.
Click theOK button.

Deleting a Tiptips can be deBeted in two ways:

1. From an Open Ticket: from a ticket heing edited.

a.

- 20z

g.

Edit the ticket. IT the ticket has been c Bosed, you must edit the ticket to deBete the tip. IT a cre
card was used to pay for a ticlet that you would Rike to delete the tip on, the amount charged
the card will I not be changed to ref Bect the tip deBetion. The change wi I B hawve to be made th
the credit card processing company. To remain PCl comp Biant, most processing companies wi ll
not all Bow transactions if the card is not present.

i. Locate the cBosed ticket and doubdlick on it to edit it.

ii. CHick teEdithbutton.

iii. The ticket is now ab e to have the tip de Beted.
Click théEdit Tipobutton.

. The Tips CHaimedscreen wi I I appear.

High Bight the tip to delete.
CHhick thdDe Bete button.

. CHick thdOK button to return to tiEicket Informationscreen.

C lick theCheck Out/C B ose button or theSave Changes button.

2. Tips Screen

“® 20 oW

SelecEdit Tipsfrom the Emp B oyees drop-down menu.
The Tipsscreen will B appear.

. HighRight the tip to delete.

CHlick theDe Bete Tipbutton.
The Are You Sure?? screen will B appear.

. Verify your seBection and c Rick Y& button.

Processing Returns Owverwview

Sallon Iris can accommodate product and service returns. Product returns may be added back to stock dur
the transaction, and defective items can simp By be returned without being added. Service returns are
typicall By used if a chient is unhappy with the service that was provided. Service returns, Bike product ret
will B reduce the commission for the emp B oyee inc Buded on the return ticket.

On By one booth renter can be seBected on a ticket for all B products and services being returned. In other
words, mu l tip Be booth renters cannot be se Bected on the same ticket. This is due to how information is hell d
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in the database, reporting is done, and the abi ity to deposit credit card transaction amounts directly i
booth renter’s bank account. If you do not hawve booth renters but on By direct emp B oyees, ten mul tipBe
emp B oyees can be se Bected on a return ticket.

Product Return process a product return and give the c Bient cash back. See t@redit Card Processing
Owverview section for more detai l's on processing credit card product returns.

1.
2.
3.

© 0 ~

10.

Create a new ticket.

The Ticket Informationscreen will I appear.

In the Emp B oyee coBumn, selBect an emp Boyee. IT emp Boyees get product commission, the emp B oyee yol
select wil I Bose commission for the item being returned. 1T you do not wish any emp Boyee to Bose
commission, seBect the (none) emp B oyee.

Enter the ID of the product that is being returned.

. Under the Type column, change the type fromP toR - Product Return (Add to inwventorif) the

product wi I B be returned to inventory.

Under the Type coBumn, change the type fromP toD - Product Return (Do NOT add to inwventorif)
the product wil I not be returned to inventory.

Repeat Steps 3-6 for each additionall item being returned.

Make sure the tender amount is  $Q

Malke sure the refund type is Bisted as Cash.

CHick theCheck Out/C B ose button and give the c Rient his or her cash back.

Service Return: process a service return and give the c Bient cash back. See ti€redit Card Processing
Owverview section for more detaills on processing credit card service returns.

1.
2.
3.

= 00N O b

Create a new ticket.

The Ticket Informationscreen will I appear.

Select an emp Boyee in theEmp Boyee co Bumn. IF emp Boyees get service commission, the emp B oyee you
select wil I Bose commission for the service being returned. If you do not wish any emp Boyee to Bose
commission, seBect the (none) emp B oyee.

Enter the ID of the service that is being returned.

Change the type from S toV/- Service Returnin the Type co RBumn.

Repeat Steps 3-5 for each additionall service being returned.

Make sure the tender amount is  $Q

Male sure the refund type is Bisted as Cash.

Chick theCheck Out/C B ose button and give the c Bient his or her cash back.

Credit Card Processing Setup Owverview

Salon Iris works with XCharge, a credit card processing service through OpenEdge. This all Bows you to
process credit cards direct By through Sallon Iris. To use this feature, we recommend you hawve the fo Il Bowing

1.

Merchant Account before you can process your first integrated credit card transaction, you need t
have a merchant account. Ownership of a merchant account is required to process credit cards and
allso provides a way for the credit card funds to be routed to your bank account. P Bease contact
(800) 4238100 for more information on how to obtain a merchant account. Businesses can hawve
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mu Il tip Be merciant accounts to facilitate each booth renter emp B oyed.

. Credit Card Reader: a credit card reader is a device that attaches to your computer and all Bows yol

quick By obtain the information needed for a credit card transaction by swiping the credit card tiroug
the reader. I you use a credit card reader, you will I not need to manuall By type in the credit card
information. Some credit card readers are a Bittle Barger than a candy bar and p Bug direct By int
port on your computer. You can allso purchase a keyboard with a buidrt credit card reader.

Printer a receipt printer is used to print receipts. One receipt is kept by the customer and the other
receipt is signed by the customer and returned to you. Sallon Iris officiall By supports Epson brand r
printers. You can allso use a regullar full B size (8.5 x 11" sheets of paper) Windows printer to prir
receipts.

. Internet Connectiona phone Bine modem is used by your computer to connect to your merchant

account provider and process the charge. 1T you are going to use a modem and not high speed Internet,
we recommend using a US Robotics modem. A phone Bine is aBso required when using the US Robotics
modem. For higher processing speeds, we recommend a cab Be modem or DSL. Rine to process the credit
card transactions.

Sing Be Merchant Account Setupa sing Be merchant account means that all B credit card transaction an
will B be deposited into one account. Most businesses use high speed Internet to process thir credit card
transactions, but a phone Bine modem will I allso work. XCharge al Bows processing Visa and MasterCard
cards. See Accepting Discover and American Express for instructions on accepting Discover and Americal
Express.

1.
2.

= 00N O O

Obtain the hardware and connect it to your computer(s).
Obtain your business’ merchant account. A merclant account is a requirement to process credit cards.
To obtain a merchant account:
a. If you have not allready done so, call I (800314®3and we can send you the merchant
wortksteet and provide instructions on the process.
h. Fil I out and return, by fax, the merchant worksheet that was faxed;mailled, or postall mailled
you.
c. After a few days, you will B receive a formall app Rication. Your information will I already b
on this app Rication. Simp By sign the app Bication and return it using the enc I osedematribiope.
d. After the signed app Bication is received, OpenEdge will B app By for a merchant account for y«
This takes 2 -3 working days. Once CAM Commerce receives approval, they will B send you the
merchant approval sheet. This sheet will B contain your merchant 1D and bank number.

. On al I computers on the network, be sure Windows fille sharing is enabBed and that it all Bows otfer

users to modify filles. Make sure your Windows fille sharing is NOT set as read only. Also, be sure tha
Sallon Irisis install Bed on al B computers on the networtk.

tawve your bank 1D number and terminall ID number ready. If you are unsure about any of these, call 1
OpenEdge credit card processing support at (800) 338614, and they can give you this information or
tell I you the status of your bank and terminall IDs.

Start Sallon Iris.

SelecOptions from the Too B drop-down menu.

Click theCredit Card Processingtab.

Check the Enable credit card processingox.

Check the Show a pop -up message confirming the transaction was approwved box.
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10. Select the appropriate option in tlerocessing Method drop-down.
11. If you use the XCharge type, cBick thi@est Connectionbutton to make sure that the software is ab e
to communicate.
12. CHicbK .
13. If you use the EdgeLink C B oudype, enter your X-Web ID , Terminall 1D andAuth Key .
14. If you accept EMV credit card payments, check ti€nab Be EMV credit card paymentbox.
15. ClHhick theVerify Settingduttons to ensure your account credentialls are entered correctly. If you
receive an error and are unsure of your account settings, contact OpenEdge at (800)-G384.
16. CHicbK .
17. Choose from the fo I Bowing options in thFips section:
1 Include a tip Bine only if one or more services are Bisted on the ticket
1 Allways include a tip Rine
1 Newver include a tip Rine
1 Treat tips for booth renters as direct tips for credit card transactions
14. CHhick th@OK button to return to t@ptions screen.
15. CHicbK again to return to Sallon Iris.
16. Repeat Steps 6-15 for each computer on the network.

You shou Bd now test your integrated credit card processing. To do so, add or edit a ticket. Add a service
mark it to a doll Bar. CHicketrder = Due button and c Rick tRrocess Credit Cardoutton. Swipe the credit
card and Sallon Iris will B process the card and approwve or decBine it. If the card is approved, the ticket
automaticall By close. Perform a return for the service to return the money to your card. If your credit c
not process, call I XCharge credit card processing technicall support at (813838

Mu Il tip Be Merchant Accounts Setufallon Iris all Bows you to set up mu l tip Be merchant accounts. Eac
renter can hawve fis or fier own merchant 1D number and the credit card transaction amounts from a ticlet for
a specific booth renter can be deposited direct By into his or her account. Most businesses use high speed
Internet to process their credit card transactions, but a phone Bine modem will B also work. XCharge all I
processing Visa and MasterCard credit cards. S&ccepting Discover and American Express for
instructions on accepting Discowver and American Express.

1. Obtain the hardware and connect it to your computer(s).

2. Obtain merchant accounts for each booth renter wio wishes to hawve credit card transaction amounts
deposited into fis or her account. The merchant account is a requirement to process credit cards. To
obtain merchant accounts:

a. It you already have not done so, call I (800314®3and we can send you the merchant
worksheet and provide instructions on the process.

b. Fill I out and return, by fax, the merchant worksteet that was faxed;mailled, or postall mailled -
you.

c. After a few days, you will B receive a formall app Bication. Your information is already fill
this app Bication. Simp By sign the app Bication and return it using the enc I osed;emateliope.

d. After the signed app Bication is received, OpenEdge will B app By for a merchant account for y
This takes 2 -3 working days. Once OpenEdge receives approval, they will B send you the merchant
approval sheet. This steet will B contain your merchant 1D and bank number.

3. On al I computers on the network, be sure Windows fille sharing is enab Bed and that it all Bows other
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users to modify filles. Make sure your Windows fille staring is NOT set at read only. Al so, be sure tha
Sallon Iris is install Bed on all B computers on the network.
Malke sure that each booth renter has his or fer bank ID number and terminall 1D number. If you are
unsure about any of these, call I OpenEdge credit card processing support at (800)6838, and they
can give you this information or tell I you the status.
Call 1 OpenEdge credit card processing support at (800)6834, and they will I walk you through the
proper configuration and setup on the computer containing the Internet connection.
Start Salon Iris.
SeBecOptions from the Too Bdrop-down menu.
Click theCredit Card Processingtab.
Check the Enab e credit card processingox.
Check the Show a pop -up message confirming the transaction was approwved box.
Select the appropriate option in tierocessing Method drop-down.
IT you use the OpenEdge type, click tidest Connectionbutton to male sure that the software is ab B¢
to communicate.
CHhicbK .
IT you use the EdgeL_ink C B oudype, enter your X-Web ID , Terminall 1D andAuth Key .
IT you accept EMV credit card payments, check ti€nab e EMV credit card paymentbox.
C Rick theVerify Settingduttons to ensure your account credentialls are entered correctly. If you
receive an error and are unsure of your account settings, contact OpenEdge at (800)-G384.
Choose from the fol Bowing options in tifips section:
1 Include a tip Bine only if one or more services are Bisted on the ticket
1 Allways include a tip Rine
1 Newver include a tip Rine
1 Treat tips for booth renters as direct tips for credit card transactions
Click theOK button to return to t@ptions screen.
CHicbK again to return to Sallon Iris.
SeBecEdit Emp B oyees from the Emp B oyees drop-down menu.
Doub Bec Rick on the emp B oyee who is a booth renter.
Click thBooth Renter tab.
Check the box that says This person is a booth renter .
In the X-Web ID , Termina B 1D andAuth Key that was provided to this booth renter. The merchant ID
shou B d hawve been obtained when he or she app Bied for the merchant account in  Step 2.
Note that EMV credit card processing is not availabBe for booth renters. Transactions shou B d be
processed using a standard card reader obtained from OpenEdge.
Click theOK button.
Repeat Steps 17-21 for each emp Boyee that is a booth renter.

You shou Bd now test your integrated credit card processing. To do so, add or edit a ticket. Add a service
mark it to a doll Bar. InEtip B oyees coBumn, select one booth renter with merchant processing. Mull tip e
booth renters cannot be se Bected on the same ticket. This is due to how information is el d in the database,
reporting is done, and fow the credit card transaction amounts are deposited into the booth renter's bank
account. Click tiender = Due button and c Rick tierocess Credit Carcutton. Swipe the credit card and
Sallon Iriswill B process the card and approwve or dec Rine it. IT the card is approwved the ticket will I aut
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close. Perform a return for the service to return the money to the card. If your credit card did not proces
call I XCharge credit card processing tecinicall support at (80691338

Accepting Discover and American Express if you foll Bowed the instructions in the sections abowve, you wi
be automaticall By set up to accept Visa and MasterCard. 1T you a B ready fave a merchant account for
and/or American Express, call 1 Globall at (80691388nd give them your merchant account number(s).
They can set up your account with the abi Bity to accept Discover and American Express.

1. Discowver: if you do not fave a merchant account with Discowver yet, call I OpenEdge at (800p&B8
and they will 1 add the ability for you to accept Discowver.

2. American Express : if you do not have an American Express merchant account set up, call 1 (800) 52
5200 and request a merchant account. When you receive your American Express merchant account,
call I OpenEdge at (800) 384 and give them your American Express merchant account. They will I
add the abi Rity for you to accept American Express.

Receipt Tip Lineif you are using the integrated credit card processing feature, and have not done so yet,
you can print a receipt with a tip Bine whiBe processing a credit card transaction.

1. Selec©ptions from the Too Bdrop-down menu.
2. CHlick theCredit Card Processingtab.
3. Choose from the fol Bowing options in tiEips section:
1 IncBude a tip Bine onBy if one or more services are Bisted on the ticket
1 Allways include a tip Rine
1 Newver include a tip Bine
1 Treat tips for booth renters as direct tips for credit card transactions
4. CHick theOK button.
5. CHhicbK again.

Depending on your chosen settings, a tip Bine will I now be printed on the receipt before finalizing the cred
card transaction. The tip Bine system fas the fo Il Bowing advantages:

1 Seam Bess integration with the existing tip tracking system.
1 Support for up to two different credit cards with different tip amounts on a sing le ticlet.
1 Support for un Rimited emp Boyees receiving tips on a sing Be ticket.

Processing Credit Card Salles

Credit cards may be used as tender for all B service and product salles. There are two ways to process cred
card sales:

1. Integrated Processing the credit card transaction is processed direct By through Sallon Iris.

a. Create or edit a ticlet.

b. The Ticket Informationscreen appears.

C. Male sure the ticket is fill Bed out comp Betely.

d. Enter the amount, not inc Ruding tip, to charge to the card inTeder field of the theTender
section.
CHick theProcess Credit Carcutton.

(=]
.
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. The Credit Cardscreen will I appear.
. If you have a credit card reader attacfed to the computer, sHide the credit card through the

reader. 1T you do not fawve a credit card reader or the reader is unab Be to read the card, type in
the required information on the credit card screen and c Rick theProcess button.

IT you hawve the option seBected to incBude a tip Bine on the receipt, the receipt will B print wi
Bine on it.

. Present the receipt to the customer for his or her signature and for him or her write the tip

amount in.

. In Sallon Iris, thdd Tipscreen will I appear.

Enter the tip amount in the Tip Amount co Bumn.

.Click theOK button.

IT the transaction was approved, the ticket will I cBose. IT the card was dec Bined, you will I r
pop-up notification and you shou B d ask the customer if e or she has another form of payment.

2. Externall Processingthe credit card is processed through an externall terminall, and the tender needs
to be recorded appropriate By to match. AR though Sallon Iris does not approve the credit card trans
direct By, by foll Bowing the steps, you will B manuall By record the credit card transaction. When to
otter reports are run, Sallon Iriswill B be abBe to show resu I ts for each type of credit card.

Q P 20 5 Q

Create or edit a ticket from within Sallon Iris.
The Ticket Informationscreen will I appear.

. Male sure the ticket is fill Bed out comp Retelly.

CHlick théEdit Tipbutton and enter the tip amount to be given to each emp Boyee on the ticket.
CHicbK after entering the tip.

. Thiswill I add the tip amount to the amount due.
. Take the amount due from within Salon Iris and run the credit card separate By through your credi

card processor's terminall, software, and/or reader. This step wil | approwve or dec Bine the cre
card transaction.

tawve your c Bient sign the credit card receipt as you normall By wou d. If you wish to print a t
on the credit card receipt, you must ask your credit card merctant for instructions on how to do
this.

. From within Salon Iris, enter the amount that you processed on the credit card in tidender

field.

. From within Sallon Iris, seBect the credit card type from Tgpe field.

ChicCheck Out/C l ose.

Processing Credit Card Returns

Product Returns there are two ways to process credit card product returns.

1. Integrated Processing the credit card return transaction is processed direct By through Sallon Iris.

a.

b.

C.

Create a new ticket.

The Ticket Informationscreen will I appear.

Sellect an emp Boyee in theEmp Boyee co Bumn. IT emp B oyees get product commission, the

emp Boyee you seBect will I Bose commission for the item being returned. If you do not wish any
emp Boyee to Bose commission, se Bect the(none) emp B oyee.
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d. Enter the ID of the product being returned.

e. Under the Type column, change the type fromP toR - Product Return (Add to inventorif)
the product will B be returned to inventory.

f. Under the Type coBumn, change the type fromP toD - Product Return (Do NOT add to
inventory)if the product will B not be returned to inventory.

g. Repeat Steps cffor each additionall item being returned.

h.  Malke sure the tender amount is 0.

i. CHick theCardbutton Bocated underneath ti®efund Type field. You cannot use tlerocess
Credit Cardoutton Bocated in fiender section to process a credit card return.

J- Swipe the c Bient's card in the usua I matter to process tfe refund.

2. Externall Processingthe credit card return is processed through an externall terminall, and the tender
needs to be recorded appropriate By to match.

a. Create a new ticket.

b. The Ticket Informationscreen will I appear.

c. Sellect an emp Boyee in theEmp B oyee coBumn. 1T emp Boyees get product commission, the
emp Boyee you seBect will I Bose commission for the item being returned. If you do not wish any
emp Boyee to Bose commission, se Bect the(none) emp B oyee.

d. Enter the ID of the product being returned.

e. Under the Type collumn, change the type fromP toR - Product Return (Add to inventorif)
the product wi I B Dbe returned to inventory.

f. Under the Type column, change the type fromP toD - Product Return (Do NOT add to
inventory)if the product will I not be returned to inventory.

g. Repeat Steps cffor each additionall item being returned.

h. Malke sure the tender amount is 0.

i. Take the amount refunded from within Salon Iris and run the credit card refund separatelly
through your credit card processor's terminall, software, and/or reader. This step will I approwv
dec Bine the credit card transaction.

J- In the Refund Type fielld, selBect the credit card type that the amount was refunded to, i.e. Vi
MasterCard, etc.

k. CHick theCheck Out/C B ose button and your transaction will B be recorded in Sallon Iris. Your «
card processing company will I actuall By be the one crediting the c Rient.

Processing Credit Card Service Returnstfere are two ways to process credit card service returns.

1. Integrated Processing the credit card return transaction is processed direct By through Sallon Iris.
a. Create a new ticlet.
b. The Ticket Informationscreen will I appear.
c. Sellect an emp Boyee in thEmp B oyee co Bumn. If emp Boyees get service commission, the
emp Boyee you seBect will I B ose commission for the service being returned. If you do not wish an
emp Boyee to Bose commission, se Bect the(none) emp B oyee.
Enter the ID of the service that is being returned.
Change the type from S toV- Service Returnin the Type column.
. Repeat Steps ce for each additionall service being returned.
g. Malke sure the tender amount is  $0Q.

- 7 2
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h.  CHick thReturn to Credit Cardutton Bocated underneath thi®efund Type field. You cannot
use the Process Credit Carcbutton Bocated in fiender section to process a credit card retur
I. Swipe the cRient’s card in the usual matter to process the refund.
2. Externall Processingthe credit card return is processed tirough an externall terminall, and the tender
needs to be recorded appropriate 1y to match.
a. Create a new ticket.
b. The Ticket Informationscreen will B appear.
c. Sellect an emp Boyee in theEmp Boyee coBumn. IT emp Boyees get service commission, the
emp Boyee you seBect will I Bose commission for the service being returned. If you do not wish an
emp Boyee to Bose commission, se Bect the(none) emp B oyee.
Enter the ID of the service that is being returned.
Change the type from S toV- Service Returnin the Type column.
. Repeat Steps ce for each additionall service being returned.
. Male sure the tender amount is  $0.
Tale the amount refunded from within Sallon Iris and run the credit card refund separatelly
through your credit card processor's terminall, software, and/or reader. This step will I approvi
dec Bine the credit card transaction.
i. In the Refund Type fielld, seBect the credit card type that the amount was refunded to, i.e. Vi
MasterCard, etc.
J. CHick theCheck Out/C B ose button and your transaction will B be recorded in Sallon Iris. Your «
card processing company will I actuall By be the one crediting the c Rient.

- " 2

- «Q

Gift Cards vs. Gift Certificates

Gift cards and gift certificates both provide ways for your c lients-paypfer a specific amount and then
give that amount to another person. If you will B only be tracking cash, it is recommended to use gift car
Gift cards are much simp Ber to use than gift certificates, and can only have a designated amount of mor
associated with them.

IT you wil B be tracking both cash and specific products and/or services, then it is recommended to use gift
certificates. Gift certificates provide greater fHexibi Bity than gift cards, and can be used to redeem a ¢
product or service on top of faving a straigit cash vall ue.

The fo I Bowing chart summarizes the differences between gift cards and gift certificates:

Gift Card |Gift Certificate |
. . . Any size. Common sizes are 8 1/2" by 11" and
Size Rough By the size of a credit card paycheck size
Material ||P lastic ||Paper |
Yes - if purchased from Sallon Iris Software
Comes with Pre -printed VVall ue Yes, gift certificates are on By created by the
Amount? No - if purchased from another company or  ||user
printed yourse I f
|Tracks Current Balance? ||Yes ||Yes |
|Tracks Ball ance fistory? ||Yes ||Yes |
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Can Hawve Services or Products No Yes
Attached?
|Reusab Be? ||Yes ||No |

Gift Card Owverview

Gift cards provide a quick and efficient way for your c Bients to purchase a specific amount to give as g
After a gift card is purchased, it can be used on returning visits to pay for purchases. Sell Bing and redee
gift cards is simp Be. Our gift cards work with a barcode scanner, gift card/credit card reader, or both
depending on the sty Be you choose. You can allso track gift cards using a gift card ID number and do not
to have a barcode or magnetic stripe. Gift cards are made of p Bastic and are the size of a credit card. T
may contain the foll Bowing information:

Full I collor or Bogo
Full | collor pioto

Your business name

Your business address

Your business phone number
Your business website address
Optional message
Optionall value of card

There are two types of gift cards:

1. Predefined Cards: these are cards that fawve the currency vallug, i.e. $50, printed direct By on the ca
and encoded in the gift card vall ue.

2. Undefined Cards: these cards do not fave a value assigned to them. When these cards are purchased,
Sallon Iris will I ask wiat va 0l ue shou B d be assigned to the card.

Obtaining Gift Cardstfere are two ways to obtain gift cards for use with Sallon Iris.

1. Directly from Sallon Iris Software

a.

b.

This is the recommended method. Cards printed by SalBon Iris Software can hawve either a
predefined or undefined va B ue. Depending on your design, you can track the gift cards using a
four digit number, a credit card reader, and/or a barcode scanner.

To purchase cards through Sallon Iris Software, call I (8003XXB or se Bec@rder Gift Cards
from the Gift Cardsirop-down menu in Sallon Iris.

2. Print Your Own

a.
b.

The other option is to print your own gift cards or order them through another company.
Cards printed this way cannot have a predefined vallue and may not work with a credit card
reader or barcode scanner. Instead, the Gift Card IDumber and amount must be manuall By
typed into Sallon Iris. In other words, if you print your own cards or order through another
company, they are considered to be undefined gift cards.

Sell hing Gift Cards

1. Create a new ticket or edit an existing ticlet.

Chapter 8: Tender Tracking and Transactions - Page 18 / 2t



4.
5.

Chapter 8: Tender Tracking and Transactio

C lick theGift Cardutton next t®urchase and type in the Gift Card Ilwumber, or scan/swipe the gift
card.

IT the card is predefined, i.e. already has the card value printed on it, Sallon Iris will I automatic
the vallue of the card on the ticket. IT the card is undefined, Sallon Iriswill I prompt you to enter tl
of the card.

Close the ticket.

After the ticket is cBosed, Sallon Iris will B record the totall on the gift card.

Redeeming Gift Cards: wien a customer returns to your business and wishes to use a gift card, the gift card
needs to be redeemed.

1.
2.
3.

4.
5.

6.
7.

Create a new ticket or edit an existing ticket.

Add all I the products and services to the ticket that the customer is purchasing.

C lick theGift Cardutton next tBedeem and type in the Gift Card Ilwumber, or scan/swipe the gift
card.

Sallon Iris will B suggest the amount to use, or you can type in the amount that the customer wistes to
recleem.

Confirm the amount is correct, then c Bick t/OK button.

IT appRicable, enter in any tender still B owed after the card is redeemed.

Close the ticket.

Viewing a Gift Card Balance and Actigity cards will I keep track of the current balance and the amot
spent each time the gift card is used. Al I gift cards can be viewed by se lecHdig Gift Cardfrom the Gift
Cards drop-down menu. DoubBe -c Ricking on a card will I bring uitfit Card Informatioscreen. There are
two otfer ways to check a gift card's ballance and activity.

1.

2.

Look Up Gift Card Statdisom the Gift Cardglrop-down menu.
a. Selecti_ook Up Gift Card Statirom the Gift Cardglrop-down menu.
b. The Enter Gift Card IBcreen will B appear.
c. Scan the gift card or enter the gift card ID manuall By an®K Bick
d. The Gift Card Informatioscreen will I appear.
e. Review the information and c BiclOK .
From an Open Ticket: gift card baBances can allso be Booked up whi e editing or creating a ticket
Create or edit a ticlet.
Click theSpecia Bbutton.
SelecGift Cardtfen Look Up Balance and fistory
Scan the gift card or enter the gift card ID manuall By an®@K Rick
The Gift Card Informatioscreen will I appear.
. Review the information and c BiclOK .

“® 20 oW

Edit a Gift Card Balanau can manuall By edit a gift card baBance if there is a dispute or discrepancy

1.

g b~ wWwN

DoubBeclick on a gift card or highRight the gift card and c Edktt@ift Carbutton.
The Gift Card Informatioscreen will I appear.

Click theChange Ba B anceéutton.

Enter the new balance and cHidK .

CHicbK to exit.
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De Bete Gift Cardiou can manuall By deBete gift cards in the instance that predefined cards are stollen,
some other reason wou B d necessitate.

1. HighRight the gift card in question.

2. CHick tiee Bete Gift Cardutton.

3. The Are You Sure??screen will I appear.

4. CHlickes to permanent By delete the gift card from the database.

Reusing Gift Cards Salon Iris gives you the THexibi Bity to reuse gift cards. In other words, after a gift
solld and the c Rient redeems it to a remaining ba B ance of zero, the gift card may be so B d again.

1. SelecGift Card Optionfrom the Gift Cardglrop-down menu.

2. The Gift Card Optionscreen will I appear.

3. Check the box that says AN Bow gift cards to bsod d to a different c Bient after the balance
reaches zero.

4. CHichK .

5. Sel I the already used gift card the same as a regular gift card.

Promotionall Gift Cargeu can define a set of gift cards as soBd without manuall By having to create
separate ticket for each card. This is useful when you want to give away a group of cards for a special
or promotion. Cards se Bected when using this feature will I not appear as income in fiota Irsport.

SelecGift Card Optionfrom the Gift Cardsirop-down menu.

The Gift Card Optionscreen will I appear.

Click theBatch PreSa B eutton.

Enter the startinglD of the gift card batct, i.e. 1000, and c@ck

Enter the ending ID of the gift card batch, i.e. 1100, and c@ck

Enter the amount of money to assign to each gift card, i.e. $5, and dKick
CHick théYes button.

8. CHicbK wren done.

Printing a List of Gift Caodsmay want to print out a Rist of gift cards for records purposes.

~No ok wWwbN Bk

1. CHick theCustomize View button on the Beft to add or remove coBlumns as desired.

2. You can use the Add, Remowve , andMowve Up andMowve Down buttons to customize the information
to view.

CHicbK to return to th&ift Cardcreen.

You may c Rick a coBumn heading, such admount, to sort by that column.

Chick tePrint Lidttton.

The Printing Optionsindow wi B | appear.

Malke your printer and page se Bections and c BiElrint

The information that is disp Bayed on the screen will I print.

o NO O bW

Gift Certificate Overview

Sallon Iris all Bows you to sell I and track gift certificates. Note the fol Bowing about gift certificat

1 Sallon Iris maintains a record of the issuance and usage of gift certificates. Sallon Iris does
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physical By write the certificate document the business gives to the buyer, but you can easilly
purchase pre -made gift certificates at your Bocall office supp By store or print them yoursell
a word processor program.

1 Gift certificates flave a currency vallue that may be used the same as cash for purchasing
business products and/or services.

1 The purchase prices of gift certificates may be different from their currency values. For examp
the business might hawve a surcharge on certificates wien purchased.

1 Gift certificates may offer products and/or services savings or may be for specific products
and/or services. For examp Be, there may be currency or percentage discounts on items
purchased on a gift certificate.

1 Gift certificates may be for a combination of both currency and/or products and/or services.

Sell Bing Gift Certificadxbt Certificates must be purchased from the tickets screen. This creates a ticlet
associated with the gift certificate that all Bows you to track how the gift certificate was paid for

1.
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10.

Add or edit a ticket.

The Ticket Informationscreen will I appear.

Click theGift Cerbutton Bocated to the rightRdrchase .

The Add Gift Certificatereen will B appear with atD that is automaticall By assigned.
You can change the ID by cRicking tiChange ID button.

Enter the foll Bowing information of @&knera il section:

a. Purchase cost if there is no surcharge or discount app Bied to the gift certificate, check the
Make equa | to currency vall ugox before entering the purchase price; c Bicking this box first wi
cause the currency vallue to update to equall the purchase price.

b. Status asOpen orCHosed The status will B defau B@pto since this is a new gift certificate.
The status becomes C B osedwien there are no more currency, products, or services Beft to
recleem.

c. Currency Vallue (Useab Be as Cash}he currency vallue of the gift certificate is a strict cash
and is separate from any cash vallue inferent in products and services. The purchase cost of th
gift certificate may be different than its currency vall ue depending on whether the gift certifice
allso inc Budes redeemab Be products and/or services.

. Comp lete the ToandFrom sections. The ToandFrom sections are identicall in setup and may be

comp Beted in two ways:
a. Enter the first and Bast names of the gift certificate recipient and giver in the appropriate fi
h. CHick theSe Bectbutton in each field and seBect the c Rient fronFid C Bientindow.
IT the purchaser desires the certificate to be used for specific products and services, mowve to thktem
Savingssection. This section maintains a Bist of the specified goods and services and enab Bes the
business to offer speciall currency or percent discounts on items purchased on gift certificates. If n
products or services are to be added on the gift certificate, then skip &tiep 11.
CHlick theAdd button.
The Add Gift Certificate Itescreen will 1 appear.
a. Enter the ID or click th&earch button to Bocate the product and/or service.
b. Enter the quantity.
c. Check the App By taxes to this itemox if applicable.
d. In the Discount Type and Amount (Per Item)section, enter app BicabBe discounts as a percen
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and/or currency.
e. CHicOK to return to tiddd Gift Certificatereen.
f. If desired, click thAdd button to add additionall products and/or services tBrteuct and
Services Savingsection and repeatSteps ae .
Comp Bete the expiration date, created date, and comments information in tidisce I B aneousection.
CHicbK to return to tiicket Informationscreen.
The Ticket Informationscreen will B show the gift certificate as an entry on the ticlet.
C B ose the ticket as you normal By would. Taxes for products and services will B be app Bied to the
certificate at the time it is redeemed.

Redeeming a Gift Certificate if you do not know the gift certificate number, you can Book at a comp Bete
of your business’ gift certificates by se Bectibdjt Gift Certificatfsom the Tickets drop-down menu.

o Ol WN P
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10.

11.
12.

13.
14.

15.

16.

On the open ticket, enter all B products and services that the customer is purchasing.

Click theGift Cerbutton to the right offedeem

The Gift Certificatereen will B appear.

Enter in the gift certificate number and c B@d .

The Redeem Gift Certificate screen will I appear.

IT you are on By redeeming products and/or services skip tdtep 10. If you are redeeming a currency
(cash) value, click Redeem Currency button.

The Enter Currency to Redeem screen will B appear.

Enter the currency to redeem and c BickOK .

IT you are not redeeming products and/or services, skip t&tep 15.

IT you are redeeming products and/or services, all I availlable products and services to use on thi
certificate will I be Bisted inAtimai BabBe Itenssction. Doub B4 Bick on the item you wish to redeem.

The Enter Quantity to Redeem screen will I appear.

Enter the quantity to redeem and c BiclOK . That item will B now appear in tie Bected Itemssection.
You can use the Remowve Item button if necessary.

Repeat Steps 10-12 for all B products and/or services that you wish to redeem.

IT the gift certificate number is wrong, or if the c Bient decides not to use the gift certificate, use th
Remowve this gift certificate from this ticketutton.

CHhicbK after al I currency, products and/or services to redeem are se Bected, and you will B be ret
to the Ticket Informationscreen.

C B ose the ticket as you normal By wou ld.

Viewing a Gift Certificate Balance and ActiSattyon Iris Bists the detaills of all 1 gift certificates, «
closed, in a tabBe on BGeft Certificatascreen. To access this screen, se Bec€dit Gift Certificatfsom the
Tickets drop-down menu. The gift certificate tabBewill I dispBay all I of the gift certificates and their -
status. They can be organized by c Ricking any of the co Bumn headings. Gift certificates will B feep track ¢
current baBance and the amount spent each time the certificate is used.

1.
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Click theGift Certdutton/icon or se Be€tit Gift Certificatfsom the Tickets drop-down menu.
The Gift Certificatacreen will B appear.

Doub Bec Rick on the appropriate gift certificate.

The Edit Gift Certificatereen will I appear.

C lick theUsage History tab.
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6. Review the information and cBiclOK to exit.

Edit a Gift Certificate Balapog cannot manuall By edit a gift certificate balance if there is a disput
discrepancy. Balances can onlly be changed by c Bosing tickets to accuratelly refBect the true balance
gift certificate.

DeBete a Gift Certificatou can manuall By deBete gift certificates in the instance that they are stollen
some other reason wou B d necessitate.

1. CHhick to highlight the certificate to be de Beted.

2. CHick tieDe Bete Gift Certificatetton.

3. The Are You Sure??window wi B | appear.

4. CHick theYes button to permanent By de Bete the gift certificate.

Printing a List of Gift Certifigamtecannot print out individuall gift certificates within Sallon Iris. I
want to make gift certificates, you can do so using a word processing program. You can allso purchase pri
made gift certificates at an office supp By store and fand write them as you sel I them. Salon Iris does a
you to track gift certificates and print out a Bist of gift certificates that you hawve so I d.

1. CHick theCustomize View button on the Beft to add or remowve co Bumns as desired.

2. You can use the Add, Remove , andMowve Up andMowve Down buttons to customize the information
to Vview.

CHicbK to return to th&ift Certificatereen.

You may cBick a column heading, such admount, to sort by that column.

Chick tePrint Listtton.

The Printing Optionsindow will | appear.

Malke your printer and page se Bections and c iElrint

The information that is disp Bayed on the screen will I print.

o ~NOo Ok~ Ww
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Marketing
marketing your brand and customer Boyall ty

Marketing Campaigns Owverwview

Sallon Iris has the abi Bity to create and track your business’ marketing campaigns. Sallon Irisis ablle to |
you start different types of marketing campaigns:-maill, postall maill, as wel B as campaigns through oth
mediums, such as newspapers, magazines, and teBevision. Marketing campaigns can be reached by c Ricking

the Marketing button/icon, or by seBectiBdit Marketing Campaigns from the Marketing drop-down

menu.

Sallon Iriswil I only direct I ysend eand text messages to c Bientele. Salon Iris can print out a Bist
for postall maill marketing as well B. Sallon Iris does not contact radio, telBevision, or periodicalls to
will I onlly record the rate of success that those ads hawve bringing in customers.

1.
2.

E-mai k send the c Biente e a promotionadnail direct By through Sallon Iris.
Postall Maidind the cRientele a promotionall Better through postall maill. With this option select
can optionall By Rink a fille to record what the c Bient is being sent. When this type of campaign is
initiated, Salon Iris can print off mailling Babell's that you can app ly to envel opes to send to
Other : record and analyze a marketing campaign initiated through some other form of media. Each
option all Bows for a fille to be saved and associated with the campaign. Choose from the four fol |
options:

a. Radio

b. Television

c. Magazine

d. Newspaper

Adding a Marketing Campaign

1.
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10.
11.

12.

Se lecEdit Marketing Campaigns from the Messaging & Marketing  drop-down menu.

CHlichdd Campaign.

Enter the campaign's name in the Campaign Name field.

Enter the campaign's description in the Detai Bed Descriptionfield.

Choose the date the e -maill bBast should be sent using the callendar tooll.

Optional By, selectAudomaticall By send thismeai B on a recurring basibubb Be and set frequency
of recurrence using the Starting orca lendar tooll.

Optionall By, select the end date from $topping oncalendar tool.

. Sellect the frequency of the campaign to send every | _ | day(s), week(s), month(s), or year(s).

Select the appropriate bubb Be for c Bients to inc Bude:

1 Send to all I active c Hierctbudes every active c Bient in the database with amai I address.

1 Send to a targeted Bist of c Liamksck th&e Bect Filleter Critepiton to Baunch the tooll us
to target specific c Bients based on customized criteria. (See ©d ient Reportection of this
chapter for more detaill on this tooll.)

Once cliente e have been seBected, a bBue Rinkwill B be available to check Bist of targeted cl
Select the information to be sent in this campaign. Use an existing marketing temp Bate with the Bect
Existing Emai Bbutton or create a comp Betely new temp Bate with Qaeate a New E-mai Bbutton. (See
the E-maill Temp Bates Overviewection of this chapter for more detai l's on this feature.)

Once you are ready to initiate the campaign, c Rick tifurn on Campaignbutton to initiate. If you're
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not finised and want to sawve your work and come back to it Bater, choose tawve as Draftutton.

Editing a Marketing Campaign there may be the need to reopen a campaign to edit settings or run a
previous By run campaign owver again.

1. Select the campaign you would Hike to edit and c BicEdit Campaignbutton.

2. Malke the adjustments to the campaign as necessary.

3. Clicbawve to save the changes.

4. If you are initiating a previous By saved campaign, c Bick the appropriate button underitiete
Marketing Campaign section.

Copying a Marketing Campaign: there may be times wien you want to create a campaign very similar to an
existing campaign. Sallon Iris fie B ps you with this by providing the abi Bity to copy a previous campaign u
the Copy Campaign option.

1. Select the campaign you woulld Rike to cBong, and c BiCopyg Campaign button in theGeneral
Options section on the Beft side of the screen.

2. A prompt window wi I | appear.
3. CHlickes and a new campaign will I be created bhased on the original.
4. A new window wi | B appear asking if you woulld Hike to view the campaign.
5. CHick theYes orNo button depending on whether you wou Bd Bike to do this at this time.
De Beting a Marketing Campaign occasionall By a marketing campaign will B need to be de Beted.
1. Select the campaign you would Rike to delete.
2. CHick tie Bete Campaign button.
3. The Are You Sure??window will | appear.
4. CHicYes to permanently dellete the campaign.
5. If a referrall type was created specificall By for that campaign, the referrall type will I not be de
6. To delete a referrall type, se BEditt ListErom the Tickets drop-down menu.
7. Selec®eferralls
8. Dellete the appropriate referrall from the Bist.

E-maill Temp Bates Owverview

Sallon Iris comes with and has the abi Bity to storenail temp Bates to be used for contacting c lients and
marketing promotions. E-mai l temp Bates can be accessed by seBectifgit Emaill and Text Message

Temp Batesfrom the Messaging & Marketing  drop-down menu. There are five main uses for e -mail

temp B ates:

1. Generalk e-maills meant to be sent to a single client.

2. Appointment Notificationhat c Bients receive as appointment correspondence.

3. Appointment Reminder : what c Bients receive as a reminder for an upcoming appointment.
4. Appointment Receipt: what c Bients receive as a receipt by-emai l wien a ticket is c B osed.
5. Marketing : temp Bates that can be used for marketing campaigns, news Betters, etc.

Because the message may need to change depending on who is receiving the e -mai I or text message,
speciall fieBds to personallize messages can be added to the temp Bates that automaticall By taillors the
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message for the receiving c Bient. For instance, fieBds that get rep Baced automaticall By with the foll B¢
information are:

Client First Namdthe c Bient's first name

Chient Last Namkfe c Bient's Bast name

Client Number. the cRient's CHRient ID in your database

Client Balandge amount the c Bient owes or is owed by your business

Client PsRaid Services Balancd ist of ppaid services the c Bient has availab e to redeem
Loyall ty Pointg amount of Boyallty points the c Bient current By has available to rdeem
Chient Address the c Bient's address.

Client Cityte c Rient's city

Client Statthe c Bient's state

Clhient Postall Cade client's postall /ZIP code

Next Appointment: disp Bays the c Bient's next upcoming appointment

Next 2 Appointments: disp Bays the c Bient's next 2 upcoming appointments

Next 3 Appointments: disp Bays the c Bient's next 3 upcoming appointments

Next 4 Appointments: disp Bays the c Bient's next 4 upcoming appointments

Next 5 Appointments: disp Bays the c Bient's next 5 upcoming appointments

Al 1 Upcoming AppointmentdispBays all I the c Rient's upcoming appointments
Company Name : your business' name

Company Address : your business' address

Company City. your business’ city

Company State your business' state

Company Postall Codgour business’ postall /ZIP code

Company Phone : your business® phone number

Company E-mai k your business’ e -maill address

Emp Boyee First Name: the schedu Bed emp B oyee's first name

Emp Boyee Last Name the schedu Bed emp Boyee's Bast name

Appointment Date: the appointment's schedu Bed date

Appointment Time : the appointment's schedu Bed time

Add to Googlle Callendarll Bows the cBient to click to add appointment to their Googlle C
Service Detai s Ligtisp Bays Bist of schedu Bed services

Ticket ID: the Ticket ID number in your database

Appointment C B osed Date the date the ticket was ¢ B osed

Appointment C B osed Time the time the ticket was c B osed

Ticket Details Tab:Bee service, totalls, and tender information on the ticket

De Bivered by Address : identifies DaySmart Software, Inc. as the message sender
Company Address Mailing L.inedisp Bays your business® full I mai Bing address
Unsubscribe : all Bows the c Bient to click and opt out of receisdibgfeom your business

Adding these items to a temp B ate is easy.

1. Open a temp I ate.
2. Sellect the item you want to appear in the email from thelnsert p Baceho B der text into messagirop
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down menu. Not all B items Bisted abowve can be inserted into every temp Bate type.

CHick in the message body to p Bace your cursor where you wou Bd Hike this information to appear.
CHick thensert button.

The item's name wi | B be entered and surrounded by greater -than and Bessthan signs e.g. <First
Name>.

When thise -maill is sent, Sallon Iris will I automaticall By rep Bace this fie Bd with whatewver it symb
customize notifications for each c Bient/emp B oyee.

Adding E-maill Temp I ates

1.
2.

SelecEdit Emaill and Text Message Temp B atefrom the Messaging & Marketing  drop-down menu.

The Manage Message Temp Bates screen will B appear. Choose the medium of de Bivery for this temp 1 at
in the Message Format drop-down.

Click theCreate New Temp B ate button.

Choose the type of message (described at the beginning of this section) to create and your preference
to start with a b Bank message or a preesigned e -maill temp Bate and c KBontinue.

Give the temp Bate a name in the Name Tfielld.

. Optional 1y, use tlmport from Existing Emai B to copy an existing temp Bate already in the softwal

into this temp B ate.

When Finished editing the temp Bate, c Hick the Sawve Emaill Message button. You will B now be ablle to
select this temp Bate when sending e-mai B's based on the message type you chose in - Step 4.

IT you need to edit or delete a temp Bate in the future, simp By se Bdck Emai B and Text Message
Temp B atesfrom the Messaging & Marketing  drop-down menu again, high Bight the desired temp B ate,
and use the appropriate button in the right side of tleManage Message Temp Bates screen.

If creating a marketing temp Bate, it is recommended that tieCompany Mai Bing Address L.ine> If you no
I onger want to receive these advertisements, p Bease c Bick <Unsubscribegext remain intact. Without the
p B aceho Bder items inc Buded in this text in the temp Bate, you will B not be able to sawve the temp B ate.

The options for editing and creatingmail temp Bates in tiE-maill Contentection of the temp B ate editor
are simi Bar to those found in most word processing programs. #naill temp Bates can be written comp Betelly
HTML.. Editing options from Beft to right on the too B bar inc B ude:

1 Font choose Ariall, Courier New, Georgia, Impact, Lucida Conso Be, Taloma, Times New Roma,
Trebuchet MS, or Verdana

1 Font Size choose any size between 5 -74 pt.

1 Font Co Lagfoose any co Bor that Windows can create

1 BolBdmake seBected text bolld

1 ItaLioake seBected text itallic

1 Under Bine malke se Becedt text under Bined

1 Left ARigallign seBected text/item(s) Beft

1 Center ARignallign selBected text/item(s) center

1 Right ARignallign selected text/item(s) right

1 Bull Bet Loseate bull Bet Bist of text

1 Numeric List create numberic Bist of text

1 Picture Insert add images from fille path or URL
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1 Hyper Bink: create URL Rinks

1 Table Insertcreate tab Bes of text

1 Copy text from MS Word: copy edited text and preserve formatting from Microsoft Word
1 Design View : create/edit temp Bate in Design View

1 fTML Edit Mode: create/edit temp Bate in iTML View

Sallon Iris allso comes with a variety of professionall By designed ke temp B ates that can be customized to
suit the needs of your business for all B types ofmai B messages. To view these temp Bates, seBecEdit Email
and Text Message Temp B ates from the Messaging ¢ Marketing  drop-down menu and then the

Professional By designed temp I atradio bubb Be. Doub Be Rick or highBight and se Bect €eeate E-mai ll
Using Se Bected Design to begin customizing this temp B ate.

Adding Text Message Temp I ates

Selec€Edit Emaill and Text Message Temp B atefrom the Messaging & Marketing  drop-down menu.
The Manage Message Temp Bates screen will B appear. Choose the medium of de Bivery for this temp 1 at
in the Message Format drop-down.

CHlick theCreate New Temp B ate button.

Choose the type of message (described at the beginning of this section) to create and c BicContinue.
Give the temp Bate a name in the Temp Bate Name fiel d.

It is recommended that you keep text message temp Bates be Bow 160 characters to ensure that c Rients'
cel Bullar providers do not split a sent text message into mu ll tip Be segments.

When finished editing the temp Bate, c Hick the Sawve Text Message button. You will I now be able to
se Bect this temp Bate when sending e-mai B's based on the message type you chose in Step 4.

IT you need to edit or delete a temp Bate in the future, simp By se Bdck Emai B and Text Message
Temp Batesfrom the Messaging & Marketing drop-down menu again, high Bight the desired temp B ate,
and use the appropriate button in the right side of tleManage Message Temp Bates screen.

Chient Report Owverview

The CHient Repor€eature all Bows you to create a c Bient mailling Bist that you may print directly to «
mailing Babells, save as a fille, or view. The maiBing Bist can be highl'y customized by sort criteria, i.e.
might create a Bist of c Hients with a preferred emp Boyee if the emp Boyee Beawves the business, or you may
want to create a Bist of femalle c Bients that hawve birtidays in May.

1.

CHhick theC Bient Reportutton/icon or seBeCdl ient Repor€rom the Messaging & Marketing  drop
down menu.
The CHient Reportcreen will I appear.

. You can choose one of the quick fill ter options here by se Becting tidJse a quick fill ter to find c Hient

based on popular criteria
Sellect the clients to inc Bude by choosing the appropriate radio bubb Be:
1 Has a birthday within the next _ days/weeks/months/years
1 First visit was within the past _ days/weeks/months/years
1 Last visit was within the past _ days/weeks/months/years
1 Hasn't had any appointments in _ days/weeks/months/years

. You can allso fill ter your c Rient seBection with dozens more criteria by se Bectifmdhe Bients based
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on customized criteria using purchase history, personall information, and wvisit history
Choose Next after se Becting desired fill ter option.
IT you chose the quick i I ter option, the resu B ts screen will I appear.
IT you chose the option to fill ter based on customized criteria, the next screen will | have an accordic
menu with search and sort il ters.
1 Visit History set parameters and find c Bients based on their visit history
1 Purchased Services and Productsset parameters and find c Bients based on items they fawve
purchased
1 Client Informatioset parameters and find c Bients based on demograpthics
1 Birthday: set parameters and find c Rients based on birthdates
1 Client Optionset parameters and find c Bients based on otfer information contained in your
database
Leave al I the boxes bBank to incBude all I clients.
C Bick Next when Finished and the resu B ts screen will I appear.
Sellect the way the Nist shou Bd appear by choosing the appropriate bubb Be in trder Resu l ts By
section:
1 Client's Bast name
1 Client’s birthday
1 Last emp Boyee to service client
Choose how you'd Hike to view the Bist in theResu I t Optionsection:
1 View Bist or copymaill addresses to the Windows c Bipboard wview, save, print, copy, or
export the disp Bayed information to Excell in this window.
1 Save to a filchoose the Select Fibetton, name the document that will I be created, and
choose Sawve
1 Print Bist to guml Babell :sheets
o Sellect the appropriate Babell to use for printing witbdlkect Labbltton. Make
any desired changes to the Babell with the Edit Babefitton.
Sellect the font size to be printed on the Babell.
Optionall By, cfeck the box to print the text bolld
Optionall By, cfeck the box to print the text itallic.
Optionall By, select additionall items to be inc Buded: c Bient’s birthday, Bast emy
numbr of montfs since Bast visit, and title in front of name.
C LicFinish to execute your chosen option and comp Bete the report.

O O O O

Client Referrall s Overview

Sallon Iris contains the abi Bity to track wiich c Rients are referred by an existing c Bient. You can view re
that contain this information and/or use the mailing report to print mailing Babells so a "thank you™ |
coupon can be mailed to the c Bient that referred the new c Bient. You can allso track wiich marketing tool
i.e. radio ad, newspaper, etc., referred the c Bient. Tracking c Bient referralls is a good way to not onlly

understand where your c Bients are fearing about you, but it he B ps narrow down the best possib Be options for
marketing.

When a new c Bient enters the business, ask him or her how he or she heard about the business. I an
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existing c Bient referred him or her, you can record the referrall.

1.
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7.

Add or edit the new c Rient.

Click theMarketing tab.

CHlick theSe Rectbutton in theC Bient Referradiction to select the c Rient that referred him or her.

The Find CHRiendcreen will B appear.

Use the search options to find the c ient.

Check the The abowve cBient has received credit for referring this c Bibok if you have all ready give
the desired credit to this c Bient.

Click theSawvebutton when finished editing the c Bient.

Credit CHients Who Deserve Referrall Creditsome businesses offer a perk, such as a $5 off coupon, for
c Bients wio refer another c Bient. After recording who referred the new c Rient, the referring c ient shoulld
receive a referrall credit if they all ready haven't.

1.

~No o s W

9.

Se Bec®ore Reports from the the Reports drop-down menu.

ChicClients

Selec€ hient's Referra B Not Credited Report #58.

SelectPrintfrom the Filerop-down menu to print the Rist.

The Printing Optionscreen will B appear.

Malke your printer and page se Bections and c HiElrint

Use the printed Bist to manuall By give the c Rients the appropriate referrall perk. Some examp Bes of
referral perks are as foll Bows: mailing out $5 off coupons, giving c Bients credit to use towards
purchases, giving the c Bients Boyall ty points, etc.

. After the credit has been given to the c Bients, seBeCtedit CHients for Referraffom the Marketing

drop-down menu.
AL 1 clients that have not been credited wil B be marked as receiving credit for thir referrall.

Client Referrall Repar3allon Iris can generate a report that will B show all I referrals by al 1 client:
he B pfull in finding out who refers the most business.

1.

2.

Chients Referral Al 1
. SelectMore Reports from the Reports drop-down menu.
SelecCHlients
. SelecC lients Referra B AL Report #57.

The CHients ReferraB A Bskreen will I appear.
CHicbK when finisted Viewing.
ents Referralls with Totahd 1
Se BectMore Reports from the Reports drop-down menu.
SelecCHlients
. Selec€ hients Referralls with Tota Rd Report #100.
The Options screen will I appear.
Make the date seBection and c HiddK .
The CHients Referralls With Tota RsEdkreen will I appear.
. CHicOK when Finisted viewing.

C

-.,sn.ao.cf?»-m.ao-cw

«©«

Marketing Too B's Referring a New C Rientien a new ¢ Bient enters the business, ask him or her how they
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heard about the business. IT a newspaper, radio ad, etc. referred them, you can record the referrall.

1. Add or edit the new c Bient.

Clicking tidarketing tab.

You can seBect how your c Bient heard about your business under the Marketing Referra ll section.
CHlick tEditbutton to add new referrall types.

The Marketing Referral Typesscreen will I appear.

You can customize your Bist by c Ricking #eld button for each type of marketing referrall that you
wou ld Rike to appear.

7. CHicbK when finisted to return to the Marketing tab.

8. CHlick tiéSawvebutton when finished editing the c Rient.

Marketing Referrall Report

o Ol B~ WN

1. SeBectore Reports from the Reports drop-down menu.

SelecCHlients

SeBectMarketing Referral Type for New C Bients vs. Last Emp I Ggmort #29.

The Options screen will I appear.

Make the date seBection and c HiddK .

The Marketing Referral Type for New C Rients vs. Last Emp Rayeeen will B appear.
CHicbK when finished Viewing.

~NOo ok WwN

Loya Il ty Points Owverview

The Loyallty Points Systerll Bows you to estab Bish and customize a rewards system for your c Bients.
Conwvenient By and easi By issue rewards to c Bients wio demonstrate consistency towards your business. Afte
B oyal ty points are defined for individuall services and products, c Bients will | receive points for purc
these services and/or products. CRients can then redeem the Boyall ty points for rewards.

Loya 0l ty points rewards are considered an expense to your business. When a Boyall ty points reward is
redeemed, its do Bar value is subtracted from your totalls for the day. For instance, if a doll Bar amot
$50.00 is redeemed, then $50.00 wil B be subtracted from your totalls for the day. If a free service or pro
is redeemed, for instance Haircut, then that service or products retaill price will I be subtracted from your
totals for the day.

Setting up the L.oya I ty Points Rewards Tabtlie L.oya I ty Points Systembased on the L.oyallty Point:
Rewards Setup , wiich can he found under the Messaging & Marketing drop-down menu. The Loyal ty
Points Rewards Tab Becan be customized to issue three types of awards:

1 Dol Bar Amount
1 Free Service
1 Free Product

The point val ue defined must be reached in order for the c Bient to be e Rigib Be for the reward type. If a cl
has points in excess of what is shown in the tabBe, fe or she will B hawve access to mu I tip e awards.

1. Selectioyall ty Points Reward Setuwom the Messaging & Marketing  drop-down menu.
2. The Loyalty Points Rewards Setwgareen will I appear.
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3. The Rewards Table is customizab Be and may be configured to award strictBy a dol Bar amount, a -
service, a free product, or any combination of the three.

= 00N O b

Click on thdd button to add a new reward.

The Loyallty Point Rewasdreen will I appear.

Enter the number of Pointsrequired to obtain the reward.

Enter the Reward type. This can be a designated currency amount, or one free product or service.
Clicbawve.

Repeat Steps 4-8 untill youroya l ty Points Reward Tals@taup is comp Bete.

10. Under the Options section, seBect from the foll Bowing options:

a. Use the Boyallty points defined for each product or service wien callcullating the Boyal
points earned on a ticket Boyall ty points are awarded to c Bients for the purchase of specific
services or products. The Individuall services and products that will I award Boyall ty points
assigned a Boyal ty point amount.

iv.
V.
Vi.
Vii.

Go to the ProductsorServices screen.

Edit any product or service that will I add Boyalty points.

The Edit ProducbrEdit Servicescreen will I appear.

Click on tid_oyal ty Pointtab.

Enter a vallue in tl_oyal ty PoirfisBd. This value is the amount that will I be added t
c lient Boyall ty points balance upon purchasing this product or service.

Clicbave

Repeat Steps ii-vifor every other product or service that you wish to incorporate into the
B oyal ty point system.

b. Base the Boyall ty points earned on a ticket on the subtotall of the tidkeyxa ll ty points will
callcullated using a set spending ratio, i.e. one Boyall ty point for every two doll Rars spen
be app Bied to the subtotall of the ticket, regard Bess of what items make up the subtotall. You w

not
I

iii.
11. Check the

be ab Be to make exceptions on a per product/service basis.
Enter anearn value. This is how many points per specified do Bar amount the c Bient wil
earn.

. Enter aspent amount. This is how much c Bients have to spend hefore they earn the abowve

point value. Dol Bar amounts are rounded to the nearest numericall vall ue you select.
are giving one Boyall ty point for every do I Bar spent and the subtotall is $24.39, ther
be used to callculate Boyall ty points. If you are giving one Boyall ty point for every
and the subtotall is $22.41, then $22.50 wil I be used to callcullate Boyal ty points.
CHichK .

| woulld Rike Sallon Iris to notify me of the rewards a c Bient is eNigib Be for when cree

tickets box if desired.
12. CHicbK when Finished.

Recording and Adjusting L.oyal ty Points a ticket is c Bosed, Boyall ty points are automaticall By ad
subtracted on the client's record. A pap window wi | B appear disp Baying the amount of points added to 1
client’'s balance and the totall number of points available for redemption. Every Boyalty point tra
recorded in the c lients Loya Ity Point fistory

1. Go to theCHientscreen.
2. Edit the client.
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The Edit CHiendcreen will B appear.
Clickon ti8alance and L.oyal ty Potais
The View Loyall ty Point fistdrytton disp Bays a fistory of al I Boyall ty point transactions.
CHichK when Finished viewing it.
The Set To Exact VVabutton all Bows you to set the c kichbyall ty points to an exact vall ue.
The Increase Pointshutton all Bows you to increase a cBieritting Boyall ty points by a certain
amount.
a. A positive number wil B increase the c Bigatpoints.
b. A negative number wil I decrease the c lierstpoints.
The Decrease Points button all Bows you to decrease a c Bient's Boyalty points by a certain amoul
a. A positive number will B decrease the c liefstpoints.
b. A negative number will I increase the c Bietpoints.
When you are Finished editing or viewing the c Bient’'s Boyall ty points, c3aske to exit.

Redeeming L.oya I ty Pointsf the product or service being redeemed is not all ready on the ticlket, Sallon Iri
will I add the product or service to the ticket and a Bine to remowve the price, and then account for the po
deduction. If the product or service is a B ready on the ticket, Sallon Iriswill I only remowve the price and :
the Boyallty points to be used.

o Ol WN P

oo

Open a ticket and add a service or product.

On the Ticket Information screen, c Rick thSpecia button.

Selecti_oyall ty Points

Then se BectRedeem Loya Ity Points

The Loyallty Point Rewardsreen will I appear.

Doub Bec Rick on one of the availlab Be rewards to redeem. When redeeming Boyall ty points, the price a
any salles tax is incBuded in the Boyall ty points usage.

The reward wi B B be shown on the ticket and the ticket will B be adjusted accordingly.

CHose the ticket.

A pop-up screen wi | B appear showing the c Bient's Boyall ty points adjustment and remainder.

Coupons Owverview

The Coupons screen all Bows viewing, adding, editing, and de Betion of coupons issued by your business. It
allso facilitates evaluation of the statisticall effectiveness of each coupon type by disp Baying redem|
history. This aids in determination of the most and Beast popu lar coupons. Coupons can be set to take a
percentage of f the totall salle, a specific amount off the totall salle, or give discounts to specific ser
products. CHick t€oupons button/icon or se Be€tlit Couponsfrom the Messaging & Marketing drop
down menu to access thle Coupons screen.

Adding or Editing a Coupon

1.
2.
3.

Click teAdd Coupon button, or highBight the coupon to edit and c RickBdé¢t Couponbutton.
The Add Coupon/Edit Couponscreen will I appear.
Enter the fo l Bowing information In @enera l section:

a. ID: a unique number, word, or code that you assign to track coupon usage.
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b. Description: a sentence or two exp Baining wiat the coupon is for.
c. Expiration date if necessary.
d. Notes: if necessary, Beave any miscel Baneous detaills or terms and conditions.
e. This coupon is inactivemark to remowve item from coupon and ticket item search screens.
5. There are three options for the Coupon Savings Detai ksction:
a. Percent takes the percentage off of the totall purchase.
b. Currency: takes the currency amount off the totall purchase.
c. Leawve both numbers as zero if the coupon is on By for specific product or service discounts.
6. IT the coupon is to be used for specific product or service savings, seBect the corresponding option
add an item to be discounted or redeemed with the coupon.
a. CHick theAdd button.
b. The Add Coupon Item screen will B appear.
c. Type in the product or service ID or c Rick tearch button.
d. Sellect the quantity that needs to be purchased to receive the discount, i.e. buy two get one free,
or buy 1 get one ha I ¥ off.
e. Enter the discount percent or currency to be app Ried to this item when the coupon is redeemed.
f. CHick theSawvebutton to add the coupon to the database.

Deleting a Couponlf a coupon is deBeted, Sallon Iriswill I not be able to evaluate coupon statistic
not be ab e to determine how many coupons were redeemed.

1. CHhick to highlight a coupon.

2. CHlick tiDe Bete Couponbutton.

3. The Are You Sure??screen will I appear.

4. Click theyes button to permanent By deBete the coupon from the database.

Redeeming a Coupon

1. Add or edit a ticlet.
2. Malke sure that all B products and services are added and correct.
3. Add a coupon through either of the two metiods:
a. CHlick teCoupon button to the right offedeem in the Genera l section of the ticlet.
b. Manual By add the coupon ID to t2 coBumn.
i. Type the coupon ID in the ID coBumn, or doubBelick in tdD coBumn to bring up thk_ook
Up screen.
ii. SelBec€oupons in the Disp B aysection.
iii. DoubBecHick on the coupon to use.
4. Repeat Step 3 to add mull tipBe coupons.
5. Close the ticlket as you normall By woulld.

Viewing Coupon History and Usage: evaBuating the effectiveness of each coupon type can he I p determine
how many of each coupon type was returned. Use this to determine the best way to create coupons for
future marketing campaigns.

1. CHhick to highlight a coupon.
2. CHlick thedit Couponbutton.
3. The Edit Couponscreen will I appear.
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4. From fere you can add or subtract to the number of coupons that hawve been issued.
a. CHlick tieModify Number Issued button.
b. The Enter Number of Coupons Issued screen will B appear.
c. Enter the number of coupons that were issued.
1 A positive number adds to the totall coupons availlablle
1 A negative number subtracts from the totall coupons availlablle
CHichK .
A notification screen will I tell I you how the coupons were adjusted.
. CHichK to return.
g. ChicWView Issue fistory to view the history of how many coupons were added/subtracted, and
on wiat date it happened.
6. The number of redeemed coupons, and the Bast date of use will B be disp Bayed under theUsage History
section.
7. CHick theOK button wien finished.

Printing the Coupon L.istome business prefer to keep a Bist of all B current coupons at the POS to keep
track of current salles.

- 7 2

1. CHick theCustomize View button on the Beft to add or remowve coBumns as desired.

2. You can use the Add, Remove , andMowve Up andMowve Down buttons to customize the information
to view.

CHicbK to return to th€oupon screen.

Sort to the desired disp Bay by c Ricking a co Bumn heading, suciGsupon ID.

Chick tePrint Ligttton.

The Printing Optionsindow will | appear.

Select the printer and page range options and c Hcint

Only the Rist of coupons will B print and not individuall coupons. If you woulld Rike to print ind
coupons to send to clients, you can make coupons using a word processor program or purchase pre
made coupons from an office supp By store.

0o ~NOo O bW
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Messaging
communicating with c Bients and supp Riers

Messaging System Owverwview

Salon Iris fas Bessaging System in p Bace that can send eBectronic business correspondence to c Bients,
emp B oyees, and supp Biers. Types of messages that can be sent inc Bude:

1 Appointment reminders, changes, and cancell Bations by-maill and SMS (Stort Message Service) text
message

1 Marketing campaigns by e -mail

1 Individua B-mails and SMS text messages

1 Purchase orders ¢ -mailed to Supp Riers

Al 1 messages are sent by Salon Iris and requirevessaging Serwvice subscription with DaySmart Software.
Appointment correspondence is automated and requires on By a first time setup. Marketing campaigns can be
sent manuall By or set to run automaticall By on seBected scfedu Bed frequency. In order for Sallon Iris t
messages from the Messaging System , the program must be open on the server computer and requires an
Internet connection.

To create a new Messaging Service account:

1. SelBectMessaging System Setup from the Messaging & Marketing  drop-down menu.

2. CHick theSign up for Messagingbutton. A web browser will B open to the DaySmart account
management webpage. C Bick the Continue to Messaging Setupbutton If you have not created a
DaySmart accountyet, choose the Create Accountbutton and foll Bow the setup instructions.

3. Choose the credit card detaills to use by eBecting to use the card information already on fille or en
new credit card information and choosingContinue Using this Payment Infa

4. Enter all I your business information and c®reate Account Wien the account creation is comp B ete,
c B ose the web browser and return to Sallon Iris.

5. CHick thel'm Done Signing Up On Rinebutton in theMessaging System Setup window to comp Bete
account creation. C B0& to manage your account and sending preferences.

Sallon Iris can allso be used to send sing-haells and text messages to c Bients. To send amaill or text
message:

1. Access the Messaging screen by c Bicking theMessaging button or cfoosingView E-mail and Text
messages from the Messaging & Marketing  drop-down menu.
1 Al ternatively, any time Edit C Biendcreen is open, both an E-mail CHRierdnd aText CHient
button will I be available to quickBy send correspondence to a c Bient. Messages sent and se
drafts from this screen will I appear on #fessaging Screen .
2. For an Enaill, cHiNew E -mai Bbutton in the upper Beft, enter recipient's name or-mail address, edit
the Subject Bine and Text Body, and then ¢ ISend .
3. For a Text Message, c Rick tiblew Text button in the upper Beft, enter the recipient’s name or SMS tex
number, edit the Subject L.ine and Text Body, and then c Bigknd .

Any e-maill or text message that is started can be saved adDaaftto be finisied and sent at a Bater time.
When editing either type of message, c Bick the Sawve Draftutton and the message wi I B be saved ibraft
Status Each message status can be viewed by using the Adwvanced Search. Simp By seBect the desired
message status from the Statusdrop-down menu. Messages in  Draft Statuean be sent by highBigiting the
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item and c Rickingend Messages from the Messaging Options on the Beft of tMessaging screen or by
opening the draft and c Rickirignd .

IT the Purchase Orders function is utilized by your business, then emai Bing orders with your Messaging
Service account is a great way to handBe all I product ordering in one p B ace.O8eketimg Owverview in

the Products and Inventorghapter to Bearn how to create purchase orders using Sallon Iris. Once a PO h
been created, sending it by e -mai l with aMessaging Service account is performed by figh Bighting any open
PO and cRicking tfe-mai I PCbutton on the Beft of ®urchase Orders screen.

An overview ofTemp B atesfor bothAppointment Reminders andMarketing Campaigns is availlable in tl
Marketing Chapter.

Managing Notifications

1. SelectSet Up Appointment Notificationkrom the Messaging ¢ Marketing  drop-down menu.
2. The Edit Appointment Notification Settingsidow will I appear.
3. The window is divided into four tabs which are based on the four types of notifications that Sallon Iri
can send:
1 Appointment Reminders : what c Bients receive as a reminder for appointments
1 Client Notificatiomsmt c Beints receive wien schedu Bing, changing, or cance ling appointmen
1 Emp Boyee Notificationswiat emp B oyees receive wien appointments are schedu Bed, changed,
or cancelled
1 Receipts: what your c Bients receive as receipts from c B osed ticlets

Appointment Reminders : this tab contains all 1 the controlls that determine the how, when, and wiat
appointment reminders are sent.

1. Check or uncheck te  Send appointment reminders to c Bients by emai Ito turn on or ofdmai B ed
appointment reminders.

2. Check or uncheck the  Send appointment reminders to c Bients by text message box to turn on or ofi
text message appointment reminders.

3. Optional By, cfeck or uncfeck theand all Bow c Bients to respond to a text reminder to confirm tl
appointment box to receive confirmations automaticall By. Sallon Iris will B proces this feedback
periodicall By (about once an hour) and change €onfirmed drop-down on the c Bient’s ticket tdext
Message . (See the Appointment Book chapter if you woulld Bike to Bearn about collor coding base
confirmation.)

4. Sellect the timeframe for reminders with the Send reminders |_| day(s) before a schedu Bed
appointment drop-down.

5. Optional By, cfeck or uncfeck theSend a fo I Bawp reminder | _| day(s) before a scheu led
appointment box.

6. Optional By, check or uncheck theMake sure a c Bient on By gets one-mai I and text message
reminder per day box. This is useful if you have c Bients with mu l tip Be bookings.

7. Optional By, check or uncheck theDon"t send any reminders the same day of a schedu led
appointment box. This is usefull if Salon Iris is stut down during a time reminders shou B d be sending.

8. Sellect and/or edit the temp Bate forai B Reminders , Text Reminders , andText Confirmation Rep By
in the Bowest section. This is the temp Bate that cBients wil B receive based on the message type.
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CHlicking th€dit Message button will B sfow a preview and options to edit or create new temp I ates.
(See the Temp Bates Overviewsection of theMarketing chapter for more on editing temp B ates.)

Client Notificatiot® make sure the Bine of communication is aBways open with c Bients, Sallon Iris can ¢
messages to keep them aware when anything chages with their appointments. Each message type can be
sent by both e -mail and/or text message.

1 Check or uncheck the box for each type to turn its notification on or off.
1 Malke changes to e -maill temp Bates for each message type with the Edit Emai Bbutton.
1 See a preview or wiat c Bients will B receive the with thdPreview button for each message type.

Emp Boyee Notificationsin the same way as it can for c lients, Sallon Iris can send messages to emp N oyees
to keep them aware wien anything chages with their appointments. Each message type can be sent by both
e-maill and/or text message.

1 Check or uncheck the box for each type to turn its notification on or off.
1 Male changes to e -maill temp Bates for each message type with the Edit Emai Bbutton.
1 See a preview or what emp Boyees wi B B receive the with the Prewview button for each message type.

Receipts: unlik al B the other notification types, receipts can on By be senbdille. Text message receipts
would Hike be spHit into mull tip Be segments because of character count and be confusing to c Bients.

1. Check or uncheck the  Send receipt when ticket is c Bosed box to turn on or off the sending of receipt
when tickets are c B osed.

2. Optional By, cfeck or uncfeck theand prompt me each time before it sends to choose wiether or not

to send a receipt by emaill.

Click thdit Emai Bbutton to make changes to the temp Bate c Rients receive as receipts.

Clieck thePreview button to see wat the message Books Hike.

5. Optional By, cfeck or uncfeck thelnc Bude emp B oyee names for each Bine item when inc Buding the
ticket item detai l Hox to show which emp B oyee performed each service or so B d each product on the
ticlet.

6. Optional By, check or uncfeck theand a Bso inc Bude emp Boyees” Bast namex to inc Bude Bast names

B~ W

Chapter 10: Messaging - Page 3 / 3



Payroll I Settings

time cBock and payrol I maintenance

Time C B ock Overview

You can have comp Bete time c Bock capabi Bities for businesses with emp B oyees working on an hour By basis.
Each time an emp Boyee " Bogs in™ and " B ogs out™ the hours worked are call cuBated for payroll I use.

1. Tte time c Bock feature may be protected with an individual password for each emp B oyee.
2. The time c Bock feature is optionall . You can allso pay your emp B oyees according to salary and/or
commission if you do not wish to use the time c B ock.

Uti Bize the time cBock by c Bicking teog Ior Log Outbutton/icons, or by seBectihgog lor Log Outfrom
the Time C Nl ockdrop-down menu.

Logging trballon Iriswil B record the hours worked untill the emp Boyee Bogs out.

1. CHhick thel_og libutton/icon or seBed¢tog Irfrom the Time C N ockdrop-down menu.

The Time CHBock L.og bareen will I appear.

Select the emp B oyee from the drop-down Rist.

Click thel_og Ithutton.

IT the emp Boyee’s time c Bock entry is password protected, a password entry box will | appear.
6. Enter the emp Boyee's password and c Rick the L.og Ihutton.

b wWwN

L.ogging OutSalon Iriswill B record the hours the emp B oyee worked since Bogging in and use them in payrol
callcullations.

Click thel_og Outbutton/icon or seBe¢tog Outfrom the Time C B ockdrop-down menu.

The Time CHock L.og Owtreen will I appear.

Select the emp Boyee from the drop-down Rist.

Click tel_og Outbutton.

IT the emp B oyee's time c Bock entry is password protected, a password entry box will B appear.
6. Enter the emp B oyee's password and c Rick the L.og Outbutton.

g~ wWwN

Time C B ock Record Management: the Time C Bockscreen all Bows the business owner or other designated
emp B oyees to access time c Bock records. The information disp Bayed on time C B ockscreen is wiat your
payro I I is based on if your business operates on hour By wages. For this reason we highly recommend
password protecting the Time C B ockscreen and on By giving access to managers and owners.

1. Selec€&dit Time CHock Entriefrom the Time C I ockdrop-down menu.

2. The Time CHRockscreen will I appear.

3. Sellect the appropriate date range from tiBate Range section.

4. Click theAdvanced Search button to disp Bay tSearch by Emp B oyee drop-down Bist to view specific
emp B oyee entries, or seBectAl #o view all I emp B oyees' time records.

Manua I By Adding or Editing a Time C B ock Erddging and editing time ¢ Bock entries is usefull for addir
missed punches, or making adjustments in situations where a customer comes in and requests a service
from an emp Boyee that has a B ready Bogged out.

1. CHlick theAdd Entry button, or high Bight the entry to edit and c ickBdit Entrybutton.
2. The Add Time CBock Entry/Edit Time C B ock Entcyeen will B appear.
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Select the emp Boyee from the Emp B oyee drop-down Rist.

Set the appropriateDate.

Enter the Time In.

Enter the Time Out .

Add or subtract time with the Adjustment feature, i.e. 1 four spent on Bunch.
Add any Comment if necessary.

Click theOK button to sawve the entry.

Manuall By Deleting a Time C B ock Endereting a time c Bock entry is e Bpfull if an emp B oyee accidenta
B ogs in as anotfer emp B oyee.

1. CHick to highBight the time c Bock entry to be de Beted.

2. CHick tiDe Bete Entrybutton.

3. The Are You Sure??screen will I appear.

4. Verify your seBection and c Rick¥eg button to permanent By deBete the time c Bock entry from the
database.

Printing Time C Bock Entrieprinting time c Bock entries is important for records keeping. Some businesses
require emp B oyees to sign off on their hours before co I Becting their paychecks.

S 00N O~ W

1. Sellect the appropriate date range.

Select the appropriate emp B oyee sort options.

CHick theCustomize View button on the Beft to add or remowve coBumns as desired.

You can use the Add, Remove , andMowve Up andMowve Down buttons to customize the information
to Vview.

CHicbK to return to tiélime C Bockscreen.

Sort to the desired disp Bay by cRicking a co Bumn heading, sucfEag B oyee ID .

Click thePrint Listrtton.

The Print Optionscreen will B appear.

Select the printer and page range options and c FAcint

EE NGO RN N
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Time C B ock Password Owverview

Sallon Iris can be set up so that Bogging in and Bogging out requires an emp B oyee password. This is he B p
reducing accidentall Bogins. Sallon Iris can allso be set up so that an emp Boyee can change fis or fer pa
for the time c B ock from thel_og lor L.og Outcreen.

The business owner can allso password protect the access to the entries in the Time C B ockscreen. Because
these entries are typicall By how payroll I is callculated, we highly recommend that on By managers and the
business owner hawve access to the Time C B oclkscreen, and that emp B oyees sign off on their hours to ensure
that emp B oyees are being paid for hours worked.

Setting Emp Boyee L.og In/L.og Out Passwords

1. SelBectPassword Setup from the Too Hdrop-down menu.
2. The Password ControBscreen will B appear.
3. CHick tieenab Be emp B oyee password protection on this computerbox.
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Click thdit Passwords button.

The Emp B oyee Passwords screen will B appear.

Check the AN Bow emp Boyees to change their own passwords on the Time CBock L.og In and Log (
screens box if you wou ld Bike emp Boyees to be ab e to change thir own passwords.

Check the Hide passwords box if you want passwords to be hidden.

Doub Bec Rick on the emp B oyee for wiom you wish to set the password for.

Enter the password. It must be between 3 and 20 characters Bong.

CHhicbK .

Enter the new password for a second time. This verifies the password.

CHhicbK .

Repeat Steps 812 for each emp B oyee password.

CHicbK to return to tPassword Contro Bscreen.

CHicbK to sawve the changes.

When the emp B oyee tries to Bog in or Bog out of the time c Bock, fe or sie will | be automaticall By
prompted for his or fer password.

Password Protecting the Time C B ock Screenbecause the Time C B ockscreen has payrol B sensitive
information, we recommend that on By the owner and/or manager(s) hawve access to it.

1.

~NOo ok wWwN

10.
11.

SeBectPassword Setup from tie Too Bdrop-down menu.

The Password Contro Bscreen will B appear.

Chick th€nab Be emp B oyee password protection on this computerbox.

C Hick thEdit Access button.

The Emp B oyee Passwords screen will | appear.

You wil B see an item call Fede CBock: Time CHock Screemn the Item coBumn.

In the same row as the Time C Bock: Time C Bock Screemtem, c Bick the box in theRequire Password
column.

Underneath each emp B oyee's name and in the same row as the Time CRock: Time CBock Screemmtem,
cfeck the boxes underneath the names of the emp B oyees that you want to hawve access to te  Time
C hockcreen.

Repeat Steps 7-8 forTime C B ock: De Bete Time CBock Entriemd Time C B ock: Add/Edit Time C B ock
Entries if desired.

CHicbK to return to thiPassword Contro Bscreen.

CHichK to sawve the changes.

Payrol I Owverview

Sallon Iris can call culate your business' emp Boyee payrol B, and if desired, print payrol B checks. Payr«
callcullations are made based on information taken from the fol B owing items:

1.
2.
3.

Emp B oyee payro I B settings for income and deductions, inc Buding tab Bes for income and deduction
Product and service sales commission recorded in c Bosed tickets.
Time c Bock information if app Ricab le.

The Payroll I Configuratiomen can be reached by seBecting Payrol I Configurathimm the Accounting
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drop-down menu.

First Time Setup to increase or decrease the size of the Payroll I Configuratiznen, position your pointer
over the edge of the border untill a doub Beaded arrow appears. Once the arrow appears, c Bick and ho 1 d
the Beft mouse button and drag to resize.

g b wWwN -

7.

SellectPayrol 1 Configuratficom the Accountingdrop-down menu.
The SeBect Countrscreen will B appear.
Select your country and c DKk Federall tax tabBes may be install Bed or updated.
The Payroll B Configuratiomen will I appear.
There are three types of information for payroll I configuration:
a. Setting basic inc Busion and hours worked settings.
b. Income : set how the money is earned.
c. Deduction: set any number of deductions to be taken out.
The Commission System has two settings:
a. Use sing Be commission system : if emp B oyees earn commission for the entirety of the salle and
use of services and products.
h. Use duall commission system : if different commissions are earned on the originall salle and
when/if the service is used.
CHichK when Finisfed.

Copy Profileyou can copy the same payrol I configuration from an al ready existing emp B oyee. When you
hawve mu I tip Be emp B oyees to enter, this option wi | B make entering payro I I information more conwvenient.

1.
2.
3.

4.

In the Bower- Beft portion of the screen, c ick@@py Profile(dutton.

The Copy Profillscreen will I appear.

On the right side of the screen, seBect the emp B oyee that has the same payrol B configuration that you
want to copy from theThe same as drop-down Hist.

On the Beft side of the screen, in the box next to the emp B oyee's name(s), check the appropriate

emp B oyees that you want to copy the payrol I configuration to.

CHhicbK to return to tiPayroll I Configuraticnmen.

Payro I I Settings Owverview

1.

g b N

~N O

Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Inne with the
Inc Budefie B d.

The Inc Budecreen will B appear.

SeBect whether or not to inc Bude this emp Boyee in payroll B callcullations.

CHlicbK to return to tPayroll I Configuratiomen.

Doub Be-c Rick the box underneath the desired emp B oyee that is horizontal By il ine with the Hours
Worked fiel d.

The Hours Worked  screen will I appear.

. Sellect from the fol Bowing choices:

1 Hours based on time c Bock entries: use time c Bock entries to call cul ate hours worked
1 Prompt me for the number of hours worked for this emp B oyee each time | run payroll I : set
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hours based on a prompt before payroll I is callcull ated
1 Use || hours : set a specific amount of fhours to be used for each payroll 1
CHlicbK to return to tPayroll I Configuratiomen.
CHicbK to sawve the settings.

Hour By vs. Commissiort since many businesses have a system where the emp B oyees are paid based on
which is greater between hour By pay and commission pay, the payroll B system in Sallon Iris is able to callci
this for you automatical ly.

1.

4.
5.

Set up the Service Commission andProduct Commission for the desired emp Boyee. See the Sing e
Commission Income Owverview section.
Doub BecHick on théour By field for the same emp B oyee.

. SellecRate of | | per hour and enter the emp B oyee's wage. Or seBect Based on hour By table

depending on hour By pay rate.
Check the Use product and service commission amount, if greaterbox.
CHhicbK .

Payroll I for this emp Boyee will B be call culated from either commission or hour By wages, not both. When pe
is run, if the emp B oyee's totall commission pay (service commission + product commission) is greater than
the hour By pay owver that time period, the emp Boyee's hour By pay will B be set to zero for this pay period and
just the commission pay wil B be given. Otherwise, if the hour By pay is greater than the totall commission, tf
two commission amounts wi I I be set to zero and the hour By pay will | be given instead.

Sing Be Commission Income Owverview

The recommended configuration for payroll I is t&ing Be Commission System . This means that the
emp B oyees” commission is based on the amount shown in the Commission Based On  co Bumn on theTicket
Informationscreen for all B ticlets for the se Bected time period.

1.
2.

C Riclse sing Be commission system under the Commission System section.
Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Brine with the
Salaryield.
The SaBargcreen will I appear.
You can select to pay the emp Boyee in the fol Bowing ways:
1 No sa B arythis emp B oyee does not receive salary pay
1 Use |__| (currency amount) :enter the salary amount that will I be paid
CHicbK to return to tPayrol I Configuraticnmeen.
Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Inne with the
Hour By fiell d.

. The Hour Byscreen will B appear.
. You can sellect to pay the emp Boyee in the fo Il Bowing ways:

1 No hour By pay this emp B oyee does not receive hour By pay

1 Rate of |__| per hour : enter the rate of pay per hour worked, i.e. $9 for $I/hour

1 Based on hour By tab Retfe rate of hour By pay fRuctuates based on the settings of an estab i
tablle
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CHlicbK to return to tPayroll I Configuratiomen.
Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Erine with the
Adjustment field.
The Adjustment screen will I appear.
You can select to pay the emp Boyee in the fol Bowing ways:
1 No adjustment this emp B oyee does not receive a pay adjustment
1 Use |__| (currency amount) :enter an adjustment to the emp Boyee's normall pay. Adjustment:
will B remain through payrol B periods, so if the adjustment is a one time bonus, it must be remov
before the next payroll I period is callculated
CHlicbK to return to t¥Payroll I Configuratiomen.
Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Iine with the Tips
Claimedfield.
The Tips CHaimedscreen will I appear.
You may select to cBaim tips in the foll Bowing ways:
1 Don't c Baim tipthis emp Boyee does not receive tips
1 Prompt me for this emp B oyee's tips each time | run payro Ik Bet c Baimed tips based on a
prompt before payrol I is callculBated. Some business prefer to hawve their emp B oyees record dai
tips on a sheet that is then added during payroll I callcullations
1 Based on amounts c Baimed on tickets c Baimed tips are callculated based on c B osed tickets
the specified pay period
1 Fixed percentage of services so kat Baimed tips are based on a set fixed percentage from the
services provided on c Bosed tickets owver the specified pay period
1 Fixed amount: c Baimed tips are based on the same fixed amount every pay period
CHicbK to return to tPayrol I Configuraticnmen.
Emp B oyee commission for products and services may be cal cu B ated in three common ways:

a. Fixed: there is one commission rate that is app Bicablle to all I total salles, minus backbar,
regard Bess of the currency amount, i.e. if the emp Boyes totall sales minus backbar is $2300, &
the commission rate for that emp Boyee is set to 10%, then the commission amount received will I
be 10% of $2300, or $230.

h. Stepped: a specific commission rate will B be determined by set intervalls of the emp 1 oigetotal
salles, i.e. if the emp Boyels totall salles minus backbar is $2300, and the commission interval¢
are set up so that if the emp Boyee's salles totall is between $0.08%.%9 he or she wi I B receive
10% commission, if the sales total is between $100099.% he or she wi I B receive 12%
commission, and if the salles total is between $200299.% he or she wi B B receive 14%, then
the emp B oyee wou B d receive 14% of $2300, or $322.

c. Incrementall Stepped adjusts the percentage rates at intervalls of totall salles, but pays a
interval rates, i.e. if the emp B dgedotall salles minus backbar is $2300, and the commission
rates are set up so that if the emp Boyeés salles totall is between $0.0@9.99 the emp B oyee
receives 10%, for $10001999.99 the emp B oyee receives 12%, and for $2000 -2999.99 the
emp B oyee receives 14%, then by using an incrementall stepped scalle, the emp Boyee will B now
receive 10% for the first $1000 out of $2300, pBus 12% of the second $1000 out of $2300,
14% of the $300 out of $2300. This wou Bd be (0.10 x $1000) + (0.12 x $1000) + (0.14 x $3(
$100 + $120 + $42 = $262.

Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Erine with the
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Product Commission fiel d.
The Product Commission screen will I appear.
You can select to pay the emp Boyee in the fol Bowing ways:
1 No commission : this emp B oyee does not receive product commission
1 For al I product salles amounts that are not bonuses or exceptions, use the fo I B owing
percentage: the emp B oyee earns a straight percentage on all I products so B d exc Buding prodi
with specific bonuses and exceptions
1 For al I product salles amounts that are not bonuses or exceptions, use the fo I B owingfi
the emp Boyee will B receive commission based on a stepped or incrementall stepped scalle, select
the appropriate commission tab Be from the drop-down HBist
CHicbK to return to tPayrol I Configuraticnmeen.
Doub Be-c Rick the box direct By underneath the desired emp B oyee that is horizonta l By Enne with the
Service Commission fielld.
The Service Commission screen will 1 appear.
You can select to pay the emp Boyee in the fol Bowing ways:
1 No commission : this emp B oyee does not receive service commission
1 For all I service salles amounts that are not bonuses or exceptions, use the foll B owing
percentage: the emp B oyee earns a straight percentage on all B services rendered exc Buding
services with specific bonuses and exceptions
1 For all I service salles amounts that are not bonuses or exceptions, use the fo Il Bowingitta
the emp Boyee wi B B receive commission based on a stepped or incremental stepped scalle, sellect
the appropriate commission tab Be from the drop-down Rist
CHlicbK to return to t¥Payroll I Configuratiomen.
To configure overtime settings and tabBes, p Bease see tRayroll I Tab Bes Overseation for more
information.

Sing Be Commission System Examp Bes: the examp Bes be Bow are for services given, no product examp Bes wil
be discussed. When using the  Sing Be Commission System , there are four configurab Be entities for each
service.

1.

Price a standard price can be defined, and exceptions created as needed per emp Boyee. 1T you change
the service price, this new price will I applly to all I future tickets created after the point in time in
you changed tfe service price. The clange is not retroactive.

Backbar: a standard backbar amount can be defined, and exceptions created as needed per emp B oyee.
This backbar amount is subtracted from the Commission Based On  amount when determining

emp B oyee commission. The totall backbar on a ticlet is call cu l ateBaskbar times Qty Used .

Bonus: a standard bonus can be defined, and exceptions created as needed per emp Boyee. A bonus is

a Bump sum awarded to an emp Boyee for the sel Bing of a service. It is independent of commission. T
totall bonus for a ticlket is call cu I akemhas: times Qty Prch.

Commission : a commission percentage or Bump sum can be awarded to an emp B oyee for performing a
service. This number is usua l By determined from the Payrol I Configurationeen, but exceptions can
be created as needed per emp Boyee. IT you change the commission amount, it will hpply to all I tick
The change is retroactive. You can make commission exceptions for each emp B oyee based on the
Commission tab within a service. 1T you make a commission exception, the settings under the
Commission tab within the service are used instead of the settings on the Payrol I Configuration
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screen.

There are four configurab Be entities, each of them having either aStandardorException value. Therefore,

there are sixteen possib Be configurations for any emp Boyee using theSing Be Commission System for each
service.

|Configurab e Ite||Price ||Backbar ||Bonus ||Commission |
|Emp Boyee A ||Standard/Excepti0||Standard/Exceptio||Standard/Exceptio||Payro il Settings/Excep|

Figure 1: Different configurations using ti8ing Be Commission System

Example I

1. Let us configure Susan Smith to have a commission percentage of 20% from tiPayroll I Configurat
screen, Figure 2.

Type Itern Susan Smith
Include Yes

Hours Worked TimeClock
Salary Mone
Hourly Mone
Adjustmert Mone

Tips Claimed Don't claim
Product Commission  10%

Service Commission |20%

Federal Tax Mone

Setting

Income

State Tax Mone
Local Tax Mone
Social Security Mone
Booth Renter Mone
IMedicare Mone
Health Care Mone
SEP Mone

Deduction

Figure 2: Payrol I Configuratsomnen with a 20% Service Commission

2. Wewi IR be Booking at a generic service, SERVICE A, configured for Susan Smith. fere are its
characteristics:

1 Price: $60.00, no exceptions for Susan

1 Baclkbar: $15.00, no exceptions for Susan

1 Bonus: $10.00, no exceptions for Susan

1 Commission: 20%, based on Payroll I Configuration
3. Susan performs SERVICE A and Ticket #1027 is c B osed.
When payro B I is run theCommission Detai B's screen will B be disp Bayed, see Figure 3.
5. Susan’s commission totall taken from Ticket #1027 is callculated be I ow:

1 Commission Totall = ($60.60($L5.00 * 1))*20% + $10.00 = $19.00

1 Ticket #1027's information:

>
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Commission Based On: $60.00
Backbar: $15.00

Commission: 20%

Bonus: $10.00

6. As can be seen be B ow, this totall is correct.

o
o
o
o

File

—_—
Services IProductg|

Service Commission Details
¢ Licket ltems
Ticket (D] 1D | Description Faormula -ommission Based On| Backbar| Qty | Commission| Exception! Bonus

t"""'--___ 1027 SERVICE A Based on payrol 20% of {Commis: S60.00 51500 1 59.00 3000 510,00

Total Servi misgi

[ item Total
Regular Commission 5800
Exceptions 50,00

Bonuses 510,00
B Grand Total

Figure 3: Commission Detaill's screen for Example 1

Examp e 2

1. Susan Smith’s Payrol I Configuratgcommission percentage will B remain at 20%.
2. Wewi I 1 again be Booking at SERVICE A as configured for Susan Smith. fere are its claracteristics:
1 Price: $60.00, no exceptions for Susan
1 Backbar: $15.00, exception of $20.00 for Susan. This $20.00 exception will B app By to Tick
and Bater. In other words, all I ticlets created after the point in time the exception was create
wi I B have a backbar exception of $20.00 for Susan
1 Bonus: $10.00, exception of $15.00 for Susan. This $15.00 bonus exception will I apply to
#1029 and Bater. In other words, all B ticlets created after the point in time the exception was
created wi I B have a bonus exception of $15.00 for Susan
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1 Commission: 20%, based on Payroll I Configuration

Susan performs SERVICE A and Ticket #1029 is c B osed.

4. When payrol I is run theCommission Detaill's screen is disp Bayed, see Figure 4. This payro B assumes
that Ticket #1027 was a l ready c 1 osed.

5. Susan’s commission totall taken from Ticket’¢1027, fromExamp e 1, and 1029 is cal cu B ated below

w

Commission Totall = ($60.00$L5.00%1) + $60.06 ($20.00%1))*20% + ($10.00 + $15.00) = $42.00

Or,

Cornmission Total = ($60.00-($15.0071 ) +$60 004200071 1720% +($10 00 +$15.00) =$42.00
L. L

e -t - o \"\_gu_,u—nl‘
Ticket#1027 Ticket #1029 Bonuses

1 Ticket #1027's information is be B ow:
o Commission Based On: $60.00
o Backbar: $15.00
o Commission: 20%
o Bonus: $10.00

1 Ticket #1029's information is be B ow:
o Commission Based On: $60.00
o Baclkbar: $20.00
o Commission: 20%
o Bonus: $15.00

6. As can be seen be Bow, this totall is again correct.
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Commission Detais for Susan Smith for 5/21/2009 to 5/21/2009 =)

File

—
Services iProductgl
Service Commission Details

|

; TicketID! ID Description Farmula Commisslon Based On| Backbar| Qty Commission Exception | Banus
I"‘---_ J 1027 SERVICE A Basedon payrolls 20% of (Commissi 56000 51500 1 59.00 50,00 31000
1028 SERVICE A Basedon payrolls 20% of (Commissi 56000 52000 1 58.00 50.00 316.00

Total Servi OIMMmissi

[ ttem Total
Regular Commission  517.00
Exceptions 50,00

Bonuses

B Grand Total

Figure 4: Commission Detai s screen for Examp e 2

Example 3

1. Susan Smith’s Payro I I Configuratommission percentage will I remain at 20%.
2. Wewill B again be Booking at SERVICE A configured for Susan Smith. tere are its claracteristics:

1 Price: $60.00, exception of $80.00 for Susan. This $80.00 exception will I app 1y to Ticket
and Bater. In other words, all I ticlets created after the point in time the exception was create
wi B B hawve a price exception of $80.00 for Susan

1 Backbar: $15.00, exception of $20.00 for Susan. This $20.00 exception will B app By to Tick
from Examp Be 2and Bater

1 Bonus: $10.00, exception of $15.00 for Susan. This $15.00 exception will B apply to Ticket
from Examp Be 2and Bater

1 Commission: exception of 50% for Susan. This 50% exception will I apply to all I ticlets crea
is retroactive

Susan performs SERVICE A and Ticket #1030 is c B osed.

4. When payrol I is run, thdCommission Detai ls screen is disp Bayed, see Figure 5. This payro I B assumes
that Ticlket # 1027, 1029, and 1030 hawve a B ready been c B osed.

5. Susan’s commission totall taken from Ticket’¢# 1027 fromExamp Be 1 and 1029 fromExamp Be 2 and

w
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1030 shou B d be:

Commission Totall = ($60.0q%$L5.00*1) + $60.00 (£20.00*1) + $80.00 (£0.00 * 1))*50% + ($10.0
+ $15.00 + $15.00) = $112.50

Or,

Cormrmission Total = (RE0.00 - (515.001 3+ $60.00 - 20.00* 13 + F20.00- (F20.00* 130" 50% +{10.00 + $1500+ $15.00=§112.450

e e — -

" -

Ticket #1027 Ticket #1029 Ticket#1 030 Bonuses

1 Ticket #1027's information is be B ow:
o Commission Based On: $60.00
o Backbar: $15.00
o Commission: 50%
o Bonus: $10.00

1 Ticket #1029's information is be B ow:
o Commission Based On: $60.00
o Baclkbar: $20.00
o Commission: 50%
o Bonus: $15.00

1 Ticket #1030's information is be B ow:
o Commission Based On: $80.00
o Backbar: $20.00
o Commission: 50%
o Bonus: $15.00

The totall is again correct. The exception of 50% is app Bied to all B ticlets in the payrol I with S
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File

Services | Products |

Service Commission Details

| Ticketitems
. Ticket 101D | Description | Formula | Sommission Based On| Backbar| Qty | Gommission | Exception| _Bonus
— 1027 SERVICE A Exception: 507 50% of (Commissi 58000 1500 1 50.00 52250 310.00
1029 SERVICE A Exception; 507 50% of (Commissi 560.00 S2000 1 30.00 520,00 600
1030 SERVICE A Exception: 508 50% of (Commissi S2000 1 30.00 S30.00 3500
T | R ey $200.00] $5500] 3 |  $0.00]

Total Servi mi

[ Mem | Toal
Regular Commission £0.00
Exceptions §72.50

Bonuses
B Grand Total

Figure 5: Commission Detai l's screen for Examp le 3
Examp Be 4

This time, instead of using Susan‘sPayro I I Configurato®r20%, we wil B be using SusdnCommission
Tab Bgsee Figure 6.
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ModifyTable ~ = e =5

MName
mE E

I % Table name: Susan's Commission Table

Type
A— ™) Deduction
% ™) Income: Product commizszion

@ Income: Service commission ]

(™) Income: Hourly pay Basempwpermdhmm v] [ More Info...

Table Values

Amountin Services Sold Commission

10% of (services sold-Backhbar)
32501 to 380.00 20% of (services sold-Backbar)

L1

Delete Row

2

rt Row |

Ingert a row
before the
selected row

Use incremental step OK

[ Cancel

a2 O T T T TR TR TR TR R TR T TR TR TR TR e — ]

Figure 6: Commission TabBe Examp He

1. Wewil I again be Booking at SERVICE A configured for Susan Smith. Here are its claracteristics:
1 Price: $60.00, exception of $80.00 for Susan. This $80.00 exception will I app 1y to Ticket
from Examp Be 3and Bater
1 Backbar: $15.00, exception of $20.00 for Susan. This $20.00 exception will I app By to Tick
from Examp Be 2and Bater
1 Bonus: $10.00, exception of $15.00 for Susan. This $15.00 exception will I apply to Ticket
from Examp Be 2and Bater
1 Commission: exception of 50% for Susan. This 50% exception will I apply to all I ticlets crea
is retroactive
2. A second service, SERVICE B will B be configured for Susan Smith as shown be I ow:
1 Price: $25.00, exception of $20.00 for Susan
1 Backbar: $10.00, no exceptions for Susan
1 Bonus: none
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1 Commission: Based on Payroll I Configuratiomen, Susan’s Commission Tab e
3. Susan performs SERVICE B and Ticket #1031 is c B osed.
4. When the payrol B is run, theCommission Detai ls screen is disp Bayed, see Figure 7. This payroll 1
assumes Ticket # ’s 1027, 1029, and 1030 hawve a B ready been c B osed.
5. Susan’s commission totall taken from Ticket’¢ 1027 fromExampBe 1 1029 from Examp e 2 1030
from Examp Be 3 and 1031 shou B d be:

Commission Totall = ($60.0q$L5.00%1) + $60.00 ($20.00%1) + $80.00 (§0.00 * 1))*50% + ($20.0
- $10.00)*20% + ($10.00 + $15.00 + $15.00) = $114.50

Or,

Commission Tatal = (360,00 -($15.00%1) + $60.00-(520.00*1) + $80.00-(§20.00°111"50% + (520.00- (51 0,007 J*20% +($10.00 + $15.00 + 1

- - ) —
- - = e —
Ticket#1027 Ticket #1029 Ticket #1030 Ticket#1031 Boruses

1 Ticket #1027's information is be B ow:
o Commission Based On: $60.00
o Bacfkbar: $15.00
o Commission: 50% exception for SERVICE A
o Bonus: $10.00

1 Ticket #1029's information is be B ow:
o Commission Based On: $60.00
o Backbar: $20.00
o Commission: 50% exception for SERVICE A
o Bonus: $15.00

1 Ticket #1030's information is be B ow:
o Commission Based On: $80.00
o Bacfkbar: $20.00
o Commission: 50% exception for SERVICE A
o Bonus: $15.00

1 Ticket #1031's information is be B ow:
o Commission Based On: $20.00
o Backbar: $10.00
o Commission: 20% from Susan ’s Commission Tab le
o Bonus: $0.00

6. This total is again correct.
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" Commission Details for Susan Smith for 5/21/2€

- O

File

i ey
Services | pmdum|

; | Ticket D 1D | Description | Formula Commission Gased On| Backbar| Qiy | Commission| Exception| Bonus |
"‘--._ — 1027 SERVICE A Exception: 50R 50% of (Commissio 000 51500 1 50.00 522 850 310,00
102% SERVICE A Exception: 508 50% of (Commissio 36000 32000 1 30.00 320,00 31500
1030 SERVICE A Exception; 507 50% of (Commissio S60.00 S2000 1 30,00 23000 51500
1031 SERVICEB Based onpayr 20% of (Commissio $2060 S1000 1 5200 5000 S0.00
HG rand Total j | ! : S__EEI:-.IZ-:I_ E:{:'-.E..I}D 4

Service Commission Details
| Ticket ltems

52.00

Total Servi OIMMmissi

[ ttem Total
Regular Commission £2.00
Exceptions 572.50

Bonuses

540.00
= Grand Total 5114.50

Figure 7: Commission Detaill's screen for Examp Be 4

Summary

1.

gD

There are sixteen possib Be configurations for each emp B oyee for each service when using the Sing e
Commission System . The configurab Be entities are: price, backbar, bonus, and commission.

Changing the service price for an emp Boyee IS NOT a retroactive change.

Changing the commission for an emp Boyee IS a retroactive change.

A retroactive change will B change the amounts of an entity for all I tickets inc Buded in a payroll
A non-retroactive change will I not change the amounts of an entity for all I tickets incBuded in a
period.

IT an emp B oyees commission is defined as an exception percentage, then the exception is call cu l ated

as:
Exception = (Commission Based On — (Backbar*Quantity Used))*Exception%

IT an emp B oyees commission is defined as an exception Bump sum, then the exception is calcullated a

Exception = (L.ump Sum- Backbar)*Quantity Used
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Duall Commission Income Owverview

The Dua B Commission System is ab Be to give different commission amounts wien a service is used and when

a service is purchased. When using the Dual Commission System a  Commission Used Based On  coBumn and
a Commission Purchased Based On  column will I appear on tick®tsa I Commission payroll I income can t
set almost identicall 1Sitg Be Commission payro I B income, except for a few minor differences.

1. CHicWse duall commission system under the Commission System section.
2. See the Sing Be Commission Income Owverview section abowve for instructions on emp B oyee income
setup.
3. For each service you will B need to set up tiervice Commission When Used  andSerwvice Commission
When Purchased
CHlicbK to exit out of tPayroll I Configuratimen.
Go to theSerwvice screen.
Edit the service and c Bick t'€ommission tab.
CHick theCommission When Purchased  tab and cfoose one of the foll Bowing:
1 None: no commission is given to the emp B oyee when the service is purchased
1 Fixed currency amount of the commission issued to the emp B oyee sel Bing the service is in the
form of a Bump sum. The vaBue used iRayrol B Configuratisagnored. This exception will Il
app By to any emp Boyee sell Bing the service
1 Fixed percentage amount of the commission issued to the emp Boyee sel Bing the service is a
percent of the Commission Purchased Based On co Bumn. The vaBue used irayroll 1
Configurations ignored. This exception will B app By to any emp Boyee sel Bing the service
1 Based on Payroll I Configuration scrdém commission issued to the emp Boyee sell Bing the
service is based on the percent amount found in Payro I I Configurateotier a straight
percentage or based on a commission tabBe. To make exceptions to tePayroll I Configuratio
c bick thexceptions button and add any emp B oyees exempt from the normall routine. If you do &
exception, the commission issued to the emp Boyee sel Bing the service is based on an exception
valug, eitter a Bump sum or a percentage amount. If an exception is chosen, the value found i
Payro 1 I Configuratisagnored. Different emp B oyees can hawve different exception vallues for
the same service
8. CHlick theCommission When Used tab and choose one of the foll Bowing:
1 None: no commission is given to the emp B oyee when the serwvice is performed
1 Fixed currency amount: the commission issued to the emp B oyee performing the service is in the
form of a Bump sum minus the backbar amount. The va B ue used inPayrol I Configuratison
ignored. This exception will I apply to any emp Boyee performing the service
1 Fixed percentage amount: the commission issued to the emp B oyee performing the service is a
percent of the Commission Used Based On  co Bumn minus the backbar amount. The val ue used
in Payrol I Configuratisagnored. This exception will I app By to any emp B oyee performing the
service
1 Based on Payrol I Configuration scrdgm commission issued to the emp B oyee performing the
service is based on the percent amount found in Payro I I Configurateotier a straight
percentage or based on a commission tab Be. To make exceptions to tePayroll I Configuratio
c hick thexceptions button and add any emp B oyees exempt from the normall routine. If you do &

~N o o1 B~
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exception, the commission issued to the emp B oyee performing the service is based on an
exception vallue, either a Bump sum or a percentage amount minus the backbar amount. If an
exception is chosen, the vallue found irPayrol I Configuratisagnored. With this option
selected, different emp B oyees can have different exception values for the same service
You may choose to malke exceptions to the amount of backbar for each emp Boyee. A standard backbar
amount can be defined and exceptions created as needed per emp B oyee. This backbar amount is
subtracted from the Commission Used Based On  amount when determining emp B oyee commission.
This backbar amount is subtracted on By when a service is used and not when purchased. The totall
backbar for a ticket can be callcul atedBaskbar times Qty Used .
You may choose to make exceptions to the bonus paid for a service for each emp B oyee. A standard
bonus can bhe defined and exceptions created as needed per emp Boyee. A bonus is a Bump sum
awarded to an emp Boyee for the sel Bing of a service. It is independent of commission. There is no
bonus for the performing of the service. The totall bonus for a ticlket can be call cu I akexhas: times
Qty Prch.
Clhickaveto exit.

Dual Commission System Examp Bes: wen using the Duall Commission System , there are five configurable
entities for each service.

1.

Price a standard price can be defined and exceptions created as needed per emp Boyee. 1T you change
the service price, this new price wil I apply to all I future ticlets created after the point in time in
you changed the service price. The clange is not retroactiwve.

. Backbar: a standard backbar amount can be defined and exceptions created as needed per emp B oyee.

This backbar amount is subtracted from the Commission When Used amount wien determining
emp B oyee commission. This backbar amount is subtracted on By when a service is used and not when
purchased. The totall backbar for a service on a ticket is call cu l aBalcisar times Qty Used .

. Bonus: a standard bonus can be defined and exceptions created as needed per emp Boyee. A bonus is a

B ump sum awarded to an emp Boyee for the sel Bing of a service. It is independent of commission. Thel
is no bonus for performing a service. The totall bonus for a ticket is cal cu | 8tatuastimes Qty
Prch.

Commission When Purchased (CWP) : this commission is issued when a serwvice is sold by an

emp Boyee. If you change the commission amount, it will B apply to all I ticlets and is retroactive.

. Commission When Used (CWU)  : this commission is issued when a service is performed by an

emp Boyee. If you change the commission amount, it wil I apply to all I ticlets and is retroactive.

There are five configurab Be entities. Three entities hawve either aStandardorException vallue. Two entities
can either have a None value, some type of exception vall ue, or be based on ®ayrol I Configuration
screen. There are seventy -two possib Be configurations for any emp Boyee using tua l Commission System
for each service.

Configurab il Commission When
Item

Price Backbar Bonus Commission When Used

Purchased

Emp Boyee A (|Standard/Exceptio||Standard/Exceptiof|Standard/Exceptio

None/Exception/Payro |[None/Exception/Payro
Configuration Configuration

Figure 8: Different configurations using tBuall Commission System
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Examplle 1

1.
2.

>

Susan Smith ’s commission percentage wi I B be 20%.
We wil B be Booking at SERVICE A configured for Susan Smith. ere are its characteristics:
Price: $60.00, no exceptions for Susan
Backbar: $15.00, exception of $20.00 for Susan
Bonus: $10.00, exception of $15.00 for Susan
Commission When Purchased (CWP): None
1 Commission When Used (CWU): 20%, based on Payrol I Configuration
Susan performs and sel Bs SERVICE A and cBoses Ticlket #1027.
When payro B I is run theCommission Detai s screen is disp Bayed, see Figure 9.

. Susan’s commission totall taken from Ticket #1027 shou B d be:

CWP = ($60.00)*0% + $15.00 = $15.00
CWU = ($60.00- ($20.00 * 1))*20% = $8.00
Commission Totall = CWU + CWP = $23.00

1 Ticket #1027's information is as fo I Bows:
Commission When Used Based On: $60.00
Commission When Purchased Based On: $60.00
Backbar: $20.00

Bonus: $15.00

CWP: 0%

CWU: 20%, from Payroll I Configuration

o

O O O O O

. As can be seen be Bow, this totall is correct. The bonus amount of $15.00 is app Bied wen SERVICE /

purchased and not used. The backbar amount of $20.00 is app Bied wien SERVICE A is used and not
purchased.

The First row of Figure 9 detaills the commission resu l ts f@ommission When Purchased  from Ticlet
#1027. Since None was se Bected for SERVICE A, this row is accurate.

The second row of Figure 9 detaill's the commission resu l ts folCommission When Used from Ticlet

#1027. Since Based on Payroll I Configuration screen was se Bected for SERVICE A, this row is accu
aswel 1.
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| Commission Details for Susan Smith for 5/21/2009 to

- O

File

i ey
Services | pmdum|

; | Ticket 1D 1D Type | Description Farmula Based Onl Backbar| Qty ' Commission| Exception! Bonus '
."‘-- 1027 SERVICE A Purchas: ‘Mone’ exceplion s 560.00 5000 1 50.00 50.00 31500
1027 SERVICE A Use Based on payrolls 20 of (Commissii  $60.00 52000 1 58.00 0.00 5000

Service Commission Details
| Ticket ltems

Total Servi OIMMmissi

[ ttem Total
Regular Commission  58.00
Exceptions 50,00
Bonuses 516.00

B Grand Total

Figure 9: Commission Detai l's screen for Example 1

Examp Be 2
1. Susan Smith’s commission percentage will I remain at 20%.
2. Wewill B again be Booking at SERVICE A configured for Susan Smith. tere are its claracteristics:
1 Price: $60.00, no exceptions for Susan
1 Backbar: $15.00, exception of $20.00 for Susan
1 Bonus: $10.00, exception of $15.00 for Susan
1 Commission When Purchased: a generic exception of 10% app Bied to any emp Boyee sell Bing the
service. This 10% exception will I apply to all I ticlets created and is retroactive
1 Commission When Used: 20%, based on Payrol I Configuration
3. Susan sell Bs and performs SERVICE A and Ticket #1032 is c B osed.
4. When payrol I is run theCommission Detai ll's screen is disp Bayed, see Figure 10. This payro I I assumes
Ticlket #1027 has a B ready been c B osed.
5. Susan’s commission totall taken from Ticket’$t1027 fromExamp e 1, and 1032 is calculated be B ow

CWP = ($60.00 + $60.00)*10% + ($15.00 + $15.00) = $42.00
CWU = ($60.00— ($20.00*1) + $60.08 ($20.00%1))*20% = $16.00
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Commission Totall = CWP + CWU = $58.00

Or,
CWWP = ($60.00 +$60.00)* 10% + ($152.00 +$15.00) = 342 .00
e ] | S "]
Tickets 1027 & 1032 Bonuses

CWWU = ($60.00 -($20.00°1) +$60.00-($20.0071)) * 20% = $16.00
- — B, _—
Ticket #1027 Ticket #1032

Commission Total = CWP + CWlU = $55 00

1 Ticket #1027's information is be I ow:

Commission When Used Based On: $60.00

Commission When Purchased Based On: $60.00

Backbar: $20.00

Bonus: $15.00

CWP: 10%, exception for SERVICE A purchase

CWU: 20%, from Payroll I Configuration

et #1032's information is be I ow:

Commission When Used Based On: $60.00

Commission When Purchased Based On: $60.00

Backbar: $20.00

Bonus: $15.00

CWP: 10%, exception for SERVICE A purchase

CWU: 20%, from Payrol I Configuration

6. As can be seen be Bow, this totall is correct. The second and fourth rows of Figure 10 detaill the
commission resu B ts forCommission When Purchased  for Ticlket # 1027 and 1032. Since an
Exception of 10% was se Bected for SERVICE A, these rows are accurate. This exception is app Bied t«
SERVICE A services purchased for this payro B period. The first and third rows of Figure 10 detail
commission resu I ts forCommission When Used for Ticket # 1027 and 1032. Since Based orPayroll |
Configurationor 20%, was se Bected for SERVICE A, these rows are accurate aswell .

(0]

O O O O O

1 Tic

>

0O O O O O O
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' Commission Details for Susan Smith for 5/21/2009 to 5/21/2009 - o&d
File

A R R
Services ;pmdum|
Service Commission Details

Ticket ltems
% | Ticket ID' ID Type Description Formula Based On| Backbar| Qty | Commission| Exception| Banus
Sy 1027 SERVICE A Use Based on payrt 20 of (Commission E 58000 52000 1 58.00 30.00 5000
1027 SERVICE A Purchase Fixed percenta 10% of Commission 560,00 000 1 50.00 56.00 S16.00
1032 SERVICEA Use Based on payr 20 of (Commission £ S80.00 52000 1 3.00 000 5000
1032 SERVICE A Purchase Fixed percenta 10% of Commission  580.00 5000 1 5000 5600 $15.00
4

Total Servi OIMMmissi

[ ttem Total
Regular Commission  516.00
Exceptions 512.00

Bonuses

B Grand Total 358.00

Figure 10: Commission Detaill's screen for Example 2

Example 3

1. Susan Smith’s commission percentage will I remain at 20%.
2. Wewill B again be Booking at SERVICE A configured for Susan Smith. tere are its claracteristics:

1 Price: $60.00, exception of $80.00 for Susan. This $80.00 exception will I apply to al I 1
created after and inc Buding Ticket #1033 and is not retroactive. In other words, all I ticlet:
after the point in time the exception was created will I hawve a SERVVICE A price exception of
$80.00 for Susan

1 Backbar: $15.00, exception of $20.00 for Susan

1 Bonus: $10.00, exception of $15.00 for Susan

1 Commission When Purchased: a generic exception of 10% app Bied to any emp Boyee sell Bing the
service. This 10% exception will I apply to all I ticlets created and is retroactive

1 Commission When Used: a specific exception of 50% app Bied on By when Susan performs the
service. This 50% exception will I apply to all I ticlets created and is retroactive

3. Susan sell Bs and performs SERVICE A and Ticket #1033 is c B osed.
4. Payrol I is run and @emmission Detai B's screen is disp Bayed, see Figure 11. This payrol B assumes
that Ticket # 1027 and 1032 hawve a I ready been ¢ B osed.
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5. Susan’s commission totall taken from Ticket’¢ 1027 fromExamp Be 1 1032 fromExamp e 2 and 1033
is calcullated bell ow:

CWP = ($60.00 + $60.00 + $80.00)*10% + ($15.00 + $15.00 + $15.00) = $65.00
CWU = ($60.00—- ($20.00*1) + $60.06 ($20.00*1) + $80.06 ($20.00%1))*50% = $70.00
Commission Totall = CWP + CWU = $135.00

Or,

CWWP = ($60.00 +$60.00 +$80.000"10% + ($15 00 + $1500 + $15.00) = $65.00

[ . —— ®

Tickets 1 EIET,?EISE &1033 Bonuses

iyl = ($60.00-($20.0071) + $60.00-($20.0071) +$80.00-($20.0071)) * 50% =$70.00
e - — e - _— L. o —
Ticket #1027 Ticket#1032 Ticket#1033

Commission Total = CWP + CWU =$135.00

1 Ticket #1027's information is be B ow:
o Commission When Used Based On: $60.00
o Commission When Purchased Based On: $60.00
o Backbar: $20.00
o Bonus: $15.00
o CWP: 10%, exception for SERVICE A purcthase
o CWU: 50%, exception for SERVICE A use
1 Ticket #1032's information is be B ow:
Commission When Used Based On: $60.00
Commission When Purchased Based On: $60.00
Backbar: $20.00
Bonus: $15.00
CWP: 10%, exception for SERVICE A purchase
CWU: 50%, exception for SERVICE A use
et #1033's information is be B ow:
Commission When Used Based On: $80.00
Commission When Purchased Based On: $80.00
Backbar: $20.00
Bonus: $15.00
CWP: 10%, exception for SERVICE A purchase
CWU: 50%, exception for SERVICE A use
6. As can be seen be B ow, this totall is correct. The first, third, and fifth rows of Figure 11 detaill the
commission resu I ts forCommission When Purchased for Ticlket # 1027, 1032 and 1033. Since an
Exception of 10% was se Bected for SERVICE A, these rows are accurate. The second, fourth, and sixt!
rows of Figure 11 detaill the commission resu I ts f@ommission When Used  for Ticlket # 1027, 1032,

O

o O O O O

1 Tic

>

O O O O O O
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and 1033. Since an Exception of 50% was se Bected for SERVICE A, these rows are accurate as well I
These exceptions are app Bied to all I SERVICE A services purchased for this payrol 1 period. The pri
each individual SERVICE A is based on when the exceptions for price were added: $60.00 and $80.00.

r{.‘mmisslon Details for Susan Smith for 5/21/2009 to 5/21/2009

File

Service Commission Details

&

Services Prndu.:tgl

Ticket Items

1033 SERVICE A Purchase Fixed percentage 10% of Commission  SB0.00 5000 1
1033 SERVICE A Use Exception: 50% B0% of(Commissior 580.00 52000 1
1032 SERVICE A Purchase Fixed percentage 10% of Commission  580.00 000 1
1032 SERVICE A Use Exception: 508 50% of(Commissior S60.00 32000 1
1027 SERVICE A Purchase Fixed percentage 10% of Commission  560.00 5000 1
1027 SERVICE A Use Exception; 50% B0% of (Commissior  560.00 52000 1

SdsandTou | ] oo ] se0no0] - 3K000) 5]

Total Servi OMmMmissi

| ltem Total
Regular Commission 20.00
Exceptions §90.00

Bonuses

B Grand Total £135.0

Ticket 1D/ ID Type Desalptlm Formula Based On| Backbar| Qty Commission | Exception | Banus

S000  SEO00 51500
S0.00  S3000 S0.00
S0.00 56.00 51500
50.00 52000 5000
S000  SB00 51500
$0.00  S2000 S0.00
s0.00] $90.00

Figure 11: Commission Detaill's screen for Examp e 3

Examp Be 4

1. Susan Smith’s commission percentage will I remain at 20%.
2. Wewi I B again be Booking at SERVICE A configured for Susan Smith. Here are its characteristics:
Price: $60.00, exception of $80.00 for Susan. This $80.00 exception wil I apply toal I 1
created after and inc Buding Ticket #1033 fiocamp Be 3 This change is not retroactive.

Backbar: $15.00, exception of $20.00 for Susan
Bonus: $10.00, exception of $15.00 for Susan

Commission When Purchased: a generic exception of 10% app Bied to any emp Boyee sel Bing the

service

Commission When Used: a specific exception of 50% app Bied on By when Susan performs the

service

3. A client purctases (5) of SERVICE A and uses (1) for the day. This type of procedure is typicall By
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a pre-paid service.

4. Susan sell Bs (5) of SERVICE A and performs (1) of SERVICE A and cBoses Ticket #1034.

5. When payrol I is run theCommission Detai s screen is disp Bayed, see Figure 12. This payro B I assumes
that Ticket # 1027, 1033 and 1034 hawve a B ready been ¢ B osed.

6. Susan’s commission totall taken from Ticket’¢ 1027 fromExampBe 1 1032 fromExamp e 2 1033
from Examp Be 3 and 1034 is cal culated below:

CWP = ($60.00 + $60.00 + $80.00 + (5*$80.00))*10% + ($15.00 + $15.00 + $15.00 + (5*$15.00))
$180.00

CWU = ($60.00— ($20.00 * 1) + $60.00 ($20.00 * 1) + $80.00 (§0.00 * 1) + $80.00 ($0.00 * 1))
*50% = $100.00

Commission Totall = CWP + CWU = $280.00

Or,

CWWP = ($60.00 +$60.00 +$80.00 +(5*$80.00310% + ($15.00 +$1500 +$15.00 + (5 $15.00)) = $180.00

[ — ] B

ﬂckets*lﬂ??,*lﬂﬁ,mﬂ E1034 Bonuses

CWW = ($60.00-$20.00°1) +$60.00-($20.0071) +$80.00-($20.0071) + $80.00-($20 00*13) * 50% = $100.00
—_——— .~ = ey = - e . =
Ticket#1027 Ticket #1032 Ticket#1033 Ticket#1034

Cammission Total = CWP + CWWa) =$280.00

1 Ticket #1027's information is be B ow:

Commission When Used Based On: $60.00

o Commission When Purchased Based On: $60.00
o Bactkbar: $20.00

o Bonus: $15.00
O
(@]

o

CWP: 10%, exception for SERVICE A purchase
CWU: 50%, exception for SERVICE A use
1 Ticket #1032's information is be B ow:
o Commission When Used Based On: $60.00
o Commission When Purchased Based On: $60.00
o Backbar: $20.00
o Bonus: $15.00
o CWP: 10%, exception for SERVICE A purcthase
o CWU: 50%, exception for SERVICE A use
1 Ticket #1033's information is be Bow:
Commission When Used Based On: $80.00
o Commission When Purchased Based On: $80.00
o Bactkbar: $20.00
o Bonus: $15.00

o
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o CWS: 10%, exception for SERVICE A purchase
o CWU: 50%, exception for SEVICE A use

1 Ticket #1034's information is be Bl ow:

Commission When Used Based On: $80.00
Commission When Purchased Based On: $400.00
Backbar: $20.00

Bonus: $75.00

CWP: 10%, exception for SERVICE A purchase
o CWU: 50%, exception for SERVICE A use

o

O O O O

7. As can be seen be Bow, this totall is correct. On this payroll I, Susan has sold a totall of (8) SER'
and performed a totall of (4) SERVICE A's. For Ticket #1034 containing-fizighiervices, Susans
Commission When Purchased is based on the number of SERVICE A’s sold, or (5). leE€ommission
When Used is based on the number of SERVICE A’s performed (1).

" Commission Details for Susan Smith for 5/21/2009 to 5/21/2009 - o&d

File

Services Pmductx|

Service Commission Details

H Grand Total | Z 5160.00 |51 20,00

Total i CETLITY S S

| ltem Total
Regular Commission 20.00
Exceplions 5180.00
Bonuses

Ticket ltems
Ticket D] 1D Type Deseription Formula Based Onl Backbar| Qty | Commission| Exception| Banus
1034 SERVICEA Purchase Fixed percentag 10% of Commissia 5400.00 5000 5 50.00 540.00 S575.00
1033 SERVICEA Purchase Fixed percentag 10% of Commissio  530.00 000 1 50.00 53.00 S16.00
1027 SERVICEA Purchase Fixed percentag 10% of Commissio  580.00 000 1 30.00 36.00 31500
1032 SERVICE A Purchase Fixedpercentag 10% of Commissio  580.00 000 1 50.00 3600 $15.00
1033 SERVICEA Use Exception: 5% 50% of (Commissic S80.00 32000 1 50.00 53000 5000
1034 SERVICEA Use Exception; 50% 50% of (Commissic 580,00 52000 1 50.00 530,00 5S0.00
1027 SERVICEA Use Exception: 5% 50% of (Commissic  380.00 32000 1 30.00 520,00 50.00
1032 SERVICEA Use Exception: 50°%% 50% of (Commissie 58000 52000 1 50.00 52000 S000

Summary :

Figure 12: Commission Detai l's screen for Examp e 4

1. There are seventy -two possib Be configurations for each emp B oyee for each service wien using the
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Dua B Commission System . The configurab Be entities are: price, backbar, bonus, commission when
purchased, and commission when used.

A generic exception will I apply to any emp Boyee sel Bing or performing the service.

A specific exception will I apply onlly to the emp Boyee sell Bing or performing the service for which 1
exception was defined.

Changing the service price for an emp BoyeeIS NOT a retroactive change.

Changing tfhe commission when purchased for an emp B oyee IS a retroactive change.

Changing the commission when used for an emp Boyee IS a retroactive change.

A retroactive change will I affect the amounts of an entity for all 1 tickets inc Buded in a payrol
A non-retroactive change will I not affect the amounts of an entity for all B tickets inc Buded in ¢
period.

A bonus is awarded on By when a service is sold.

A bactkhar amount is subtracted from the service price on By wen a service is performed.

Payrol 1 Deductions Owverview

1.

The taxes and deductions Bisted on this page are set to a generic United States format, frsdera ll
Tax State TaxL.ocall T8rciall SecuritBooth Renter , Medicare , fea I th Care, andSEP or
Simp Bified Emp B oyee Pension. They can be easi By renamed to match your specific needs.

a. Click tideductions button.

b. Select the deductions that aren't needed and de Bete them by c Ricking tiBe Bete button.

c. CHick theAdd button to add the new deductions.

d. Type in the new name of the deduction. When entering emp B oyee payrol B taxes, the names of the
payrol I tax deduction will B be the same for all B emp Boyees, so it is imperative that the name
fie B ds be consistent and appropriate for all I cases.

e. CHickK .

f. Repeat Steps ce for each deduction that you woulld Hike to add.

g. CHhicbK to return to tiayrol I Configuratiomen.

Once you hawve your deduction names entered, you are ready to configure each emp Boyee's payroll |l
deductions.

. Doub RecHick the box direct By underneath the desired emp Boyee that is horizonta l By Brine with the

appropriate deduction field, such d&sederall Tax
The Deduction screen will I appear.
You may configure the deduction in the foll Bowing ways:
No deduction: no money is deducted
Fixed amount: a fixed amount of money is deducted
Percentage: a fixed percentage of the totall income is deducted
Based on deduction tab ReseBect the appropriate deduction table. You can choose to base th
deduction val ue on some percentage of the tab e value. The defau l t percentage is 100%
You can allso base this deduction on eitfer:
1 Taxab Be gross paybases the deduction on totall gross pay minus prtax deductions
1 Gross pay: bases the deduction on the amount of salaries or wages being paid by an emp B oyer
before any deductions have been taken out.
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7. You can allso select if this deduction is atax item. Marking a deduction as a pretax item will 1
adjust the emp Boyee’s taxab Be gross wien running payroll I, i.e. an emp Boyee has a salary of $10,0
and contributes 10% of her gross salary to fer 401k pBan. In Sallon Iris you wou B d set up your dedt
as shown in Figure 13 beBow. When SaBon Iris call culates this deduction it will B take (Gross Pay)
(Percentage Amount). In this examp Be it would be ($10,000) X (0.10) = $1,000. Thus, the emp BDyee
gross income is $10,000, but her taxab Be gross income now becomes $10,000 - $1,000 = $9,000.
Subsequent deductions, such as State, Federall, L.ocall, Sociall Security, etc., wil I be calcull ate
emp Boyee ’s taxab Be gross which, as stated ear Bier in this examp Be, wou B d be $9,000. A {ha&x item
MUST be based on gross pay and cannot have a prededuction amount associated with it.

- i
Retirement 401k — ]

Deduction Type

Deductions are based on the employee’s taxable gross pay unless otherwise specified.

= F
%& i) No deduction

™) Fixed amount £0.00 5

@ Percentage

) Based on deduction table: | Test Deduction Table v]

Base deduction on 100.00 = 9% of table value [ Edit Master List

Deduction Base -

g Base thiz deduction on: : :
=3

Pretax -

Pretax items are always based off of gross pay and cannot have a prededuction amount
associated with them. Select this item if no taxes (other deductions) should be applied to

this deduction.
[¥] Thie iz a pretax tem
Prededuction

If a prededuction amount iz used, then the deduction will be based on the gross or taxable
gross pay minus the prededuction amount.

Ikiggqll:

¥

Prededuction:

Stop Deduction
“ou can choose to stop this deduction when a certain limit is reached.

ZC&EE Stop this deduction: @ Newver
() When the ¥TD gross pay reaches
$0.00 5
! When the ¥TD total deduction amount reaches

S0.00 £

OK J [ Cancel
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Figure 13: Pretax Examp Be Setup

8. You can allso select the pdeduction amount. If a prgdeduction amount is used, then the percentage
or tab e deduction will B be based on the taxab Be gross/gross pay minus the-gaduction amount, i.e.
the emp B oyee has a salary of $10,000 and fhas a deduction as i I Bustra®dyire 14. When Sallon Iris
callcullates this deduction it will B take ((Gross- FRgg)deduction Amount)) X (Percentage Amount).
So, that wou ld be ($10,000.00$5,000.00) X 0.10 = $500.00.

Retirement 401k | 28

Deduction Type
Deductions are based on the employee’s taxable gross pay unless otherwise specified.

—
Li’fﬁ ) No deduction

™) Fixed amount 50.00 5

@ Percentage 10.002 %
(7) Bazed on deduction table; [ﬁ:ﬂ?&ﬁﬁ’ram v]

Base deduction on 100.00 = 9% of table value [ Edit Master List

Deduction Base -
Base thiz deduction on: (7) Taxable gross pay

Pre-tax

ﬁ Pre-tax items are always based off of gross pay and cannot have a prededuction amount

'@

associated with them. Select this item if no taxes (other deductions) should be applied to
this deduction.

[] Thiz iz a pre-tax item

Pre-deduction

—. If a pre-deduction amount iz used, then the deduction will be based on the gross or taxable
gross pay minus the pre-deduction amouwst:

‘Ug'g i
£
g
2

55,000.00 [

Stop Deduction
“ou can choose to stop this deduction when a certain limit is reached.

y = _
%ﬂ Stop this deduction: @ Never
() When the Y¥TD gross pay reaches
50.00 5
() When the ¥TD total deduction amount reaches

50.00 3

OK ] [ Cancel

Figure 14: Prededuction Examp Be Setup
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You can optionall By choose wien to stop a deduction.

Newver: the deduction will | happen every pay period

When the YTD gross pay reaches : the deduction will B stop when the YTD gross pay reaches the
set amount

When the YTD totall deduction amount reactes: the deduction will I stop when the deduction
total reaches the set amount

10. Repeat Steps 3-9 for each emp B oyee and deduction.
11. CHick theOK button when the payro I B configuration is comp Hete.

If you do not have any prdtax deductions set up in the software, gross income and taxab Be gross income wi
always be identicall . Examp Bes of q@x deductions are 401k contributions, pension contributions, and
certain fea I th care insurance contributions. Contact your CPA to determine if particular deductions ar
considered pre -tax items.

Payroll I Tables Overview

Payroll I tables may be used to customize commissions, pay, and deductions. Tables invo lve any payrol
option that doesn't work based on a straight percentage, i.e. a deduction that gets incrementall By Barger
a higher gross pay, or hour By pay that increases with the amount of hours worked in a week (overtime).
Payrol I tables can be reached by se BecEdig Payrol I Tabfles the Accountingdrop-down menu.

Adding or Editing a Payrol I Table
CHick theAdd button, or select the table to edit and c HiEdittidutton.

1.
2
3.
4. On the Modify Tab Bescreen, check the Use incrementall stepbox if needed. Incrementall steps are

. The Modify TabBescreen will I appear.

Type in the appropriate name of the table, i.eProducts Commission Tab e

when the amount received or deducted is cumu Bative for each row in the table, i.e. if a commission
amount from $0 to $100 is $10 and commission from $101 to $200 is $20, then wien an emp B oyee
sell Bs $150, the incrementall step commission amount wou B d be $10 p Bus $20, wiich equa s $30. If
straight tab e amount was used, the emp B oyee wou ld on By receive $20 in commission.

. Sellect the tab Neype from the foll Bowing tab Be options:

Deduction: this can be a tax deduction, emp B oyee retirement deduction, or a custom deduction.
Because Sa B on Iris makes payroll I callcullations based on federall tax payroll I deduction
information, it is extreme By important that your tax tables be correct artmbdpte. Verify that
these tab Bes are correct and app Bicab Be to your business. This information may be edited or
added should tax Baws change

Income: Product commission : this can be an emp Boyee's amount of commission based on
products so ld

Income: Service commission : this can be an emp Boyee's amount of commission based on
services solld

Income: Hour By pay: this can be an emp B oyee's our By pay based on a tab Be of hours worked vs.
income. A tablle may be used to enter in owvertime amounts for hour By pay

6. On the Modify TabBescreen, use the Edit, Add Row , Insert Row, andDe Bete Row buttons to
manipu I ate the rows within the tab Be.
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CHick theAdd Row button.
The Edit Row screen will I appear.
Enter the appropriate amounts in the Range startandRange end fie B ds.
Select if the amount of income or deduction is one of the fo Il Bowing parameters:
1 Exact currency amountis the deduction or income a straight numericall amount
1 % of gross pay deduction percentage of gross income
1 % of products so I thcome percentage based on totall value of products solld
1 % of services so I-dBackbar: income percentage based on totall value of services solld
Clicbawve and Add Another.
Repeat Steps 6-11 untill all B the table entries are comp Bete.
CHhickawveto return to tiodify Tab Bescreen.
After the payrol 1 table is comp Bete, 0 Btk return to tPayrol I Tabdbasen.
Use the Test button to enter an amount and hawve the tab Be return the value. ABways test new tabl
ensure that they de Biver the desired resu ll ts.
Repeat Steps 1-15 for each table that you would Rike to add.
CHick theC B osdutton wien Finished.

Delleting a Payrol I Tablle

. Sellect the table to delete.
. Clhick theDe I ete button.

The Are You Sure?? screen will I appear.
Verify your seBection and c Wesk to permanent By de Bete the table from the database.

. Click theC N osdhutton to exit.

Configuring an Owvertime Pay Tab:#3allon Iris all Bows you to set up an incrementall hour By pay table
configured to the amount of hours an emp B oyee worlks, i.e. call culate overtime for hours worked owver 40 in ¢

week.

This examp Be assumes that the emp B oyee is paid overtime wages based on week By fours worked. 1

you pay your emp B oyees overtime based on their dai By hours worked or pay period hours worked, you wou i d
set up the tabBe accordingly. Also, it emp Boyees earn detinkefor hours worked over 80, an extra row
wou B d hawve to be added to accommodate that.

[N

Y
w NPk O

=00 NOO Ok W

Malke sure that the hours the emp B oyee works is based on time c B ock settings.

SellectPayrol 1 Configuratficom the Accountingdrop-down menu.

Doub Be-c Rick in the box underneath the desired emp B oyee and in the same row as  Hours Worked
The Hours Worked  screen will I appear.

SeBectours based on time c Bock entries.

CHhicbK .

CHicbK to return to the main screen.

SelecEdit Payrol I Tabfltes the Accountingdrop-down menu.

The Payroll 1 Tabdbasen will I appear.

CHlick theAdd button.

. The Modify TabBescreen will B appear.
. Enter the appropriate name of the tab e, i.elncome: Hour By Pay (Inc Buding Owvertime)
. Selectincome: Hour By pay in the Type section.
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SeBect which type of hour By pay tab Be this is from the drop down Rist:

a. Base on pay period hours : the total number of hours worked in the pay period will B be used to
obtain the table vallue.

b. Base on week By hours : the totall number of hours per week (7 days) will B be used to obtain the
tabBe value. IT more than one week is inc Buded in the payroll B time range, the time range will I
broken into week (7 day) segments.

c. Base on dailly hours the totall number of hours worked per day will B be used to obtain the tab B¢
value. IT more than one day is inc Buded in the payrol I time range, the time range wil B be bro
into day segments.

CHlick theAdd Row button.

The Edit Row screen will I appear.

Enter the appropriate pay for the appropriate number of fours, i.e. for 0 to 40 hours of work, enter in
$10.

CHhickave and Add Another.

Enter the appropriate overtime pay for the appropriate number of fhours, i.e. for 41 to 80 hours of work
enter $15 if they receive time-and-a-ha ll f.

Clicbawve.

CHhick theUse incrementall stepbox at the bottom Beft corner. Wien payroll I is run, your emp Boyee w
be paid $10 for every hour worked during the first 40 hours and then $15 for every four worked owver

40.

CHicbK to return to tiPayrol 1 Tabdbasen.

CHlicCloseto exit.

Importing Payrol I Tabyles can import your own payro I I deduction tables in severall ways. The
information you are importing needs to be in a text fille (.txt) or a database deduction fille (.ddf) form
A .ddf fille can be generated using tiExport Payrol I Tauletion. Text filles can be eitler comma or tal
separated variabBe filles. These filles should contain two coBumns. The first co Bumn shou I T bevizell ue (C
the end range), and the second co Bumn shou B d be the Amount .

Sample Text Fille 1

100, 5
500, 7.5
1000, 11
2000, 14. 5

Wou ld resull t in the fol Bowing deduction table:

|From ||To ||Amount|
[$0.00 |[$100.00][$5.00 |
[$100.01][$500.00][$7.50 |
|$500.01 ||$1000.0{|$11.00|
[$1000.0][$2000.0{[$14.50]
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You can allso import amounts based off of percentages rather than do Bar amounts. To do this, simp By
percent signs at the end of each amount in the text fille.

Sample Text Fille 2

100, 5%
500, 7. 5%
1000, 11%
2000, 14. 5%

Wou lld resull t in the foll Bowing deduction table:

N

~N O o1 &~

|From ||To ||Amount|
[$0.00 |[$100.00][5.0% |
[$100.01][$500.00][7.5% |
|$500.01 ||$1000.0([11.0% |
|$1000.01[$2000.0{[14.5% |

CHick thelmport button.
CHhichK .

. Sellect the type of fille(s) you wish to import from the foll Bowing options:

1 Import a sing e table from a text :firbart one text fille from a Bocation on your computer
1 Import mul tipBe tabBes from an entire directory of text finfest mul tipBe tables from a
directory on your computer
CHhicbK .
Select the fille(s) from your hard drive or anotfer Bocation.
CHhichpen .
The fille(s) will B be imported into Salon Iris and be stown onR&eyro I I Tabdbesen under its original
fille name.
Sellect the table you just imported and c BiciEtit button to view or modify the information. By
defaull t, tabBes will I import as deductions.

You can click on the table you just imported and c Bidkdi® button to view the information, or you can
cliclest and then enter a samp Be gross pay amount to see ow the call cuBations from the tabBewill I wo

Updating Federal Tax Tab:lifsyou have Internet access, you can update the federal tax tab Bes for the
United States and Canada direct By. Federall table updates typicall By come out around February of eac

. SelectUpdate/Install B /Remove Tax Tabfkem the Accountingdrop-down menu.
. The Tax Table Install Bation and Updesta will I appear.

. Click on thCheck for Updates button and foll Bow the instructions.

. CHick on the appropriate tax table and ¢kl 1

. CHicC N osaen finished.

If you do not hawve Internet access, you can request a CD with the updates by emailing us at Support@Sall ¢
Iris.com.
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cu l ation Overview

Payroll I callcullations are made based on criteria from payrol I configuration information, c B osed t

product and servic

g commission.

Calcullating Payrol 1

1. Selectalcu

1 ate New Payrdibll te Accountingdrop-down menu.

IT the Payro Bskreen is password protected, the Password Required window will B appear.

2.
3. The Run Payr
4

o Bskreen will B appear.

Sellect from the fo I Bowing options to run payroll I:
1 Run payroll I and sawve resu ki a new payrol I and sawve the resul ts for future reference. Th
new payrol B will B be used in wewrdate totals

1 Recallc

ullate a previous payroll 1 and sawve respBaee a previousBy run payroll I with a nev

calcullation. The new payrol B will B be used in tftgearte totalls. This option can be used to

correct

a payrol I that was previousBy run

1 Practice: Run test payrol I and do not save resufl aspractice payroll I to test configurs

settings
payro il

ChicbK .

o N o o1

been set to he

. The resu B ts are not saved and wil I not affect aroghate totalls or any previous
s

IT applicable, selectPy Date.
Make the appropriate pay period Date Range seBection.

The Payro Eskreen will B appear with the calcullated payrol B for all I of the business' emp B oyees 1

inc Buded in the payroll B report.

The fol Bowing is a summary of the items and their descriptions used in the payroll I callculations and sho

the Payro Bskreen.

|Item ||Description |

|Emp loyee ID ||Emp 0 oyee identification number |

Product Salles (Totq
Salles)

Totall of al I products solld for seBected date range, not inc Buding tax

Service Salles (Tota1

Totall of al I services sold for selBected date range, not inc Buding tax

Sales)

|Backbar ||Total of all I backbar on services for selected date range |
|Hours Worked ||From payrol I configuration (fixed, prompt, or based on time c Bock) |
four By Pay . . .

(fours*Rate) fours worked times hour By rate from payroll I configuration

|Sa lary ||Sa Bary rate from payroll I configuration

|Product Commission

||From payrol B configuration based on product salles

|Service Commission

|Adj ustment

||From payrol I configuration

|Tips Claimed

|
|
||From payroll I configuration based on service sal es |
|
|

||From payroll I configuration based on tips c Baimed
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Sum of all I unsettled withhe Bd tips. If you are recall culating this payroll I, this amount will I

Unsett Red Tips withhe Bd tips in a previously ran payroll 1

|Gross Pay ||Sum of all I income (hour By pay, salary, commission, adjustment, unsett Bed tips) |
|Taxable Gross Pay ||Gross pay minus pre -tax deductions |
|Deductions ||AI I deductions removed from the paycheck |
|Net Pay ||Gross pay minus deductions minus direct tips (withhe Bd tips are inc Buded) |

The foll Bowing items are the Salon Iris defau l t deductions. Deductions can be added, edited, or deleted 1
suit business needs. They can be seBected as a pre -tax deduction, or as a deduction to tlaxab e Gross
Pay.

|Federal Tax ||From payroll 1 configura|
|State Tax ||From payrol 1 configura|
|Local Tax ||From payroll 1 configura|

|Social Securi”From payroll 1 configura|
|Booth Renter ||From payroll I configura|
|Medicare ||From payroll 1 configura|

|Health Care ||From payrol 1 configura|

|SEP ||From payrol 1 configura|

Recallcullating an Incorrect Payrol I Repayto I B has been callculated incorrectly, i.e. an incorre
range or an incorrect commission amount setting was used, you shoulld dellete all B payrol I callcullati
the incorrect payrol I and recal culated them with the correct information.

SelectPayrol 1 Reporfiom the Accountingdrop-down menu.

Se BectView/De Bete Previous Payroll s

The Previous Payro Bdseen will I appear.

Select theDe Bete Lastutton.

Verify your seBection and c RickYeg button to delete the Bast payroll 1 you ran.

Repeat Steps 4-5untill all B payroll s callcullated after the incorrect payroll I are deleted as

incorrect payroll I, i.e. you may notice you need to delete a payroll I from 3 pay periods ago.

7. Recallcullate the payroll I with the correct information by se I &zhhgu I ate New Payrdibd the
Accountingdrop-down menu.

8. Foll Bow the steps described ifCal culating Payroll 1

9. Repeat Step 7-8 untill you are back to your current pay period.

o Ol WN P

Running Payrol I Reportsere are four payroll I reports thiat Sallon Iris can generate.

1. SelBect®ayroll I Reporfiom the Accountingdrop-down menu.
2. Sellect the appropriate payroll I report to run.
1 View/De Rete Previous Payrol Rshist will I appear of previousBy callcullated payroll Is. .
payrol I callcullation(s) to view or delBete from this Hist
1 View Year -toDate Payroll 1 Tota kEsmpreensive report is based on previously callcull ated
payroll Is
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1 View Payro I History by Emp B oyese Bect an emp Boyee to view his or fer payrol B history
1 W2/10%9 Report : you can print the information required for W2 and 10% reports. This
information can be entered into a program that prints actuall W2 and 109 forms, or exported -
sending to a CPA
3. Foll Bow the screen prompts for the specific report.
4. CHicOK when Finished.

Printing Payrol I Informatiiere are three options to print after running a payrol 1 callcullation.

1. Print Checks: use to print out payroll I cfecks.
a. Callcullate your payrol I by se IGatiray B ate New Payrdibdl the Accountingdrop-down
menu.
The Payro Bskreen will I appear.
. Click thePrint Checks button.
The Print Checks screen will I appear.
Sellect the starting check number in the Payrol B Check Optiorsction.
. Check or uncteck the fo I Bowing boxes as appropriate:
i. Add entries to Generall Ledger after printinglect the appropriate Bedger account an
the appropriate Bedger category from the droglown Rists.
ii. Do not print service and product totalls on check staap individuall totalls off the
cfieck stub and on Ry print the pay information.
g. Select wio you woulld Hike to print the cfecks for in terintco Bumn.
h.  CHick theNext button.
i. The Printing Optionscreen will B appear.
J- Chick thePrintbutton.
k. OnHy cfecks for a vallue greater than zero will B be printed.
2. Print Sing le Pagese to print all I payroll I info onto a sing Be page.
a. Callcullate your payroll I by se IGatioy B ate New Payrdibd the Accountingdrop-down
menu.
The Payro Bskreen will I appear.
. CHick thePrint Sing Be Papatton.
The Printing Optionscreen will I appear.
e. CHick thePrintbutton.
f. A summary of the payroll I information will I print on a sing Be page.
3. Print Separate Pagesuse to print each emp Boyee's payro I I information on a different page.
a. Callcullate your payrol I by se IGatiray B ate New Payrdibdl the Accountingdrop-down
menu.
The Payro Bskreen will I appear.
. CHick thePrint Separate Pagedutton.
The Printing Optionscreen will I appear.
e. CHick thePrintbutton.
f. A summary of each emp Boyee's payrol B information will I print on a separate page.

- 20z

e o0&

o0&

Quick Print Emp B oyee Checks : the Quick Print Emp B oyee Checks feature is a way to print payroll B checks
that do not inc Bude wage or deduction detaills on the stub. These checks can be added directly to the
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Generall Ledger

1. SeBec®Quick Print Emp B oyee Checks from the Accountingdrop-down menu.
2. The Print Checks screen will I appear.
3. Sellect the starting check number in the Payro I I Check Optionsction.
4. Check or uncfeck the fo I Bowing boxes as appropriate:
a. Add entries to Generall Ledger after printinglect the appropriate Bedger account and the
appropriate Bedger category from the drogdown Rists.
b. Do not print service and product totalls on check staap individuall totalls off the cfeck
stub and on By print the pay information.
Select wio you wou ld Rike to print the cfecks for in terintco Bumn.
C ick theNext button.
The Printing Optionscreen will I appear.
Click tePrintoutton.
On Ry cfecks for a vallue greater than zero will B be printed.

= 00N O O

Payro I I FAQese are some common, frequent By asked questions regarding payroll .

Q1: What does it mean when you c Baim a tip on a ticket™?
Al: CHaiming a tip means that the emp B oyee is reporting and recording the tip as income. Emp B oyees may
claim a tip on an open ticket. Two types of tips exist:

1. Direct tip this is a tip that is given direct By to the emp Boyee. The tip amount does not appear on tf
c Bient’s receipt. The tip amount is reported in payrol B (for reference), but is not inc Buded in the |
totall. Payroll I taxes for the tip amount are callculated and app Bied to payroll .

2. Withhe Bd tip: the tip is withhe Bd (not given to the emp Boyee) untill the tip is settBed. A witthe B d tip
be sett Bed by using the Sett Hindeature, i.e. settle the tip at the end of the emp B oyee's shift, or the ti
can be settBed by calcullating payroll B. The witihe Bd tip appears on the c Bient’s receipt. A withe
may be used when the c Bient is paying by check or credit card. Payroll I taxes are app Bied to the
withhe B d tip.

Q2: What does it mean when you sett e a tip?

A2: To sett e a tip means that if your business took the tip money from the c Rient, put it in the cash drawer
and then at a Bater time you give the emp B oyee the money for the tip, i.e. a customer may pay by cfeck or
credit card, and inc Rude the emp B oyee's tip on the check or credit card. Your business sett Bes the tip when
your business gives the emp B oyee the money for the tip.

Q3: What impact does backbar have?
A3: Baclkbar is the amount in products used to support a service, i.e. if faircut costs $50, but $10 of
Conditioner is used to whi Be performing the service, the backbar is $10.

1. Sing Be Commission Payrol B System standard backbar amount can he defined and exceptions
created as needed per emp Boyee. This backbar amount is subtracted from the service price when
determining emp B oyee commission.

2. Duall Commission Payroll B System standard backbar amount can be defined and exceptions created
as needed per emp Boyee. This backbar amount is subtracted from the service price when determining
emp B oyee commission. This backbar amount is subtracted on By wien a service is used and not wien
purchased.
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Q4: Where can | get my State tax tabBes?

A4: Federal tax tables are built into the software, but state tax tables are not. Some states flave a
percentage tax and some states have a tax tabBe. You need to check with an accountant for your state ti
information and to get a copy of the state tax tabBe. You can allso search the Internet for a copy of yi
tax table. See tiPayrol 1 TabBes Overseation for more instructions on creating tax tab Bes.

Q5: How do I know how much to configure for Sociall Security, Medicare, City, Locall or other
deductions or taxes?
A5: You shou Bd check with an accountant and then configure payrol I accordingly.

Q6: What is a booth renter deduction?
A6: Some businesses on By fave booth renters and no emp B oyees. Each month, the booth renters pay the
business rent for using space inside the business.

Q7: What if | calcullate the incorrect payroll I date?? How do | fix it?

A7: If payroll I has been run for an incorrect date range, the payroll I call culations after and inc Budi
incorrect payrol I need to be recallculated. Seatlecu B ating PayaodiRica l culating an Incorrect
Payrol I Repoptrtions of tidPayroll I Callcull ation Ovdiovithe proper steps.

Q8: What is a payroll I adjustment™?

A8: A payroll I adjustment is any currency amount that you wish to give or take away from an emp Boyee. A
positive amount indicates that you are giving funds to the emp Boyee. A negative amount, which will I appe
in parenthesis, indicates funds being subtracted from the emp Boyee's payro B . This feature is usefull if, fo
examp e, an emp B oyee unexpected By worked some extra hours over the weekend during the Bast pay period,

but after payroll I was run. You can pay the emp Boyee the difference during the next pay period with a payrc
adjustment.

Q9: Why don*t all B of my emp B oyees appear when | run a payroll I report??
A% Your emp B oyees may not appear for either of the foll Bowing reasons:

1. You have no c Bosed tickets for the range of dates that you se Bected to run payrol B for. Some impo
payroll I calcullations are taken from c Bosed ticlets.
2. You have No seBected under the Inc Budefield on tiayrol I Configuraticnmeen.

Q10: How can | test my payroll B configuration and settings?
A10: Sellec€allculate New Payrdibll the Accountingdrop-down menu. CRick the button next tdractice:
Run test payroll 1 and do not sawve resull ts

Q11: I added an emp B oyee bonus for a product and/or a service. Why are the bonuses not showing on
my payrol I callcullations?

Al1l: in order for a bonus to be given to the emp B oyee, the emp B oyee must be set up to receive commission.
For a product to have a bonus, the emp B oyee shou B d have product commission enab Bed, and Bikewise for
services. IT the emp B oyee shou Bd receive a bonus only for some products/services, but will B receive eitfer 1
bonuses, different bonuses, and/or no commission for other products/services, then the product/service
commission shou B d be enabBed and set at a straight percentage of 0%. This will B keep the commission

enab Bed, but not give anything to emp Boyees un Bess a bonus amount is entered for individuall
products/services.

Q12: On what amounts does the commission get based off?
A12: Commission amounts are call culated by taking information from c B osed tickets and app Bying the ser
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you hawve cfosen to the totall salles amounts for each emp B oyee. These amounts will B be obtained differentl|
depending on the commission system being used:

1. Sing Be Commission System : commission is given to emp B oyees when services are performed or
products are soBd. From individuall cBosed tickets, the commission amount is based off of the price
the service, subtracting out any discounts and backbar, and mu I tip Ried by the number showing in the
Quantity Used co lumn.

2. Duall Commission System : commission is given to emp B oyees when services are purchased, and
separate By when services are performed. From individuall c Bosed ticlkets, the commission when
purchased amount (CWP) is based off of the price of the service, subtracting out any discounts, and
mu l tip Ried by the number showing in the Quantity Purchased co Bumn. The commission when used
amount (CWU) is based off of the price of the service, subtracting out any discounts and baclkbar, ai
mu l tip Ried by the number showing in the Quantity Used co RBumn.
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Accounting
monitoring payments in your general Bedger

General Ledger Overview

The Generall Ledgerfeature all Bows you to track the financiall transactions of your business. These
transactions can be rent payments, utiBity payments, supp Bier shipments, written checks, and most ewvery
otfer financiall transaction that can occur within your business. Gaeral Ledgemorks very much Bike an
interactive bank account statement. Sallon Iris can even callcullate the current balance of your acco
on what checks hawve c Beared. To reach the Generall Ledgerc Bick thd_edger button/icon, or se HeEdtit
General Ledgerfrom the Accountingdrop-down menu.

The Generall Ledgerfeature allso all Bows you to track mull tip Be accounts. This is usefull for business o
who hawve more than one business or wou B d Bike to track personall and business accounts in one software
package. Some of the benefits of using the Generall Ledger

Each entry can be categorized into an un Rimited number of customized categories

Check printing with automatic cfeck numbering

Automatic stock count update if products are received from a supp Rier

Automatic retaill price changing. IT who BesaBe prices change, a new retaill price is suggested
based on the previous wio Besa Be/retaill ratio

Sp hit entry payments where a sing Be entry can be subdivided into mu B tip Be entries, i.e. a singl
invoice from a supp Bier can contain mu B tip Be items. This invoice can be entered as a single
Generall Ledgeentry using the sp Bit feature

Each Generall Ledgerentry contains the fol Bowing information:

Account assign this entry to a particular account

Date entered : the date the payment or deposit was entered

Check number : the check number for the payment or deposit

Date c Beared the date the deposit or payment has been c Beared through the bank

Date voided: the date the transaction has been voided. VVoided transactions do not affect the
ba lance

Supp Rier supp Rier of the product

Supp Rier invoice number. the invoice number associated with this entry

Description/Ta person or company that is receiving payment

Comment : comment about the payment

Authorization code: if relevant, the credit card authorization code

PO # the purchase order ID number associated with this entry

Category type of payment or deposit

Type: payment or a deposit

Sphitall Bows two types of payments in one transaction, i.e. one ia I ¥ fguroduct items:
shipping, credit charges or supp Bier discounts, and the other ha I ¥ for products
Payment Amount : transaction amount

The Generall Ledgerscreen allso disp Bays the foll Bowing information:

Balance (CBeareddotall figure after deposits and payments go through
Ballance (Al #otal figure incBuding all B pending and c Beared deposits and payments
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Adding L.edger Accounts

1.

o Ok WN

Click thieAccountshutton.

The Accountsscreen will I appear.

Click theAdd Accountbutton.

Enter the account name and c BidK .

CHick the mouse in the Starting Balance Bumn and enter the starting ba B ance.
CHlick theOK button.

Repeat Steps 1-6 for each account you wou ld Rike to add.

Renaming a L.edger Account

. CHick teAccountshutton.

. The Accountsscreen will I appear.

. CHickon the account to change and c BickRerame Account button.
. Enter the new name and c Rick OK

CHicbK to return to the Bedger.

Deleting a Ledger Accounte Beting an account will I not de Bete the transactions associated with that
account in the general Bedger, but it will I c HAamxctentfield from those transactions.

1.

[S2NE~ NGO RN\ S

6.

C lick theAccountshutton.

The Accountsscreen will I appear.

CHick on the account to delete and c Hidkethete Accountbutton.
The De Bete Generall Ledger Account@reen will I appear.
CHiclkes to delete the account.

CHicbK to return to the Bedger.

Entering an Account BaBangeu can enter your business' initiall account balance. The balance is
sometimes referred to as the carry -owver™ balBance. This is the account baBance at the time when the first
B edger entry is made.

1.

g~ wWwN

Click thieAccountshutton.

The Accountsscreen will I appear.

CHick the mouse in the Starting Balance Bumn of the appropriate account.
Enter the starting ballance.

CHicbK to return to the Bedger.

Ledger Entry Owverview

Adding or Editing a Generall Ledger Ent8allon Iris all Bows you to enter transactions inGentrne il
L_edger. You can enter payments or deposits to keep track of your business' finances and better track profit
and Boss. You can search f@eneral Ledgeentries using the Date Range andSearch sections Bocated at
the bottom of the Genera | Ledgerscreen.

1.
2.

Click theAdd Entry button, or c Bick the entry to edit and c Didkdit Entrybutton.
The Add Ledger Entry/Edit Ledger Entegreen will I appear.
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The Add Ledger Entry/Edit Ledger Entsgreen has two tabs:
1 Genera I this tab contains all I the generall information about the Bedger entry
1 Check : this tab Bets you print checks direct By from the Bedger

Once the information is fill Bed out, c3dske orSave and Add Another to continue.

Ledger- Generall Tabenter the Bedger entry information.

1.
2. Sellect the appropriatAccount

3.

4. Enter the check number or c Hick the Next Check Number button and Sallon Iriswill I automatical |

= 00N O

10.
11.

12.

CHick theGenera ll tab.
Enter the correct date. The day the entry was added will B be the defau ll t.

the next unused cfeck number into the  Check number ~ field. If you are making a payment or receiving
a deposit by another means besides check, such as automatic withdrawa l, Beawve the Check number
field bBank.
Select the appropriate supp Bier from the dregown Rist. If it is a new supp Bier, c HicAdtk New
Supp Rierbutton and enter in the appropriate information. If it is an existing supp Rier that requires
updating, c Bick on tidit Supp Biebutton and enter the appropriate information.
Enter the supp Bier invoice number if app Bicab le.
Enter the description for whom the check is made payab Be if app Ricable.
The Comment field is available to note otfer information that is reBevant to the transaction.
Select theCategoryfrom the drop-down Rist. ThCategoryis the type of transaction, payrol I, util
expenses, etc. CRick theEditbutton to modify the category information if desired.
Select if the transaction iPayment or aDeposit from the Type fielld.
Enter in the appropriate transaction amount. 1T you woulld Rike to sp it how a transaction is trac
c lick théSp itutton.
The SpRit Detaikstion will I appear. Tp 1it Detai kstion is divided into two areas:

a. Generalk all I nproduct items, shipping charges, etc.

b. Productsal I product items received.

i. CHick theAdd Row button next to tiéenera ll section.

ii. Sellect tieCategory.

iii. Enter aDescription and Amount .

iv. Click teAdd Row button next to thProductssection.

v. Sellect tieCategory.

vi. Enter the Product ID

vii. IT the Product IDis already in Sallon Iris's database, Begcription, Unit Pricg and
Amount will I automaticall By appear. IT the wio Besa Be price has changed, type in the
appropriate amount in teUnit Pricefield. If tRRroduct IDis not in the database, Sallon
Iriswill I prompt you to enter it.

Viii. Enter the quantity received.

ix. Sallon Iriswill B automaticall By compare the amount entered $p &gt Detai ketion to the
amount of the transaction. The difference will B appear in Qifference from
Payment/Deposit Amount Bisted abowvefield.

X. CHick theFixbutton.

xi. You will B be prompted tGhange Payment Amount orAdd Adjustment to account for the
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discrepancy.

xii. CHicbK after making your se Bection.

xiii. 1T you check the Update pricing and stock after savihgx, Sallon Iris will I automatica
perform a pricing check and a stock count update.

xiv. The Pricing and Stock Count Updatereen will I appear.

XV. Your current and new, or suggested who Besale, retaill, quantity on order, and stock count
will B be disp Bayed. When Salon Iris "suggests™ the new pricing, the ratio of who Besa e tc
retaill price for the current prices are used.

xvi. SelectUpdate orDon't Updateas appropriate. If you foll BowGtreral Ledger
instructions, there shou B d be no need to update products on thOrdering screen.

Click theSaveorSave and Add Another button to save the information.

Ledger- Check Tab: print a check for a Bedger entry.

1.
2.

De

4.

WNPFE m O0bhW

CHick theCheck tab.
IT this is your first time printing checks, c Bick t@®eck Setup button. If not, skip &&ep 3.

a. The Edit Check Format screen will I appear.

b. You can adjust the format, spacing, and alignment of how each check is printed. It is
recommended that whi Be you are adjusting the settings, you use a b B ank steet of paper in the
printer to practice on. After you print your first test check, you can ho Bd the paper next to th
check and adjust the settings accordingly.

c. CHick thOK button after your check settings are correct.

CHhicPrint This Check Now .
The Printing Optionscreen will I appear.
Malke your se Bections and c BidPrint

eting a Generall Ledger Entry

CHhick to highRight the entry to be de Beted.

Click thede Bete Entrybutton.

The Are You Sure? screen will B appear.

Confirm your seBection and c Hick ¥es button to permanent By deBete the Bedger entry.

General Ledger Category Search and Rep Bacsou can easilly do a generall Bedger category search and
repBace, i.e. thiswoulld all Bow you to repBace all B categories call Bed, "UtiBities” with a category ci
Location One™. The Bedger category must be added before it can be used to rep Bace a previous entry.

1.
2. The Category Search and Rep Bacacreen will B appear.

3.

4. Sellect the category that you wish to hawve the item inStep 3 rep Baced with from the Rep Bace with

5.
6.

SeBect_edger Category Rep Backrom the Accountingdrop-down menu.
Select the category that you wish to rep Bace from t8earch for category call Mael d.

field.
C Rick theep Bacebutton.
AR 1 Redger entries will B be searched and rep Baced according to your specifications.

Mowve General Ledger EntriesSallon Iris gives users the abi Bity to move Bedger entries between accounts
quickBy and easilly.
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CHick to highBight the entry or entries to be mowved.

CHlicMowve Entries.

The Mowve Entries to Different Accountindow will I appear.

Select the account from the droglown Rist that you would Bike to mowve the entry or entries to. The
account needs to all ready be created within Sallon Iris.

CHhicbK .

Printing the General Ledger Entrte information that is disp Bayed on the screen is the information that
will I print.

1.
2.

W

o0 N o o1

CHick theCustomize View button on the Beft to add or remove coBumns as desired.

You can use the Add, Remowve , andMowve Up andMowve Down buttons to customize the information
to view.

CHichK to return to théeneral Ledgerscreen.

Malke the appropriate se Bections in the Date Range andSearch sections to disp Bay what you wou I d
Bike printed from theGenera | L.edgerscreen.

Sort to the desired disp Bay by c Ricking a co Bumn heading, suchfascount

Chick tePrint Ligttton.

The Printing Optionscreen will B appear.

Select the printer and page range options and c Hcint

Check Printing Owverview

You can print cfecks using a fuik Windows printer. To do this, you need to obtain b Bank checks from your
Bocall bank or from Sallon Iris Software. P Bease contact us at {8000 d23/isit our website at
nttp://www.Sa Bonlris.com There are five different ways to print a check. Each way is designed for all |l

payment kinds:

1.

Payrol #8allcullate payroll I and then c BonteChecks button. The check stubs will B inc B ude wages
and deduction detail's. The option is provided to add or not add the entries to the general Bedger ¢
printing.

Quick Print Emp B oyee Checks : se BecQuick Print Emp Boyee Checks from the Accountingdrop-down
menu. These are checks thiat do not inc Bude payrol B wages or deduction detaills.

Misce I Baneous Genera I Checksse BecQuick Print Any Check from the Accountingdrop-down menu.
This is a non-payroll I check and it inc Budes no payroll I callcullations.

Individual Generall Ledger Chealhen editing a Generall Ledgeentry, sellect thCheck tab. CHRick
the Print This Check Now button.

Mu B tip Be Generall Ledger Checks Bick th@rint Checks button whille on theGeneral Ledger screen
AT 1 the checks on the Bedger that have been fHagged to print will B be printed. These checks will I be
inc Buded on theGenerall Ledger

Before checks can be printed, they need to be formatted. SeBect Check Setup from the Accountingdrop
down menu to customize how your cfecks are printed. Make the appropriate seBections and click OK . You
only need to configure the check setup once. It is recommended that you use b Bank paper while adjusting
the settings. Ho B d the paper next to a check and adjust the settings accordingly.
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Printing Generall Ledger Checksprinting checks from the General Ledgeiscreen is quick and easy. You can
use these checks to pay emp B oyees, uti B ities, or other business expenses. You can print checks from the
Genera I L_edgerscreen in two ways:

1. WhiBe Adding or Editing a Ledger Entry

2.

SelecEdit Generall Ledgefrom the Accountingdrop-down menu.
The Generall Ledgerscreen will B appear.
. Add or edit a general Bedger entry.
CHick theCheck tab.
CHick thePrint This Check Now button.
. The Printing Optionscreen will I appear.
g. Malke the appropriate printer seBection and c hick tRerintoutton.
From the General Ledger Screen
Selec€dit Generall Ledgefrom the Accountingdrop-down menu.
The Generall Ledgerscreen will B appear.
. CHick thePrint Checks button.
The Print Checks screen will I appear.
In the Printco Bumn, a checkmark means the cfeck will B be printed. Make sure the appropriate
boxes are cfecked in the Printcolumn.
f. If you need to change any information such as the check #, c Bick on theCheck # co Bumn and type
in the appropriate changes.
g. CHick theNext button.
h. The Printing Optionscreen will I appear.
i. Make the appropriate printer seBection and c Rick tRerintbutton.

“° 20 oW

©® o0 oW

Quick Print Any Check: you can quick print norpayro I B checks, such as a check going to a supp Rier. The
process is identicall to quick printing payrol B cflecks, except no payroll I callcullations are made. You
the name of the payee, and must enter the cleck amount.

A WD

= 00N O O

10.
11.
12.
13.
14.

SeBecQuick Print Any Check from the Accountingdrop-down menu.

The Quick Print Check screen will I appear.

The Date defaull t to today's date. Change it if desired.

Manua I By enter in the check number in the Check number  fielBd, or c Bick &hext Check Number
button to hawve the next check number inserted.

Enter who the check is being issued to in the  Description/Tofield.

Enter text in theComment fie B dif desired.

Enter the amount in the Amount fielld.

Check or un -check the Add this check to Generall Ledger after printirbgx.

Sellect the BedgeAccountif necessary.

Select theCategoryof the check from the drop -down Rist in thdCategory field.

IT you wish to edit the category, c Rick tiEdit Categoriesbutton and make the appropriate revisions.
CHick thePrint This Check Now button.

The Printing Optionscreen will B appear.

Select the appropriate options and ¢ Heint
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QuickBooks Integration Owverview

Sallon Iris is full By compatib Be with QuickBooks. This means that you can setup Salon Iris to sync your m
important information with QuickBooks automaticall 1y.

What can you sync with QuickBooks?

Chients

Tickets

Emp B oyees
Products
Services

Supp Riers

Gift Cards

Gift Certificates
General Ledger

Syncing with QuickBooks - Desktop Edition

To get started with syncing your Salon Iris information with QuickBooks, p Bease take the fo I Bowing steps:
1.

Se BecQuickBooks , Bocated in tRccountingdrop-down menu.

2. When the QuickBooks Setup Wizard window appears, c BickNext.
3.
4. In order to sync Salon Iris with QuickBooks, we will I need to insta l QuiktéBooks Foundation

Select am using a QuickBooks Desktop Edition , and c Bidiext.

support fille. To do this, cRickitta I B QuickBooks Foundationtton. Once the install Batior
wizard has finisted install Bing thQuickBooks Foundation, c BidXext.

In most cases, seBecting thdJse defau l t company filbption stou B d be fine. Howewver, if you
hawve a specific company fille that you woulld Bike to use that is not your defaul t company fi
may se BectUse specific company filleand c Bick tige Bectbutton to Bocate the desired compan
fille.

Once you hawve se Bected the correct company fille, c INekt.

IT QuickBooks is not all ready open, open QuickBooks now. QuickBooks must be running a l ongside
Sallon Iris in order for Salon Iris and QuickBooks to communicate.

. ClichNext.

10.

11.

QuickBooks may prompt you to accept a connection from Sallon Iris. Al Bow this connection.
allso recommended that you seBect the option to "A N Bow access even if QuickBooks is not
running."

Once Sallon Iris connects, a message will | disp Bay stating that a connection fas been succes
estab Bished with QuickBooks. C Bick Next

On the Account Mapping screen, you wi I | see the items that you can map to QuickBooks. C Hick
on the item in the QB Account co Bumn to seBect wiich account you woulld Rike to map an item-
Once you cRick next, Sallon Iris will I create the accounts Bisted under the "Chart of Account
section of QuickBooks.
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QuickBooks Settings Screen

QuickBooks Connection Info: This section disp Bays information relating to the status of Sallon Iris's
connection to QuickBooks.

1 Connecting Tothis will B disp Bay the QuickBooks connection type.

1 Connection StatusDisp Bays Salon Iris's connection status. This will B give a brief descript
any errors connecting to Quickbools.

1 Change Connection: If you would Rike to sync your information to a different company fille,
will I Baunch the QuickBooks connection setup wizard and guide you through the process of
connecting to QuickBooks. P Bease the the previousSyncing with QuickBooks section for more
detai s on setting up a connection.

1 Disconnect: This wil B remove any connection to any QuickBooks Company fille account. Once
disconnect, you will I no Bonger be ab e to sync your information with QuickBooks untill you r
QuickBooks Setup Wizard to estab Bish a new connection.

Account Mapping:Account Mapping is needed to make sure Sallon Iris is correct By syncing your informati
with QuickBooks.

When you c Rick on the Account Mappingbutton, you will I be brougit to #ecount Mappingscreen. Here
you can designate what items in [Product Name] will B be exported to QuickBoolks, as well I as wiat
QuickBooks Account will B be associated with the item. For examp Be, IT you make a Gift Card salle, a salles
receipt is created, adding to your "Gift Card LiabiRity" account.

Manua I SyncC Rick the Manuall Sync button fere to begin syncing your information with QuickBooks. AR I
information will B be sent to the accounts that were configured in the previdwcount Mappingsection.

QuickBooks Questions and Answers

Q1: Do I hawve to use QuickBooks with Sallon Iris?

Al: No, you do not need QuickBooks to use Sallon Iris. Sallon Iris will I track your entire payrol 1, expens
profit and Boss, and supp Bier payments. It will B print out all I information for W2 and 10% forms that
give to your accountant. Salon Iris is-am @@ Business management program. Some accountants Rike to
have all I end of year financiall information in the QuickBooks format.

Q2: Can I run payrol I in Sallon Iris and export the payrol I information to QuickBooks?

A2: Sallon Iris can export all I payroll I information to a .txt fille, but QuickBooks does not have an o
import payrol I data from anotfer program. The payrol B system in Salon Iris is very comp Bete, simp He
and contains all I the major features in the QuickBooks payrol B system, inc Buding the fo l B owing items:

1 Check printing

1 Support for salary, hour By, commission, and product/service bonus pay
1 Generates information for W2 and 10% reporting

1 Year-todate totalls

1 SEP, Medicare, and 401k deduction

1 Ability to create custom deductions
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AutoSync: AutoSync can automaticall By keep your information between Salon Iris and QuickBooks current
and up-todate. You must be using a desktop edition of QuickBooks to use AutoSync.
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Reporting

pull Bing your business information together
Reports Owverview

Salon Iris comes with numerous bui I €in reports and ewven gives users the option to write their own. See the
Custom Reports Owverview section for more information. The reports are categorized and Bisted on the
Reports drop-down menu. You can run a report in any of the foll Bowing ways:

1 Sellect the report from theReports drop-down menu

1 SelBectSearch for Reports from the Reports drop-down menu. Choose the  Browse AR B Reports
Option. You will B be presented with a comp Bete Rist of all 1 reports:dbutklm the report you
wish to run

1 Sellecearch for Reports from the Reports drop-down menu. Choose the  Run by ID Number
option. Enter thelD of the report you wish to run

1 SelBectSearch for Reports from the Reports drop-down menu. Choose the  Search by Keywords
option. Search for the report with the appropriate keywords

To make finding a report easier, each report has its own 1D Number . This number is a simp Be and easy way
to remember and reference a report. To see the Batest Bist of availlable reports, Sedecit for Reports
from the Reports drop-down menu. Choose the  Browse Al I Reporteption. A Rist of all I the availlab
will B be shown. The reportiIDs are in the BefFtost coBumn. IT desired, c Bierintto print this Bist for future
reference.

Customizing the Appearance of a Report sometimes it is usefull to customize the coBumns of a report. Thi
can be used to make the report more concise or to Bimit the horizontall Bength of the report so everytiing c:
be printed on one page.

1. Run the desired report.

2. CHick theCustomize View button on to add or remowve co Bumns as desired.

3. You can use the Add, Remowve , andMowve Up andMowve Down buttons to customize the information
to view.

4. CHicbK to sawve the settings.

5. The report will B then be updated to refBect these clanges.

Additionall By, the option of customizing the teader and Footer disp Bayed on a report is available by se
Report Header and Footer from the Reports drop-down menu. These fie Bds can be used to disp Bay business
name and detail s on each report generated using Sallon Iris.

Graphing and Charts. for most reports, you can easi By create graphs and charts of the information
contained in the report. After running a report, simp By c licGtaph button if it is availabBe. You can «
the fol Bowing types of graphs and charts:

1 Area: typicall By used for graphing cumu Bated totals

1 Bar: good for comparing specific items

1 Pie: good for stowcasing percentages or totalls

1 Step: Bike an area chart, good for showing growth or trends in totalls

1 XY PRottypicall By used for statisticall anallysis and measuring variance
1. Run the desired report.
2. The results of the report will B be disp Bayed.
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CHlick theGraph button. IT there is no&raph button on the report, the graphing feature is not
availlable.

The graph or chart will B be disp Bayed.

IT the graph is not disp Bayed in the desired sty e, it can be easily clanged to fit your needs.

Editing the Graph or Chart Appearance

1.

~NOo Ok N

8.
9.
10.
11.
12.
13.
14.

Run the desired report.
The resu B ts of the report will B be disp B ayed.
CHick theGraph button.
The graph or chart will B be disp Bayed.
Click thEdit Graph Propertiesbutton.
The Graph Options screen will I appear.
Select the graph type from the dropdown Rist:
Area
Bar
Pie
Step
1 XY Plot
Enter the Tit e
Select the item that you wish to graph from the Horizonta I axigdrop-down Rist.
Enter the Horizontall axis Babel
Enter the Verticall axis Babel
Select the items to graph by cfecking the appropriate box(es).
Optionall By, chettse 3D Effects orinvert Verticall Afidesired.
CHhichK .

Printing a Graph or Chart

1.

~NOo ok N

8.

Run the desired report.

The resu B ts of the report will B be disp Bayed.
CHick theGraph button.

The graph or chart will B be disp B ayed.

Edit the graph or chart to fit your needs.
Click tePrintbutton.

The Print Optionscreen will B appear.
Verify the settings and clierint

Most Used Reports : there over hundreds of reports availlable in Sallon Iris, but there are certain reports
get used more often. These are nine of the most common By used reports:

1.

2.

Salles Totalls and Salles Tax Report (Reporthgidy call culated business totalls and taxes for an
selected date and time period, and for specific emp B oyees and booth renters.

Business Performance Report (Report #147): provides various metrics to measure the business'
performance. The report provides the abi Bity to set goalls, and reports wiether or not those goalls ar
being met owver different time ranges.

Business Growth Report (Report #152) : provides a comparison of the business” performance
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between two different time ranges, i.e. the report can bhe used to compare the totall salles of the most
recent month to the same month a year prior.

. CHlient Retention Report (Report #4deview the percent of new c Bients that return to your business

for repeat services. Return rates are Risted for each emp Boyee and the average return rate represents
the overal B return rate for the business.

. Emp B oyee Performance Report (Report #146) provides performance information regarding a specifi

emp H oyee.

Profit and L.oss Report (Report #8@yovides comprehensive too s for analyzing income, expense,
and net profit for your business.

Product Salles Statistics (Report #bn 1yze your product salles and profit statistics to determine
re lative product profitabillity.

. Service Salles Statistics (Report #&da lyze your service salles and the net profit for each service t

determine which services are the most and Beast profitab Be for your business.

Top Spending C Rients (Report #2eview your highest spending c Bients. The top c Bients are Risted
verticall By in descending order for purchase totalls, and Bisted in categories for overall 1 busine
emp B oyee sa les.

Salles Totalls and Salles Tax Report

The Salles Totalls and Taseseen shows ca ll cu B ated business totalls for any seBected date and time peric

1.

w

Chick téTota Button/icon or seBeStilles Totalls and Sa les Tax Repiant the Reports drop-down
menu.

. The Salles Totalls and Taseseen wil B appear.

Malke the appropriate date se Bections in the Date Range section.
IT you are viewing totalls for a single day then you can enter the time of day for callcullations in
Time Range section, i.e. you can view totalls for a sing e day from 9:00 AM to 1:00 PM, and tfen
perform another call culation for 1:00 PM to 5:00 PM.
In the Individua Bgction, you can seBect who you wou ld Rike inc Ruded in Teta Breport from the
fol Bowing choices:
1 EmpRoyees: AL 1 (grouped by emp Boyee name) inc Bude all B emp B oyees
1 Emp Boyees: On By emp Boyees Bisted on the Emp B oyees screen (group by emp Boyee ID): inc Bude
on By current emp B oyees. Check or uncheck the appropriate boxes:
o Do not Rist emp Boyees with a zero totadlll B not inc Bude emp B oyees with no recorded
salles
o IncBude all I booth rentdnc Bude all B booth renters in the totalls
1 Only this emp B oyee: seBect the emp B oyee from the drop-down Bist
1 On By this booth renter. select the booth renter from the drop-down HBist
IT you are networking, you can select to stow totalsAdrl Computesr for a specific comp Buter by
c licking ti&e Bectbutton in theComputers section. This is usefull for businesses that have mull tip Be
computers on the business network.
Click theOK button.

. The Totallscreen will B appear.

The Totalscreen is divided into five sections:

Chapter 13: Reporting - Page 3 / 14



Chapter 13: Reporting

a. Otther : backbar and gift certificate totalls.

b.

d.

i. Backbar: the amount of backbar from c Bosed ticlets.

ii. Serwvices- backbar: the amount of services minus backbar from c Bosed tickets.

iii. Gift Cert. Purchasedfor reference, the gift certificate purchase cost entries on t@ift
Certificatescreen are shown. Note that the preferred metiod of adding a gift certificate
is to add it to a ticket and not add it direct by usicgfteCertificatacreen.

Summary : summary of financiall totalls and returns.
i. Products amount of products sold.

ii. Serwvices: amount of services sold.

iii. Total Tasotall salles tax coll Bected. Some states, cities, and countries have mu ll tip
taxes. You can enter up to three different taxes for products and three different taxes fo
Services.

iv. Product Returns amount of product refunds.

V. Service Returns: amount of service refunds.

vi. Withhe Bd Tips: amount of withe Bd tips col Bected.

vii. Settled Tipamount of settled tips given to emp B oyees.

Viii. Credit Added: if a cBient was credited, the amount of credit will B appear in this fiel d.

iX. Credit Used: tihis is credit that a cBient used on a ticket. The amount of credit given wil
appear in this field.

X. Gift Certs Purchased amount in gift certificates purchased (from tickets).

xi. Gift Certs Redeemed : amount in gift certificates redeemed (from ticlets).

xii. Petty Cash In amount of petty cash put in the drawer.

xiii. Petty Cash Out amount of petty cash taken out.
xiv. Loyal ty Points Rewardamount of Boyal ty points rewards given.

XxVv. Coupons Redeemed : totall amount of coupon discounts redeemed.

xvi. Totarand totall of al I salles and returns for the date range se Bected.

. Payment and Change : summary of payments received and change given.

i. Name : Type of tender used on the transaction, i.e. Cash, Check, Visa, etc.
ii. In: the totall amount of the tender type taken in as a payment.
iii. Out: the totall amount of the tender type given out as change.
iv. Net: net profit from each tender type. Net is equall Bmount In minus Amount Out.
Tax(es). amount of salles tax charged.

i. AL applicable salles tax(es) on products and services are disp 1 aydxesfisection.
Products and services can have up to tiree separate taxes app lied to each. Each tax wil
Bisted individua l By with the amount that was taken.

Emp B oyee(s) and/or booth renter(s). totalls by emp Boyee(s) and/or booth renter(s).
i. ID: the emp Boyee or booth renter ID.
ii. Name : the emp Boyee or booth renter name.
iii. Productsamount of products sold by the emp B oyee or booth renter.
Iv. Services: amount of services so Bd by the emp B oyee or booth renter.
V. Returns: amount of returns performed by the emp B oyee or booth renter.
Vvi. Backbar: amount of bactkbar used by the emp B oyee or booth renter.
vii. Totalmount of services sold pBus products so Bd minus the returns and backbar.

Chapter 13: Reporting - Page 4 / 14



10.

Chapter 13: Reporting

viii. # of Tickets number of tickets c B osed by the emp B oyee or booth renter.
CHick or doub &zl ick on most every entry in tidota ldisp Bay to view the information associated with
that callcullation.

Changing the Date Se Bectionyou can change the date easily from theSalles Totall and Sales Tax Repol
screen.

. CHhick teChange Date button.

The Salles Totalls and Taseseen will B appear.

. Male the appropriate date(s) seBection.

CHichK .

. The Totalls and Sales $epeen will B appear with the new date or date range.

Copy Emp B oyee Information you can copy emp Boyee and booth renter totalls quickBy. This copy can be
easi By pasted into a word processor or spreadsheet program.

1.
2.

3.
4.

Click teCopy Emp Boyee Infobutton.

The Copy Comp Betednotification will B appear stating: "The information fhas been copied to the
chlipboard."

CHicbK to proceed.

Paste the emp B oyee information to a word processor or a spreadsheet program by hitting Ctr 1+\gh
your keyboard.

Printing the Salles Totall and Salles Tax Reperetare four options for printing the report.

1.

Print ARl 1 Informatfnmts the entire report wil I all I details.

a. Chick tiePrint A1 1 Informatiotton on theTota Bcreen.

h. The Printing Optionscreen will B appear.

c. Verify the settings and cHiEkint
Print to Receipt Printeprint the totalls formatted to standard receipt paper size.

a. CHick thePrint to Receipt Printéutton.

h. The Printing Optionscreen will B appear.

c. Verify the settings and cHiEkint
Print Emp Boyee TabBen By print the detai l's from Emp B oyee(s) and/or Booth Renter(s) tabBe as
appears.

a. CHick tiePrint Emp B oyee Tab Bmutton.

b. The Printing Optionscreen will I appear.

c. Verify the settings and clierint
Print Summary Stubs: print tieEmp B oyee(s) and/or Booth Renter(s) tab Be broken up by each
individua I emp B oyee.

a. CHick thePrint Summary Stubs button.

b. Select how many emp B oyees to print per page.

c. The Printing Optionscreen will I appear.

d. Verify the settings and cliekint

Business Performance Report
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The Business Performance Report provides various metrics measured against goall's to show a business'
performance.

[EY

SeBecBusiness Performance Report from the Reports drop-down menu.

The SelBect Datscreen will I appear.

Sellect the desired date.

CHhicbK .

The Business Performance Report will I appear.

Business goa l's can be set from this report to measure the business performance.
CHlickdit Goals

The Modify Business Performance Goa B sscreen will I appear.

Enter each performance goall for your business.

CRlicBawve to return to thBusiness Performance Report .

L o00O N Ok WDN

[y
e

Business Growth Report

The Business Growth Report provides a comparison of the business' performance between two different

time ranges to measure low we B B the business is growing, i.e. this past January to the January from the year
before. This report will I on By male sense if the two date ranges are of the same Bength. When comparing
month -tomonth, a 31-day month will B tend to appear "better” than ady month simp By because there is

an extra day. Howewver, wien one January is compared to another January, the months will B show c Rear
differences. Howewver, ho Bidays and the days that they fall B during the week and inc Bement weather will | not
be accounted for in totals.

1. Selec®Business Growth Report from the Reports drop-down menu.
2. The Busines Growth Report screen will B appear.
3. Enter the foll Bowing information:
1 First date rangethe o Bder of the two date ranges to compare
1 Second date range the more recent of the two date ranges to compare
1 Emp B oyees : the emp Boyees to inc Bude in the report
o EmpBoyees: AR R (grouped by emp Boyee name) inc Bude all B emp B oyees
o Emp B oyees: On By emp Boyees Bisted on the Emp B oyees screen (group by emp B oyee ID):
inc Bude on By current emp B oyees
o Only this emp B oyee: seBect the emp B oyee from the drop-down Rist
o Only this booth renter. se Bect the booth renter from the dropdown Rist
4. CHichK .
5. The Business Growth Report will I appear.

Client Retention Report

The Percent Retained report all Bows you to review the percent of new c Bients that return to your business
repeat services. Return rates are Risted for each emp Boyee; the average return rate represents your business'
overal I return rate.
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Selec€ Nient Retention Repor€rom the Reports drop-down menu.

The Find Percent Retainedscreen will B appear.

Select the appropriatBate Range.

C BicNext.

Select how many times the c Bient must fawve returned to qua Bify as retained, i.e. 2 times.

C BicNext.

Select the past number of days the c Bient has to hawve returned to qua Bify as retained, i.e. 90 days.
inc Budes the number of times that a c Rient has returned, i.e. the ¢ Bient wou B d be considered a returni
customer if they hawve returned 2 times in the past 90 days since the initiall visit.

. CHicFinish.

The Percent Retained Report will I appear.

Emp B oyee Performance Report

The Emp B oyee Performance Report provides performance information regarding a specified emp B oyee.

1.

o Ul B~ WN

Se BecE€mp B oyee Performance Report from the Reports drop-down menu.
The Options screen will B appear.

Select theRange of Dates that you would Rike for the report.

Select theEmp Boyee from the drop-down Rist.

CHhicbK .

The Emp Boyee Performance Summary will B appear.

Profit and L.oss Report

The Profit and L.oss Repoprovides the compreiensive too B's for analyzing the income, expense, and net
profit of your business.

1.

SelectProfit and Loss Reporftom the Reports drop-down menu.

2. The Profit and Lossreen will B appear.
3.
4. As desired, cfeck or uncheck the  Inc Bude sa les transactidax. This box shou B d be clecked if you do

Select tidDate Range.

not record sales deposits in théeneral Ledger IT you do record sales deposits in t@®enerall
Ledger, then these Bedger entries will B represent your business’ income.
Select how payrol B will B be inc Buded:
1 Generall Ledger entriesif you utilize a payroll I account in your generall Bedger
1 Saved payroll 1 callculai€igos only use payrol I callcullations and don't inc Bude payre
general Bedger
1 Don"t inc Bude payra iHflyou do not want to inc Bude payroll I iRPyofirt and L.oss Report

. In the General Ledgersection, use the Inc Budeco Bumn to check or uncfeck the general Bedger entries

that you wou ld Rike to incBude. Usu&lirkya B Ledgeentries inc Bude uti Bity payments and other
business expenses, so we recommend inc Buding these.
CHhicbK .

. The Profit and L.oss Repowtl I appear.
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Profit and Loss Report_fur.{'kll

File Detail
Categorny Ledger IO Date Description

= Profit and Loss Report for All Days
| = Gross Income

[ Sales Income

Products
Services
Credits Received
Gift Certs Purchased
GiftCards Purchased
Zales Tax
: Total Sales Income
- Total Withheld Tips
; General Ledger Deposits

Total General Ledger Deposits

Total Gross Income

=1 Expenses
.= Sales Expenses
: Returns
Gift Certs Redeemed
Gift Cards Redeemed
Credit Given
Zales Tax
; Total Sales Exponsos
- Total Settled Tips (Cash)
‘.3 General Ledger Payments
: = Misc Supply
: 1 S/8/2007 ABC Suppliers
3 2007 XYZVendor
Total Misc Supply
a2 Lility
i 4 Q82007 Gas Comparny

- Total LHility
Total General Ledger Paymenis

Total Expenses
- Total Net Income (Gross Income - Expenses)

Samp e Profit and Loss Report

Backbar is accounted for in youGeneral Ledgemhen you order products. Products contained on ticlets
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with Backbar are not an additionall expense because the who Besa Be cost of these products shou Bd a Bl ready
hawve been accounted for.

The amount of detaill shown on the report can be changed automaticall By or manuall By depending on need:
To manuall By clange the amount of detaill disp Bayed under each feading, c Bick te- symbo B's next to each
heading name. To automaticall By change the amount of detaill disp Bayed, se Bect one of the four Bevells
the Detai Bdrop-down menu. Lewvel 4 has the greatest amount of detaill and Lewvell 1 has the Beast.

You can print, copy, or save tRrofit and L.oss Reportf you select to copy the report by se Bec@ogy
from the Fillerop-down menu, the information is copied to the c Bipboard. Next, you can open a spreadsfeet
and paste the information by hittingCtr 1 \an the keyboard. IT you se BectedSave As you can save the
information as a .txt fille that can be opened in a spreadsfect.

Product Salles Statistics Report

The Product Salles Statistics Reperk 1 hellp you to anallyze your product salles and profit statistics
will I telp to determine re Bative product profitability.

1. SelectProduct Salles Statistfoom the Reports drop-down menu.
The Options screen will B appear.

Select theRange of Dates to call cul ate statistics for.
CHichK .

The Product Salles Statistich I appear.

g b wN

Service Sales Statistics Report

The Serwvice Salles Statistics Reporitl B call culate your business' service statistics to stow the quantity
services sold and the net profit for each service. This all Bows you to see which services are the most and
Beast profitab Be for your business.

1. Selectervices Salles Statistibiom the Reports drop-down menu.
The Options screen will B appear.

Select theRange of Dates to call cul ate statistics for.
CHichK .

The Service Salles Statistiad 1 appear.

O b~ wWN

Top Spending C Bients Report

The Top Spending C Rients Repordall Bows you to review your business® highest spending c Bients. The top
chlients are Bisted verticall ByTio€ B ientsab Be in descending order for purchase totalls and Bisted in
categories for overall B business and emp B oyee sa les.

1. SeBect®ore Reports from the Reports drop-down menu.
2. SelectTop Spending C Rientfrom the CHientsenu.

3. The Top CRientcreen will I appear.

4. Sellect the appropriate dates to run the report for.
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Select the number of c Bients to Vview on the report, i.e. the top 10 spending c Bients, etc.

Se Bect which emp B oyees you wou Bd Rike to see on the report. The entire business is the First item on the
emp Boyee Bist. Keeping this entry checked wil | show the top c Bients for your entire business overal 1
CHichK .

The Top Spending C Bients Reporti B 1 appear.

Custom Reports Owverview

Sallon Iris all Bows you to create your own custom reports. There is no Bimit to the number of reports you ¢
create. Each 