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Software License Agreement 1

Software License Agreement

"Software" is defined as the Ennoview computer program with which this Software License Agreement
("Agreement") is included and any updates or maintenance releases thereto. "Trial Software" is
defined as a version of the Software that is limited to a 30 day evaluation period. "Ennoview Software"
shall mean both Software and Trial Software. The use by you of any services or content accessible
through the Ennoview Software may be subject to your acceptance of separate agreements with
Ennoview or third parties. Do not use the Ennoview Software until you have carefully read the following
Agreement. This Agreement sets forth the terms and conditions for licensing of the Ennoview Software
from Ennoview to you ("you" or "Licensee"), and installing the Ennoview Software indicates that you
have read and understand this Agreement and accept it's terms and conditions. If you purchased this
license for the Software or if you are evaluating the Trial Software and do not agree with the terms and
conditions of this Agreement, promptly return the Software and accompanying items to the place of
purchase within ten (10) days of purchase with a dated receipt for a full refund, or do not use the Trial
Software. If the Ennoview Software was pre-installed on your computer or CD-ROM disk(s) ("Disk(s)")
came packaged with your computer at no extra charge, and if you do not agree with this Agreement,
do not use the Ennoview Software.

License and Restrictions

A. License Grant for Software

Subject to the terms and conditions of this Agreement, you are granted a limited non-exclusive license
to use a copy of the enclosed Software on one (1) computer used by a single physical location or
household. You may make one (1) backup copy of the Software for your own use. You may transfer
your rights in the Software to a third party, or sell the computer on which the Software is installed to a
third party, provided you do not keep a copy of the Software for yourself and you or the subsequent
Licensee obtain a copy of a Transfer Agreement from Ennoview, which will allow the subsequent
Licensee to assume your rights as a Licensee of the Software.

B. License Grant for Trial Software

Subject to the terms and conditions of this Agreement, you are granted a limited non-exclusive license
to use a copy of the enclosed Trial Software for 30 days after you install the Trial Software on a
computer used by a single individual. Thereafter, you may purchase the right to use the Software
which license terms are specified herein, by contacting Ennoview or your retailer. You may not copy
the printed materials or user documentation accompanying the Trial Software if any. BY YOUR USE
OF THE TRIAL SOFTWARE, YOU UNDERSTAND AND AGREE THAT AFTER 30 DAYS, YOU MAY
NOT BE ABLE TO CONTINUE TO ACCESS AND/OR USE THE TRIAL SOFTWARE OR ANY DATA
YOU HAVE ENTERED INTO SUCH TRIAL SOFTWARE UNLESS YOU PURCHASE THE RIGHT TO
USE THE SOFTWARE.

C. Restrictions

You agree not to: (1) make additional copies of the Software except as provided above; (2) enable
others to use your registration code(s) or serial numbers (of any); (3) give copies to another person
who has not purchased a license for the Software from Ennoview; (4) install the Software on
computers used by individuals who have not purchased the appropriate licenses for the Software from
Ennoview; (5) duplicate the Software by any other means including electronic transmission; or (6) copy
the printed materials or user documentation accompanying the Software, if any. The Software in its
entirety is protected by copyright laws. The Software also contains the trade secrets of Ennoview and
third parties, and you may not decompile, reverse engineer, disassemble, or otherwise reduce the
Software to human-perceivable form or disclose such trade secrets. You may not attempt to modify,
adapt, translate, rent, sublicense, assign, loan, resell for profit, distribute, or network the Software,
Disk(s), or related materials or create derivative works based upon the Software or any part thereof.

Termination

This Agreement may be terminated by Ennoview immediately and without notice if you fail to comply
with any term or condition of this Agreement. Upon such termination, you must immediately destroy all
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complete and partial copies of the Ennoview Software, including all backup copies. Ennoview shall
have the right to change or add to the terms of this Agreement at any time, and to change, discontinue
or impose conditions on any aspect of the Ennoview Software. Such changes shall be effective upon
notification by any means reasonable to give you actual or constructive notice, or upon posting such
terms in the Ennoview Software, and your continued use of the Ennoview Software will indicate your
agreement to any such change.

Satisfaction Guaranteed

If you are not 100% satisfied with the Software, Ennoview's entire liability and your exclusive remedy
shall be as follows: (a) If you purchased the Software through a retail store or directly from Ennoview,
either (1) return of the Software within thirty (30) days of purchase to the retail store where purchased
with a dated receipt for a full refund. (If the retail store is unable to issue a refund, then return the
Software with a dated receipt within thirty (30) days of purchase to Ennoview Returns, 7003
Presidents Drive, Suite 700, Orlando, FL 32809 for your refund); or (2) If the Disks are defective and
you would like replacement Disks within thirty (30) days of purchase, return the Software with a dated
receipt to Ennoview Returns at the above address for replacement of defective Disks. If the Disks are
defective and you would like replacement disks after thirty (30) days from date of purchase, you may
obtain a replacement by sending your defective Disks and a check for fifteen dollars ($15.00), plus
applicable tax, to Ennoview Returns at the above address. For all orders shipped within the U.S.,
please add all applicable state and local sales tax as well as tax on shipping and handling based on
your shipping address; (b) If the Ennoview Software was pre-installed on your computer when you
bought it, or if Disks came packaged with your computer at no extra charge, and the Ennoview
Software is defective or was installed improperly, you may be able to obtain replacement Disks from
the company that manufactured your computer, by sending your request stating the nature of the
problem, plus a copy of your dated receipt for the computer on which the Ennoview Software was
installed, to the manufacturer of such computer; or (c) If you obtained the Ennoview Software by
downloading it on your computer, and the Ennoview Software did not install properly, contact the
provider of the download site.

Disclaimer of Warranties

EXCEPT AS PROVIDED ABOVE, THE ENNOVIEW SOFTWARE, DISK(S), RELATED MATERIALS,
CONTENT, AND/OR RELATED SERVICES ARE PROVIDED "AS-IS," AND TO THE MAXIMUM
EXTENT PERMITTED BY APPLICABLE LAW, ENNOVIEW AND ITS SUBSIDIARIES, AFFILIATES,
LICENSORS, PARTICIPATING FINANCIAL INSTITUTIONS, THIRD-PARTY CONTENT OR
SERVICE PROVIDERS, DISTRIBUTORS, DEALERS OR SUPPLIERS ("REPRESENTATIVES")
DISCLAIMS ALL OTHER REPRESENTATIONS AND WARRANTIES, EXPRESS OR IMPLIED,
REGARDING THE ENNOVIEW SOFTWARE, DISK(S), RELATED MATERIALS, CONTENT AND
ANY SERVICES, INCLUDING THEIR FITNESS FOR A PARTICULAR PURPOSE, THEIR QUALITY,
THEIR MERCHANTABILITY, OR THEIR NON INFRINGEMENT. ENNOVIEW DOES NOT WARRANT
THAT THE ENNOVIEW SOFTWARE IS SECURE, OR IS FREE FROM BUGS, VIRUSES, ERRORS,
OR OTHER PROGRAM LIMITATIONS, INCLUDING BUT NOT LIMITED TO ACCURATE OR
UPDATED THIRD-PARTY CONTENT, NOR DOES ENNOVIEW WARRANT ACCESS TO THE
INTERNET OR TO ANY OTHER SERVICE THROUGH THE ENNOVIEW SOFTWARE. YOU
ACKNOWLEDGE AND AGREE THAT YOU MUST: (A) PROVIDE YOUR OWN ACCESS TO THE
WORLD WIDE WEB AND PAY ANY SERVICE FEES ASSOCIATED WITH SUCH ACCESS, AND (B)
PROVIDE ALL EQUIPMENT NECESSARY FOR YOU TO MAKE SUCH CONNECTION TO THE
WORLD WIDE WEB, INCLUDING A COMPUTER AND A MODEM. SOME STATES DO NOT
ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSIONS MAY NOT
APPLY TO YOU. IN THAT EVENT, ANY IMPLIED WARRANTIES ARE LIMITED IN DURATION TO
THIRTY (30) DAYS FROM THE DATE OF PURCHASE OF THE LICENSE FOR THE SOFTWARE.
HOWEVER, SOME STATES DO NOT ALLOW LIMITATIONS ON HOW LONG AN IMPLIED
WARRANTY LASTS, SO THE ABOVE LIMITATION MAY NOT APPLY TO YOU. THIS WARRANTY
GIVES YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY HAVE OTHER RIGHTS AS WELL, WHICH
VARY FROM STATE TO STATE.

Limitation of Liability and Damages
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THE ENTIRE LIABILITY OF ENNOVIEW FOR ANY REASON SHALL BE LIMITED TO THE AMOUNT
PAID BY THE CUSTOMER FOR THE ENNOVIEW SOFTWARE LICENSED FROM ENNOVIEW OR
ITS AUTHORIZED RESELLER. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW,
ENNOVIEW AND ITS REPRESENTATIVES ARE NOT LIABLE FOR ANY INDIRECT, SPECIAL,
INCIDENTAL, OR CONSEQUENTIAL DAMAGES (INCLUDING, BUT NOT LIMITED TO: DAMAGES
FOR LOSS OF BUSINESS, LOSS OF PROFITS OR INVESTMENT, OR THE LIKE), WHETHER
BASED ON BREACH OF CONTRACT, BREACH OF WARRANTY, TORT (INCLUDING
NEGLIGENCE), PRODUCT LIABILITY OR OTHERWISE, EVEN IF ENNOVIEW OR ITS
REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, AND
EVEN IF AREMEDY SET FORTH HEREIN IS FOUND TO HAVE FAILED OF ITS ESSENTIAL
PURPOSE, ENNOVIEW AND ITS REPRESENTATIVES' TOTAL LIABILITY TO YOU FOR ACTUAL
DAMAGES FOR ANY CAUSE WHATSOEVER WILL BE LIMITED TO THE AMOUNT PAID BY YOU
FOR THE ENNOVIEW SOFTWARE. SOME STATES DO NOT ALLOW THE LIMITATION AND/OR
EXCLUSION OF LIABILITY FOR INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THE ABOVE
LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.

Online Services

You agree not to hold Ennoview liable for any loss or damage of any sort incurred as a result of any
such dealings with any services provided by your financial institution or other third party. Your access
may be limited from time to time, depending on the service provided by your internet service provider
or your financial institution or other third party. You may be billed for these Online Services by your
financial institution or other third party, not Ennoview, and such financial institution or other third party
may have its own service agreement which will govern the Online Services it provides. You agree to be
responsible for all telephone charges associated with your Internet and online service usage. You may
be required to register with Ennoview or a third party in order to use Online Services. Your use of
Online Services may be subject to additional terms and conditions. All Online Services are subject to
change. The limitations of damages set forth above are fundamental elements of the basis of the
bargain between Ennoview and you. Ennoview would not be able to have provided this product or
services without such limitations.

U.S. Government

The Ennoview Software is a "commercial item," as that term is defined at 48 C.F.R. 2.101 (OCT 1995),
consisting of "commercial computer software" and "commercial computer software documentation,” as
such terms are used in 48 C.F.R. 12.212 (SEPT 1995). Consistent with 48 C.F.R. 12.212 and 48
C.F.R. 227-7202-1 through 227-7202-4 (JUNE 1995), all U.S. Government End Users acquire the
Ennoview Software (or Licensed Product) with only those rights set forth herein. Ennoview Inc., 7003
Presidents Drive, Suite 700 Orlando, FL 32809.

Export Restrictions

You acknowledge and agree that the Ennoview Software is subject to restrictions and controls
imposed by the Export Administration Act and the Export Administration Regulations ("the Acts"). You
agree and certify that neither the Ennoview Software nor any direct product thereof is being or will be
used for any purpose prohibited by the Acts. You agree and certify that you are not a citizen or
permanent resident of the following countries: Cuba, Iran, Iraq, North Korea, Libya, Sudan or Syria.

General Provisions

This Agreement sets forth Ennoview's and its Representatives' entire liability and your exclusive
remedy with respect to the Ennoview Software. You acknowledge that this Agreement is a complete
statement of the agreement between you and Ennoview, and that there are no other prior or
contemporaneous understandings, promises, representations, or descriptions regarding the Ennoview
Software or any related services. This Agreement does not limit any rights that Ennoview may have
under trade secret, copyright, patent, trademark or other laws. The Representatives of Ennoview are
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not authorized to make modifications to this Agreement, or to make any additional representations,
commitments, or warranties binding on Ennoview, other than in writing signed by an officer of
Ennoview. Accordingly, such additional statements are not binding on Ennoview and you should not
rely upon such statements. If any provision of this Agreement is invalid or unenforceable under
applicable law, then it is, to that extent, deemed omitted and the remaining provisions will continue in
full force and effect. No delay or failure on the part of Ennoview in the exercise of any right granted
under this Agreement, or available at law or in equity, shall be construed as a waiver of such right. The
validity and performance of this Agreement shall be governed by Florida law (without reference to
choice of law principles), except as to copyright and trademark matters, which are covered by federal
laws. You agree to submit to the jurisdiction of the federal and state courts of Florida and waive any
objection to venue in such courts. This Agreement is deemed entered into at Orlando, Florida, and
shall be construed as to its fair meaning and not strictly for or against either party.

Consumer Information and Privacy

For details about Ennoview’s privacy policies, please refer to the Privacy Statement contained in the
Ennoview Software.

Trademarks

Envision, the Envision Logo. Envision Premier, the Envision Premier logo, Envision Enterprise, the
Envision Enterprise Logo, Envision Lite, the Envision Lite logo, Envision Solo, the Envision Solo logo,
Ennoview, the Ennoview Logo, among others, are registered trademarks and/or registered service

marks of Ennoview Inc., or one of its subsidiaries, in the United States and other countries.

RSA Digital Signature and the RSA Logo are trademarks or registered trademarks of RSA Data
Security, Inc. in the United States and other countries.

America Online and AOL are registered trademarks and service marks of America Online, Inc. in the
United States and other countries. Microsoft and Microsoft Internet Explorer are trademarks or
registered trademarks of Microsoft Corporation in the United States and other countries.

All other product names, company names, trademarks, and service marks are the property of their
respective owners and should be treated as such. Some names, company names, and data used in
examples and in help content may be fictitious and are used for illustration purposes only. Any
resemblance to a real person or company is purely coincidental.

Copyright

Copyright (c) 2001, 2002, 2003, 2004, 2005, 2006 Ennoview Inc. All rights reserved.

First Printing, June 2001

http://www.ennoview.com/
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User Interface

The interface of Envision provides different methods for accessing windows and features. Use the
following information to learn how to navigate through the system. You may find that one of these
methods is more convenient than the others. It is best to become familiar with the interface so that
you may become familiar with the fastest method for accessing screens and features in as little steps
as possible.

Menu Bar

File Company Client Appointment Emplovee  Inventory  Accounting  Reports  Graphs  Help I

The Menu Bar, located below the Envision Management title bar, provides access to all windows and
features of the program. You may setup security profiles that allow different types of access to each
selection listed under each menu option.

Tool Bar

@ 2] e £ & o 4] B L]

Time Clock  Calendar Gueus POS Clients Formulas  Inventory  Schedule  Lookup$  Quick Start

The Tool Bar is located directly below the Menu Bar. The Tool Bar allows you to access features that
are used the most with just one left click of your mouse. Rest your mouse arrow over the icons to view
a popup that describes the function of each tool button.

Guides Window

General Reporis (2]

Program Registered To (2]

General Options:

Current Sales / Appoint (]
ENNOVIEW 1 Sales Report by Date Today’s Sales Information
123 Sunny St 1
> MNumber of Tickets
4} Sales Report by Client
Sunnyville, FL 32561 %3] port by Retall Sales END
Location: MAIN

[ Click here for Quick Start Guide

14} Sales Report by Employes

147} Sales Report by Product

Service Sales
Tanning Sales
Gift Certificate Sales

1) Sales Report by Inventory Type Wembership Sales 0.00
Guides Setup Program Preferences 14 Sales Report by Inventory Dspartment Total Sales 5285.00
ok, Perform Daily Backup 49 Sales Report by Employee Department Appointment Statistics
m Company @) check for Program Update T Sales Report by Manufacturer Nurnber of Clients Arving Today 5
" Number of Services Seheduled 5
ﬁ Client [0 Send Suagestion or Problem for Review 1) Git Contfcate Sales Bl o
. Click hers for Orine Salss/Support Help 1y Ade-On Senices 0
@ Appaintment Q L) Retail to Semice Analysis Report
(g Click here to switch ta DEMO Datal T Daily Z:0ut Report
Employes
-Q'_‘l play O System Information 4 Pay Qut / Pay In Report
.,E_ﬂ Imvertory
@ retresn
@ Accounting S,
iy Salss! Appointrents Emp Sales
The Premier Management Program for Hair - Nail - Tanning Salons - Day Spas - Massage - Medical Spas - Gyms - Retail POS

The Guides window is located on the left hand side of Envision directly below the Tool Bar. Thisis a
small window that will give you access to and guide you through different parts of the software. The
categories listed in the Guides window provide access to general options, utilities, general reports and
other important features that are associated with each category.

Sereens 2 50
Screens E =T N
— < Appointment 1000
Appointment Calendar 10
Calendar Poirt of Ssle 200 |
Paint of Sale Cliert List 30
Client List Clignt Formulas 40
Cliert Farmulas Service List 50
Service List

The "Screens" area is located directly below the Guides window. This feature will allow you to quickly
access the screens that you already have open. For example, if you are using both the Appointment
Calendar and the Point of Sale window, you can access these screens much more quickly with the
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"Screens" feature of Envision. There are also some features of Envision, like Backup or File
Maintenance that require all screens to be closed. You can right click in the blue area on the left and
choose to "Close All Windows" so that all screens are closed out of without having to click on the "X" in
the upper right hand corner of each screen.

List Tool Bar

L] Mew = Edit | 48 First 4 Previous ® Next 9 Last actions - | [* Bt |

At the top of every list in the program is a tool bar that can be used to perform basic functions in the list
you are using.

New: Use this button to add an item to the list you have open. A new screen will open for you to enter
information about the item you are adding to the list.

Edit: This button can be used to add or edit information for the selected (highlighted) item.
First: Click the "First" button to take you to the first item in the list.

Previous: This button will take you to the item above the selected (highlighted) item.

Next: Click this button to move to the next item in the list.

Last: The "Last" button will take you to the last item in the list you are using.

Actions: The "Actions" menu contains some of the same selections that are on the List Tool Bar as
well as some useful features associated with the list you have open.

Exit: Click the "Exit" button to close the list you have open.

Search and Sort Fields

The Search and Sort features work together to help you quickly locate a record from a large listing.

The Search and Sort boxes appear throughout the program. They function the same wherever they
are found. The Sort field contains a drop down box that allows you to sort your data in a number of
ways. The screen you are viewing determines the choices presented. If you are viewing a list of
clients you may sort by Full Name or Phone Number for example. However, if you are viewing an
Inventory list, you will see choices such as Product # and Vendor.

The Search field is where you type the characters you wish to search for. As you type into this field,
the listing will "Zero" in on the record you are looking for. For example, if you are looking on the Client
List for "Murphy", as soon as you type the letter "M" into the search field, the listing will jump to the first
"M" in the list. Then when you type the next letter, which is "u" in our example, the listing will display all
last names that start with "Mu". You usually need to type only two or three characters to jump to the
record you wish, even if you have thousands of clients in your Client list.

Note: Some screens will have "Search"” only, as the sorting is handled a different way.

Save / Save & New / Cancel / Next / Previous

I Save II [ SSZE&I ¢ Cancel II P hed QPrevinusII

These buttons will be available when you are adding or editing an item in a selected list. Click the
"Save" button to save the information you have entered and return to the list. Click the "Save & New"
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button to save the information you have entered and open a new window so that you may to add to the
listing. The "Cancel" button will save the information you have entered, close the window that you are

using, and will return you to the list. The "Previous" and "Next" buttons will take you to the previous or
next record in the list.

Register Program

If you have used Envision for the full 30 day trial period, you will need to register the program if you
would like to continue using the program. You must purchase Envision to obtain a registration code.
You may also need to enter an Unlock Code if upgrades have been purchased for the use of Envision
or if the program needs to be installed on an additional computer. Use the screen shown below to
register the program. This screen can be reached from the "Help" menu selection. Select "Register
Program” from the menu as shown in the image below.

Selecting Register Program will open the following Registration Screen. The Company Name (this is
be your business' name), are required to obtain the Envision Unlock Code. Call the number shown if a
registration code is needed.

Note: An Unlock Code can only be acquired if the program has been purchased.

X

Register Program (v 4.00)
y This option allows you to register your copy of the program?
A If you received a registration code, you can enter it below.
Otherwise, if you are using a demo and wish to purchase the program,
or have purchased a payment plan and need a new code please contact us at:

| d Ennoview, Inc.
Help Inde:: Support: 407-253-0913 Sales: 800-231-9445

Help on This Window F1
hetween the hours of 9am - 6pm EST M-F To request your new unlock code.

About Program
Company Name |[YOUR COMPANY MAME

Unlock Code O R O O MO B O WD D MO G B DD M DD D b B

Cnline Technical Support Forun

Launch Internet Browser

No. of Locations 1%

-

‘v Register ‘X Cancel ‘ &

Wigh Site ] Turn On Network Registration

If you have purchased the Enterprise version of Envision, enter the correct number of
locations.

Unregister

y This function is used to uninstall the registration key
From this system. After performing this taslk, you will
have ko obkain a new registration key for the program!

Are you sure?

Cancel

This function is used to uninstall the registration key from this system. After performing this task, you
will have to obtain a new registration key for the program. You will be asked if you are sure you want
to perform this function. You will receive a User Name and Unlock Code that you will need to provide
to Ennoview.
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Backup and Restore

One of the most critical operations you will need to perform is to Backup your data. Your data is more
valuable than any other computer asset you possess. Your data is not replaceable if lost. Your data is
stored on a device called a "Hard Disk" inside your computer (if on a Network, your data is stored on
the Server's hard disk). This is a mechanical device and as always with mechanical devices, they are
liable to fail. Besides the possibility of a hard disk failure somewhere in your future, there are also
threats of viruses, corruption, fire, theft, and vandalism.

How often should you Backup? Backups are a necessary task that should be performed on a regular
basis. How often you Backup is determined by answering the question, "How much data can you
afford to lose?" If you are a very busy store, backup every day. There are stores that backup twice a
day.

Another decision is where to store the backed up data. It is strongly recommended that you DO NOT
save your data on the same Hard Disk you use for the program. If the Hard Disk fails, everything on it
becomes unavailable. Ideally it should be stored off site so it is protected from a physical disaster
such as a fire or theft of your computer. Since every machine has a 3.5" floppy diskette drive, this may
be the most convenient destination for your data. They are very portable, cheap, and easy to
transport. The disadvantage is they are not very reliable. They wear out easily, but they are cheap. If
you choose to use these diskettes, keep multiple sets of data and NEVER use one set over and over
as your only backup. Since they only cost about 25 cents each, there is no excuse for only having one
set of disks. There are also other types of removable media that you may use to backup your data.
There are portable devices available that you may install on your computer that provide much more
space than a floppy disk. Devices like this usually connect to a USB port on your computer. These
devices may use media cards or flash memory. This type of device is more expensive than floppy
disks, however they provide much more space so that you may save more than one copy of your data
on these devices. You may also use additional media cards, depending on the type of device you
choose to use, that provide even more space. You may also use a zip drive to store your data.

How much data will be backed up? When you first start using the program there will be a very small
amount of data. It may seem like a lot to you, but it really is very small. Also, Envision compresses the
data it backs up using the industry standard called "Zip". You will probably use only one diskette for
quite a while. When the data exceeds one diskette, the program will prompt you to enter another
during Backup and it will span multiple disks.

Label your diskettes like this:

Setl-Disk1 Setl-Disk2
Set2-Disk1 Set?2 -Disk2
Set3-Disk1 Set3-Disk2

Rotate through the sets and take them off site. The next day bring in the next set, backup to them and
then bring them off site with you.

A better method of backup is to a network server that is off site. Just set the Backup destination to a
particular spot on the server's hard disk and your data will be backed up very quickly. However, you
must then name the backup files differently or you will only have one backup set since each
successive backup will overwrite the previous one. A suggestion is to use names like this:

Envisionl.zip
Envision2.zip
Envision3.zip

And so forth for as many "generations" of backup as you wish. If you wish to keep 4 sets of data, you

would name them Envisionl.zip through Envision4.zip and then start again with Envision1.zip and
thereby overwrite the oldest set of data.

Note: You must close all screens to either Backup or Restore data. You may do this by right
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clicking in the "Open Windows" box (shown below) and left clicking on "Close All Windows".

Sereens 2 50
Screens E3 e
— Appointment 1000
Appointment Calendar 10
Calendar Foirt of Sale 200 |
Point of Sale Cliert List 30
Client List Cliert Formulss 40
Client Formulas Service List 50
Service List

Backup and Restore can be reached by clicking on "File" on the Menu Bar and selecting either
"Backup" or "Restore" as shown in the following images. You may also click on "Perform Daily
Backup" under "General Options" on the Company Guide to open the Backup screen.

General Options =)

9 Click here for Quick Start Guide

|H Backup... | k5 Backup.. Setup Program Preferences
el
Restore, ., Restore. .. .
b’@ serE |b’@ kAl | [% Perform Daily Backu
Lse DEMO Data. .. Use CEMO Data. .. @Ch w Undat
eck for giram pdate
Likilities b Ltilities 3
."— ﬁ Em Send Suggestion or Problem for Review
Login / Logout F4 agin [ Logaou
& U & —— Q Click here for Online Sales/Support Help
rinter Setup vinter Sekup
What's Mew, .. what's e, .. % Click here to switch to DEMO Datal
[+ Exit EJ*| Exit @4 System Information

Here are the Backup and Restore screen shots.

Backup Envision Data E| Restore Envision Data &|
Current Data Get Envision Backup From
U are about to make & backup of your data files. : If you are restaring from & 3.5-inch disk or cther removable
Backup compresses the data into = single compact file that i storage media, put the disk in the drive before clicking Restore
much smaller than your existing data files. Use Restore to later
LNCOMpPress your backup.
Name
Location C:Program Files Envision'Data
Location  |CProgram Files\EnvisioniBACKUP | [
Backup Current Data To _ P
Files |

| I It you are backing up to & 3.5-inch disk or other removable storage
media, put the disk in the drive before clicking Backup.
Restore Emwvision Backup To

Select the location yau wish to restare your Envision data backu
Name envision.ZIP) @ to. § ! ’

Location |G iPragram FilesiEnvision\BACKUP | J

Location |C:1F'r0gram Files\EnvisionData |

< esoa] [ caal

[1 nclude Images in Backup

Backup Current Location
Name: This is where you will enter the name of the Backup file.

Location: Enter the path to a backup disk and directory you wish to use. For example, if you are
backing up to a floppy diskette, you would simply enter A:\

Backup / Restore Current Location

This area of the screen shows the location where your Envision data is currently stored. If doing a
Restore, this would be your destination.

© 2006 Ennoview, Inc.
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Restore Name / Location

When restoring data, use the same information in these two fields that you used for the Name and
Location fields when you were Backing up.

Restore Destination

This is the location you wish the Restored data placed. It should be the same name as the "Current
Location" shown on the Backup screen.

Weekly Backup and File Maintenance Reminders

These screens appear once a week if you have not performed a Backup or File Maintenance during
that period. We recommend you don't turn these reminders off. These screens will appear when you
first turn on the program. All users and screens must be closed to perform these operations. It is
HIGHLY recommended that you click "OK" for either of them and do the Backup and File

Maintenance.
Weekly Backup Reminder X Weekly File Maintenance Reminder X
w% £ ** 3 H *k
Backup Overdue File Maintenance Overdue
Last Backup performed on: Nov 08, 2005 Last File Maintenance performed on: Oct 25, 2005
Envisian recommends that vou hackup vour data at least once perweek! Envision recommends that you perform File Maintenance on your data at
‘Without a backup, you run the risk of losing all of yaur data if a serious least once perweek. This process reorganizes your files allowing for
BITOF OCCUFS 0N your computer. quicker access to your data.
Would you like to make a backup of your data now? Would you like to perform File Maintenance now?
[] Disable Weekly Checks - 0K ! [ Disable Weekly Ghecks

Use Demo Data

The Demo Data option allows you to use a separate set of data for sampling and testing. This option
allows you to keep all of your business' information and sampling information separate from each
other. Use of the Demo Data can help to ensure that your Live Data is accurate for reports,
calculations and general use of the program.

The Demo Data can be reached by clicking on "File" on the Menu Bar and selecting "Use Demo Data"
from the menu. You may also click on "Click Here to Switch to DEMO Data" under "General Options"
on the Company Guide screen.

General Options (<]
[ Click here for Quick Start Guide

bk Backup... Setup Program Preferences

»ﬁ Restore. ..

ST (& Perform Daily Backup

Use DEMO Data. ..
| %J @ Check for Program Update
»

Lkilities
E@ Send Suggestion or Problem for Review

Login / Logout F4

) Q Click here for Online Sales/Support Help
& Printer Setup

what's Mew. . @ Click here to switch to DEMO Datal

[J* Exit € System Infarmation
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Utility Menu

This choice available from the "File" menu, gives you several important functions to help you maintain
the program, and perform certain functions you might need.

File Maintenance

Reset Employee Prebook History File
Reset Client Prepaid History File

Reset POS On Hold Files
H Backup... Purge Expired Appointments

W Restore...

Use DEMO Data... Reset Cuskom View Settings

Utiliies D 4 Change Calendar Time Slot Display

Reset Sequence Fields

Login/Logollt  F4 Select Data Directory
& Printer Setup Edit AD3.INI File

What's Mew. .. 0L Access ho Database
[J# Exit Export. ..

Note that the functions you can perform using this menu should be performed by managers or
other knowledgeable employees. You might want to revisit the "Setup Security" screens
shown on the "Company" menu and ensure these screens are included in a "Manager" or
"Owner" type profile only.

File Maintenance

Re-indexing the files and re-packing the data ensures fast, error free operation of the program and
should be done at least weekly or more often if your business is large and busy.

<P This option will reset. all indexes and pack vour data!

Do vou wish bo continue?

ELOK | cancel

The program defaults to performing this function weekly when you first enter the program. You can
manually perform it by selecting this utility. You must have all users out of the system for this to
function.

Reset Employee Prebook History File

Use this option to rescan all tickets and appointments to update the Employee Prebook File.

+ Rescan all Tickets  Appointments to update the Employee Prebook File?

Cancel

Reset Client Prepaid History File

This option will scan through the prepaid history and verify that all the information and quantities are
correct.
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Confirm

€  Reset Client Prepaid Histary File?
iy

Reset POS On Hold Files

This option will fix any problems with transactions that have been placed on hold.

€ | Resst POS OnHold Files?
-

Purge Expired Appointments

Select this choice to remove appointments from the Appointment Calendar that were scheduled before
the date you select. This will clean the data base of excess information it is storing and reduce your
backup file size.

Purge Appointment File fgl

This function purges ald appaintments fram the calendar.
e recommend that you purge expired appointments
fram the calendar on a manthly hasis.

Purge expired Appts prior to date

[+ 0K ! |x Cancel|

Reset Sequence Fields

This is a maintenance function you may be requested to select by the Technical Support department.
This option's primary function is to correct errors created by doing partial restore of backed up data.

Confirm

9, Resst all sequence fields?
\_‘

Cancel

Reset Custom View Settings

The program automatically saves the changes you have made to the way you view the lists (Client List,
Inventory List, etc.) and other screens. You may have shrunk a column or even moved a column to
another location. By selecting this choice all of those settings are returned to their default value.
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This process will clear all of the customizations
o ] wou have made to the views in Envision.

Are you sure you wish to perform this action?

Change Calendar Time Slot Display

This option allows you to change the default time slot length of the Calendar. If you decide to change
this option when you already have appointments on the Calendar, the program will convert all existing
appointments to the next closest time slot available.

Change Appointment Time Slot Value

This option allows you to change the default time slot length of the
Calendar.

The program supperts the following options:

5 Minute (12 Periods per hour)
6 Minute (10 Periods per hour)
10 Minute {6 Periods per hour)
15 Minute {4 Periods per hourj
20 Minute {3 Periods per hourj
30 Minute {2 Periods per hourj

If you decide to change this option when you already have
ppoint ts on the Calendar, the program will convert all existing
appointments to the next closest time slot available.

Please make sure you wish to perform this operation, and that you
have already made a backup of your data in case of issues with the
conversion process!

Current Time Slot Value 10 Minute

lor Ok | ® Cancel|

Note: Please make sure you wish to perform this operation, and that you have already made a
backup of your data in case of issues with the conversion process!

Select Data Directory

Normally, the program will create a directory on your computer when it installs and this screen will not
be necessary for you to use. However, if you add a hard drive to your computer or if you are on a
network and running the program from a server or even the Internet or an Intranet, you will have to tell
the program where the data you wish to use is located. Also, you may use this screen to switch the
program between different data sets.
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Setup Data Path E|
Connect Via

@ Local Connection ) Internet Connection

Local Connection

If the data is located on a local network / or on this PC, enter the correct
path in the directory edit box helow. Press the directory button on the
right of the edit box to enable a directory selection window.

Directory  C:Program Files\ErisianiDatal H

[] Only Coennect via Remote Server

‘ + Check ‘

Connection

[# Default

‘ 3 Cancel

Connect Via

Click either "Local Connection" or "Internet Connection" to make the correct section available on this
screen.

Local Connection

If you know the location of the data, enter it here. If not, click the small button to the right with the
folders on it, and navigate to the location of the data.

Only Connect Via Remote Server

This option forces a connection between Envision and the Advantage Database Server if you are using
additional workstations on a network.

Internet Connection
If the data is located on a remote server, enter the correct IP Address / Port information of the remote

server. Additionally, you must enter the share name / path of the Envision data files located on that
remote server.

IP: Enter the TCP/IP address of the server containing the data.
Port:  Enter the Port number that gives you access to the server.
Share: Enter the share name assigned to the drive / directory where the data is located on the server.

Note: This information is available from your network administrator.

When finished, click the "Check Connection” button to save. You may click the "Default"
button to have the program enter the default location of the data.

Edit ADS.INI File

This choice appears on this menu for use by Envision technical support personnel. You should not
use this on your own.
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File Edit Format Yiew Help

[SETTINGS]
ADS_SERVER_TYPE=7

; it 0

H 2 Internet Server
H 0111 = 7 = all servers

i INTERMET_IP =
[WINDOWS_SERVER_MAME_HERE]

INTERMET _PQRT=nNANN
TIMNTERMET _T P =000 w0, 2Ol 2O

i = Tocal advantage server
bit 1 = remote Advantage Server

H

JENTER ADS WINDOWS SERVER NAME HERE WITH CORRECT IP/PORT INFORMATION
INTERMET_PORT = Port you configure ADS server to use, must be ope

IF # of windows PC hooked up to internet.

B Ads.ini - Notepad EJ@@

~

15

;MODIFY THESE PATHS AMD CHAMGE THE SERVERMNPATH IMFORMATION TO POINT
< ¥

SQL Access to Database

This option is available for more advanced users. This feature will allow you to make changes to the
data in Envision.

Export

This utility allows you to select a database table within Envision and export the data it contains in a
number of formats for external use. Once you click the "Export" button, you will launch a Wizard that
will take you through the process step-by-step.

= Export Data EIE‘E|
Select File [MEMBERS ~| 15 Open | Select Sort Order -

aUTOID  [MEMBERID [saLUT [FIRST ~
O 2| KATHERINE BAXTER Katherine

3 GEORGIA BLOOM
4 JULIE BROWN
5 KARRY BROWN
§ EDVARD CARFENTER

[ Field Da’tfa_iy SARAH CLARKE

8 SHELLY GLAY

9 DARCY CLAYBORNE
10/ MAUREEN CLAYTON
11 JOSEPHINE CLEMENS
12| CHARLIE CLEQ

Georgia
Julie

Karry
Edward
Sarah
Shelly
Darcy
Maureen
Josephine
Charlie

v
< *

[ S I C %] & Export # Ccancel
- -
| Record Selector r

Select File

The first step in exporting data is to select from the drop down list the table you wish to export.
Highlight the table and then click the "Open" button. Examine the fields displayed to ensure this is the
table you would like to export.

Select Order

After selecting the table to export, you may select a sort order to export the data. Just choose which
order you want from the drop down list.

Field Data

Shown in this area, are the fields and the data they contain. You can scroll up and down through the
records, and also scroll left and right to view more fields in the table. Use the standard Windows slider
controls at the left and bottom to do this.

Record Selector

From left to right these controls will:
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Move to First record
Move to Previous record
Move to Next record
Move to Last record

Filters

Filtering is the term for selecting specific records from the entire database. When you have
accumulated listings that are very large it is often difficult to scroll through hundreds or even thousands
of records on the screen to find the one you want. By using filters you can reduce the number of
records shown on the screen.

Export / Cancel Buttons

Click the "Export" button to launch the Export Wizard. This wizard will take you through the steps
necessary to get the data exported in a format and style you wish. Click the "Cancel" button to close
this screen and return to the previous screen.

Quick Start Guide

The Quick Start Guide allows you to quickly setup the program with company information and
preferences.

The Quick Start Guide can be reached by clicking on "Company" on the Menu Bar or click on the
"Quick Start" button located on the Tool Bar. You may also click on "Click here for Quick Start Guide"
under "General Options" on the Company Guide screen.

General Options =

9 Click here for Quick Start Guide

Setup Program{beferences

E% Perform Daily Backup

[m Carnparry Guide

@ Check for Program Update

|L\y Quick Start Guide

Setup Program Prel’%';ences

E@ Send Suggestion or Problem for Review

Setup Security Profiles Q Click here for Online Sales/Support Help

lye
Guick Start

Set Mew Skation 1d k &P System Information

Station Canfiguration @ Click here to gwitch ta DEMO Datal
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Intro

Quick Start Guide

Intro  Caompany  Taxes  Options  Employees  Wendors  Retall  Service  Tanning  Clients

Quick Start Setup Guide

Welcome to the Quick Setup Guide!
This module will guide you thru the process of setting up and customizing the program for your Salan.
With this guide you can setup the following areas of the program

Company Information
Sales Tax /VAT
Program Options
Employee List
Vendor List

Retail Product List
Senvice Product List
Tanning Product List
Client List

“ou can rerun this Setup Guide anytime you wish to make changes to the system, oryou can directly edit the
above modules by using the Main Menu located at the top of the program

Ifyou have any questions, please Press the F1 key to activate the Help Systern. Additionally, you can call our
technical support line to speak with a technician who can help guide you thru the process

Use the Next lurtton to contiie, Previous button to move hack, Press the Ok hutton wien finished.

Finish

£

(e

This first "Intro" screen explains which areas you can setup with the Quick Start Guide. Click the
"Next" button to move to the next screen in the Quick Start Guide. The "Previous" button can be used
to move back a screen in the Guide.

Step 1 - Setup Company Information and Store Hours

Quick Start Guide

Intro  Company  Taxes  Options  Employees  Vendors  Retall  Service ' Tanning  Clients

Step 1 - Setup Company Information and Store Hours

Company ENNOVIEW

Address 7 irkman Rd|

City |Or\andn

State FL
Zip Code 32811

Finish

Phone [s07-253-0313

Fax |4D?-253-DQBA Fed Emp ID ‘

County [orange StateEmpip |
Store Opens at Store Closes at

Sunday [~ open | ‘

Monday ¥ Open [08:00 Am 0800 PM

Tuesday v Open |DQ:DU AM ‘08 0o PM

Wednesday v Open |E|9 00 A ‘DE 00 PM

Thursday ¥ Open [08:00 Am 0800 PM

Friday ¥ Open [03:00 Am 0800 PM

Saturday [~ Open | ‘

3

| 4 Previous |”} Dlext ,4 ‘v 0K
L

=

Use the "Company" screen to quickly setup company information and the hours that your store is

open. The address entered here is the address that will be used for your company's information on

Purchase Orders and the Word Processor. The hours that you enter here are the hours that are
displayed on the Appointment Calendar.

17
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Step 2 - Setup Tax Options

Quick Start Guide 3]

Intra  Company  Taxes  Options  Employees  Vendors  Retall  Sewice  Tanning  Clients  Finish

Step 2 - Setup Tax Options
Select Appropriate Tax District
(3 US Salles Tax
(O Canadian Tax (PST/GST)
) Eurgpean VAT I Remove Tax Line on Receipt

I” Tax Included in Product Price

(O Austrialian GST

(O New Zealand GST

Enter Tax Rates

-- Check which items are taxable and then enter up to 2 tax rates per item if needed. --

Tax Rate 1 Tax Rate 2

Retail Products W Taxable 7.000 0.000
Senvice tems ™ Taxable
Tanning Products [ Taxable

|‘ Previous |”’ Ne:dq ‘V 0K |
]

Use the "Taxes" screen to setup your company's tax information for sales. First check the "Taxable"
check box for all items listed that you must charge sales tax for. Then enter the sales tax rate under
"Tax Rate 1". The tax rate should be entered as a whole number. If your location charges an
additional sales tax that you must keep separate records for, enter it under "Tax Rate 2".

Note: Some locations charge a City sales tax in addition to the County/State sales tax.
Step 3 - Setup Program Options
Quick Start Guide 3]

Intra  Company  Taxes  Options  Employees  Vendors  Retall  Sewice  Tanning  Clients  Finish

Step 3 - Setup Program Options

Mar Override Password ”7 Select Default Sort Orders.
Initial Cash in Drawer 200.00 Clhient By ld =
Default Inventory Markup 100,000 Employee  [Bvls <]
Inventory Cost Method lerage Cost | Inventory By No -

v Show a Popup window with Client Notes when selecting that Client at POS or Scheduling an Appointment

™ Allow Double Booking of Appointments in the Calendar

¥ Auto Check Waiting List for Openings whenever Editing / Moving or C: ling an Existing Appoint nt

[~ At POS Checkout, Check Appointment Book for Future Appointment and Notify Clerk if No Appointment is Found
¥ Print Next Appointment Information on POS Receipts

|‘ Previous || # Ne:dq ‘V Ok |
]

This screen allows you to set some of the default settings for the program. Use the "Setup Program

Preferences" option from the "Company" menu (located on the Menu Bar) to set more of these default
settings.
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Step 4 - Setup Employees

Quick Start Guide 3]
Intra  Company  Taxes  Options  Employees  Vendors  Retall  Sewice  Tanning  Clients  Finish
INSTRUCTIONS
Step 4- Setup EmPIOyees Click the Add Button, Enter the
Employee’s information then
Employee Id [FRANGINE BOONE Gender press the Save Button
-  Male
First Name |Franmne M.L ‘
" Female
Last Name |Euuﬂe
Nick Name |
Address 1 | Senvice Price Level
ou can set up to 10 differert price levels for each Service
Address 2 | Wou assign each employes to & price level. This allows you to
) charge the client & differert price for the same service
City | depending upon who perfarms the work
State Zip Code
Service Price Level {1-10) 1%
Phone
Mobile This method simiplifies sefting up yaur service prices. As you
acld { hire new employses you only have to set their sppropriste
Work price level and Envision wil automatically start charging the
B _ ct i
[~ Show in Appointment Book Collecseiice orce
Employee Id Fir st ‘Middle Last ~
RANCINE BOOMNE Francine Boaone
HEATHER CARTWRIGEHeather Cartwright v

|¢ Erevious || # Ne:ﬂ,\J ‘V oK |
L

This "Employees" screen can be used to quickly enter your Employees. After entering the first
employee's information, click the "Save" button in the upper right hand corner of this screen to save
the information you have just entered, then click the "Add" button to open a screen with blank fields so
that you may enter another employee.

Employee ID

You may enter the Employee ID as you wish, however it is recommended that you enter the full first
name and full last name if you have a very large list of employees. It will be easier to search for an
employee's name when selecting an employee to book an appointment or create a sales ticket. You
may use numbers or abbreviated names if you wish, just keep in mind that it may be difficult for some
of your employees to search for an Employee Id if they do not know everyone's number or abbreviated
name.

Show in Appointment Book

Uncheck this box if you do not want this employee displayed in the Appointment Calendar.
Service Price Level

Some shops base the amount charged for Services provided by the employee on the level of skill of
the employee. For example, if you have a new stylist with limited skills, you might select Level 1 (of 10
possible). If you have a long time stylist who has a large following and is an expert, you may assign a
skill level of 5. At the Point Of Sale (POS) you must select an employee. If you select an employee
with a skill level of 1 you will get one price, if the employee who performed the service has a skill level
of 5, more would be charged for the same service.

When setting up these skill levels, you have 10 levels available. Most shops that use skill levels for
pricing only use 4 or 5.
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Step 5 - Setup Vendors

Quick Start Guide

Step 5 - Setup Vendors

£

Intra  Company  Taxes  Options  Emplovees  Vendors  Retall - Sewice  Tanning  Clients  Finish

INSTRUCTIONS
Click the Add Button, Enter the
Vendor's information then

Vendorld [ 15R press the Save Button
Company |mdependemsalun Resource
Address 1 |7301 114th Avenue Narth
Address 2 |
City |Largu
State FL Zip Code [33710
Phone [cz0my 366-6122
Fax |00y 3s6-7a84
Contact |
Account No. |
‘Vandur 0] ‘Company ‘Phona ~
A1 BEAUTY SUPPLIES A1 Beauty Supplies
g_lndependemsalun Resource (300 366-5122
v

|¢ Previous |”’ Mext | ‘V 0K |
)

The "Vendors" screen can be used to quickly enter your Vendors. After entering the first Vendor's
information, click the "Save" button in the upper right hand corner of this screen to save the
information you have just entered, then click the "Add" button to open a screen with blank fields so that

you may enter another Vendor.

Vendor ID

The field can be an abbreviated form of the Vendor's company name. For example, "Walt's
Equipment” could be shortened to a Vendor ID of "WALTEQ". There are no duplicate ID's allowed.

This field is useful for sorting the Vendor listing and reports.

Vendor Contact

Enter the name of the person you most often speak to or correspond with, at the Vendor's company.

Vendor Account No.

Enter the Account number the Vendor uses for your business. This will be used to print on the
Purchase Orders that you send to the vendor.
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Step 6 - Setup Retail Products

Quick Start Guide

Intra  Company  Taxes  Options  Employees  Vendors

Step 6 - Setup Retail Products

Retail ' Service  Tanning  Clients  Finish

INSTRUCTIONS
Click the Add Button, Enter the

Hem Id |ALL SOFT POOWIMASQUE 107

Product’s information then
press the Save Button

Description |A\I 5oft Poo ‘Witlasque 10z

Barcode |

Vendor |\NDEPENDANT SALON RESOURCE

Retail Product Price Options
Unit Cost 375 Gty onHand

=
Markup % 100000 Gty on Order 0%
Retail Price 750  Reorder At 0%
UoM Order Level =

I Non-Taxable item

[~ Add Tax when adding to a Purchase Order

™ No Discounts on this ltem

I No Price Overrides on this ftem

[~ Back Bar Item (In-House Use)

™ Display Popup Message when time to Reorder

21

Description ‘Barcode »
All Soft Poo wiMasgue 1oz

ALL SOFT SHAMICOMND DUO All Soft ShamiCond Dua

ART 100ML PERSMNL MET M Art 100MI Persnl Mst Mix

ART 15T TIME PREVENT KIT 7 Art 15t Time Pravent Kit 7

ART 200ML PERSNL MST MIXSTORE Art 200M| Persnl Mst Mixstores Only

| 4 Previous |”’ Mext ,\! ‘V 0K |
]

You may use this screen to quickly add some or all of your retail products.
Item ID

Enter the name of the retail item in this field. You may abbreviate the name in this field, however if you
choose to abbreviate the name, make sure that it is a name that everyone who will be using the
Appointment Calendar and Point Of Sale screen will be able to remember when searching for the item.

Barcode

If the product you are entering has a barcode and you are able to use a barcode scanner, click in this
field (cursor must be blinking) and scan the barcode of the product. The number will be automatically
entered in this field.

Product Pricing Table

The information entered into these fields refers to the Retail sale of the product, not the ordering of the
product. For example, if you order shampoo by the case and sell it by the bottle, you would enter into
these fields information about a single bottle.

Unit Cost: Your cost per unit. If you pay $36 per case of 12, you would enter $3.

Markup % / Retail Price: If you enter a "Markup %" the program will calculate the "Retail Price". You
can of course, enter a "Retail Price" and leave the "Markup %" field blank.

UoM: Enter a Unit of Measure into this field, such as "Ea" for each.
Qty on Hand: Enter the Quantity you currently have in stock for this item.

Qty on Order: Enter the Quantity you have on order for this item if you are currently ordering this
product. If you already have the correct amount that you need, leave this number at zero and this field
will be updated when you create a Purchase Order in the program.

Note: the program will maintain "Quantity on Hand and Quantity on Order" after you enter the initial
values here. Sales will reduce the Quantity on Hand. The "Receiving Inventory" screen is used to check
items into inventory as they are delivered to your store and increase the Quantity on Hand and reduce
the Quantity on Order. Filling out Purchase Orders will increase the Quantity on Order.
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Reorder At: Enter the level you wish to reach before you need to reorder this product.
Order Level: Enter the quantity of this item you normally reorder. This will be used to automatically fill

in fields when creating a Purchase Order. If this field is left at "0", the difference between the "Qty on
Hand" and "Reorder At" will be ordered when your products are scanned for a Purchase Order.

Step 7 - Setup Services

Quick Start Guide X
Intro  Company  Taxes  Options ~ Employees  VYendors  Retail  Senvice  Tanning  Clients  Finish
. INSTRUCTIONS
Step 7- Setup Services Click the Add Button, Enter the
Service information then press
ftem Id |1 HOUR & 30 MIN MASSAGE the Save Button

Description |1 Hour & 30 Min MASSAGE

Barcode |

Service Pricing Table Time to Complete Service
o ) - These are used ta set
Level 1 | 10000 Level6 | 0.00 Initial time for Senvice [01:15 e et
000 0.00 1 i 00:00 time it takes your
Level 2 | Level 7 | Delay between Service N daqminy/ Loy W
Level 3 | 000 Level 8 | o.oo Completion time 00:00 S8rvice
Leveld | 000 Levels | 0.00
™ Mo Di: on this ftem
Level 5 | 000 Level 10 | 000 > X i
™ No Price Overrides on this ltem
Description Barcode ~
1 Hour & 30 Min MASSAGE
1 HOUR MASSAGE 1 HOUR MASSAGE
10 MIMN FOOT MASSAGE 10 MINUTE FOOT MASSAGE
10 MIMN HAND MASSAGE 10 MIN HAND MASSAGE

|‘ Previous |”’ NEQ ‘V Ok |
)

4

The "Service" tab allows you to quickly enter your services.
Service Pricing Table

For Service Items only, these 10 levels will be available. The purpose is to pay more for a service (for
example a Hair Styling) performed by a more experienced employee. On the employee screens, you
set for each employee what their level is. In these fields, you set how much will be charged for that
service for each level employee.

For example, if you have a stylist with 10 years experience you may set them to Level 5 in the
Employee screens. You may also have a stylist who is very new to the trade and set them to Level 1.
Now when you enter "Hair Styling" into inventory as a "Service Item", you enter $25 in "Level 1", $30 in
"Level 2", $35 in "Level 3", $40 in "Level 4", and $50 in "Level 5". When the client gets their hair styled,
how much they are charged at the POS will depend upon which Employee is selected (an employee
must be selected for any sale at the POS).

Time to Complete Service

The three items in this area of the screen only appear when you are entering or selecting a Service
item.

¢ Initial time for Service: All service items need this entered. It is the best estimate of the time to
perform the service. Use 15-minute increments only, for example 01:15 for 1hour and 15 minutes,
or 00:30 for 30 minutes. For most service items this is the only time needed.

e Delay between Service: Enter a time (once again 15 minute increments only) here if a delay is
required during this service. For example, if you apply the Perm chemicals and must wait 30
minutes before you wash, rinse, and style. If you enter a time here you MUST enter a "Completion
Time".

e Completion Time: Enter a time here only if you entered a "Delay between Service" time above.
This is the time it takes to finish the service after the delay.
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Step 8 - Setup Tanning Services

Quick Start Guide

INSTRUCTIONS

Description |1 Tan

Barcode |

Tanning Pricing Table
Tanning Options Time (Min) 20 &

(%) Single Session
) By Mum of Sessions I” Mo Discounts on this tem
() Unilimited by ¥eek ™ No Price Overrides on this ltem

(O Uniimited by Morth

(O Uniimited by Day Price 10.00

Intra  Company  Taxes  Options  Employees  Vendors  Retall  Sewice  Tanning  Clients  Finish

)

Step 8 - Setup Tanning Services Click the Add Button, Enter the

Tan information then press the
ftem Id |1 TAN SESEION Save Button

kemld Description Barcode

1 TAN SESEI0N
MEW BED TAN SESSION
TARMING 10 PACK

1Tan
MNEW BED TAM SESSION

A

| 4 Previous |” » Ne:dq ‘V 0K
]

Use the "Tanning" screen to quickly enter your tanning items.

Tanning Pricing Table

Select the option that applies to the amount you will be entering into the "Price"” field.

Note: The field you check here will determine what appears to the right. Below is an example

of the different fields that will appear.

23

Time {Min}
No. Sessions
No. Weeks

No. Months
Ho. Days

)
S U Y B
4 <j alb] 4] (4

¢ Single Session: The price you set applies for one tan. When you check this box the "Time (Min)"
field will appear to the right. You must then select how long the session is.

e By # of Sessions: The price you set applies for a set number of sessions. When this field is
checked the "No. Sessions" field appears to the right and you must select the number of sessions
that the price will apply to.

Unlimited by Week: When this box is checked, the "No. Weeks" field appears to the right and you
may select how many weeks of unlimited tanning the client gets for the price you will be entering.

Unlimited by Month: When you check this box, the "No. Months" field appears to the right and you
are able to select how many months of unlimited tanning the client gets for the price you will be
entering.

Unlimited by Day: Check this box and the "No. Days" field appears to the right allowing you to
select how many days of unlimited tanning the client gets for the price you will be entering.

Use the small arrow buttons to increase or decrease the count of Minutes / Sessions / Weeks /
Months / Days.
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Step 9 - Setup Clients

Quick Start Guide 3]
Intra  Company  Taxes  Options  Employees  Vendors  Retall - Serice  Tanning  Clients  Finish
- INSTRUCTIONS
Step 9- Setup Clients Click the Add Button, Enter the
Client's information then press
Client Id [KATHERINE BATER the Save Button
Salutation | j Card1d ‘ o
Add

FirstName  [atherine m. [

LastName  [Baiter Phone 8453356932

Address 1 | Mobile

Address 2 Work

City [ Email
State Zip Code Birthdate -

Client 1d Full Name ‘Home Phone ‘A
M GENEINaIE5E BAXTER, KATHERINE E 9453356832

GEORGIA BLOOM BLOOM, GEORGIA 8856523254

JOHMN BROWIN BROWIN, JOHMN

JULIE BROWN BROWN, JULIE 7849548123

KARRY BROWR BROWN, KARRY 4076523569

EDWARD CARPENTE CARPENTER, EDWARD 4076526548

|¢ Erevious || # uem,é' ‘V oK |
L

The "Clients" tab can be used to quickly enter all or some of your clients.
Client ID

The Client ID is the name that you will usually use to search for a client or to select a client for
appointments or POS (Point of Sale) client information. You may enter any type of client ID, however
we strongly suggest that either a full first name and last name or full last name and first name be used
for the Client ID. It will be easier for every employee to enter a full name when searching for or
selecting a client from your client list when scheduling appointments or checking a client out.

Clients can also be added to your Client List from the POS screen as well as the Appointment
Calendar. When you enter the client's information from these screens, the Client ID will automatically
be set to the first initial and last name of the client. It would be best to change this to a full first and last
name when adding clients from any of these screens. You may also change the default setting of the
Client ID format on the "Other" Tab of the "Program Preferences" screen. Click on "Company" on the
Menu Bar, select "Setup Program Preferences" from the drop down menu and click on the "Other" tab.

Finish Tab - Completion of the Quick Start Guide

Quick Start Guide X

intro | Company | Taxes | Options | Employees  vendors | Retail | Senice ' Tanning - Clients | Finish

Congratulations - You have completed the setup of the program
This completes the initial setup of the program.

Ag you hecome maore familar with the program, you will wantto take advantage of some of our other features to
help you manage your Salon or pa

Appointment Calendar

Employee Scheduling and Time Card Module
Comprehensive Commission Plans

Payroll

Packages

Gift Cards

Simple One Click Purchase Order System
Over 150 detailed reports

Plus much more!

Remember, you can run this Quick Setup guide as many times as you wish. Additionally, you access each ofthe
previous modules in more detail by selecting them directly from the Main Menu located atthe top ofthe program
window,

Ifyou have any questions, please Press the F1 key to activate the Help System. Additionally, you can call our
technical suppott line to speak with 2 technician who can help guide you thru the process

Press the Ok button when finished.

o

Click the "OK" button on the finish tab to complete the initial setup of the program. You can also
access each of the previous modules in more detail by selecting them directly from the Menu Bar
located at the top of the program window.
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Setup Program Preferences

25

These setup screens should be completed before you start using the program. They set the operation
of nearly every screen in the program.

This screen can be reached by selecting "Setup Program Preferences" from the "Company" menu as

shown in the image below. This screen can also be accessed by clicking on "Setup Program
Preferences" under "General Options" on the Company Guide window.

General Options

9 Click here for Quick Start Guide
Setup Program Prefarences
E% Perform DailymBackup

Im Carnparry Guide

@) Quick start Guid @Checkforpmgram Update
uick Start Guide

Setup Program Preferences Em Send Suggestion or Problem for Review

Setup Security Profiles Q Click here for Online Sales/Support Help

Station ConFiguration @ Click here to gwitch ta DEMO Datal

Sek Mew Station Id @ System Infarmatian

o)

Setup Company Information

Setup Preferences

Company “ Hours ' Tax “ Options ' Calendar  POS Security  Payroll ~ Email . Theme - GL Accts

Location Id |MAIN | Last Backup
Company ENNOVIEW 112512006
Address 123 Sunny 5t Last File Maintenance
City Sunnpille 112712006
State FL Zip |32561
Phone Fax |
County Server Type
Fed Emp Id () Versatalis Payment Solutions
(®) IC Verify
State Emp Id O other

Preauthorize Credit Card Receipts to Allow for Tip Entry

“ersatalis Payment Solutions\QCVeriﬂrr Other\CreditCard Frocessing Information

ersatalis Payment Solutions - (888) 800-6219 Fax (480) 7T18-7676 Contact Tom Cooley

PNS Merchant No. (MID) | | User Name | |
Client No. {CID) | | passwora | |
Terminal No. (TID) | | v versatalis, com

QuickBooks File | | .|

(x]

Setup a Location ID

For stores with multiple locations, this field is critical as it identifies this particular store to the network

server. All sales, employees, clients, etc., will be associated with this name. For single site stores, an
entry is still required. Just enter an abbreviated name of your store.

Enter Company Information

Enter the company's address, city, state, zip, phone number, fax number, and county. You may also
enter the Federal and State Employer Identification Number on this screen. The Federal and State

© 2006
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Employer Identification Number are used on all W-2's and other federal and state income tax forms
that you print.

The CC (Credit Card) Server information can be entered if you are setup with
X-Charge or ICVerify

These options will only be available if you have purchased the Credit Card Processing Module. The
CC Server Path and CC File Path may be entered when the CC Server software has been installed.
The Server Type and CC Station may also be selected when the CC Server is setup. Check the

"Preauthorize credit card Receipts to Allow for Tip Entry" box if you would like to process tips paid by
credit at a later time.

Preauthorize Credit Card Receipts to Allow for Tip Entry

This option is available if the program is enabled with credit card processing. When checked, this will
allow you to enter and process a tip after completing a sales transaction.

QuickBooks File

The "Quick Books File" field is the location of the QuickBooks file you will be using if you choose to use
this feature. This option will only be available if you have purchased the Quick Books Interface. You
may browse to the location on your hard drive by clicking on the browse button to the right of this field.
This is the button with the three small dots. Select the location and click on the "OK" button.

Last Backup / Last File Maintenance

The date of your last Backup and File Maintenance are displayed at the bottom of this screen.

Setup Store Hours

Setup Preferences

Campany m Tax  Options  Calendar P05 Security Fayroll ~ Email . Theme “ GL Accts
Store Opens at Store Closes at - -
Sunday [] open | |
Monday | Open |08:00 A [0z:00 PM
Tuesday Open |08:00 An |08:00 P
Wednesday Open |UQZUU AM |US:UU [l
Thursday Open |08:00 Am e
Friday Open |0g:00 AmM |n&:00 PM
Saturday [] open | |

Enter the hours and weekdays that your store will be open

Check the days that your store will be open in the check boxes to the right of the weekdays that you
will be open. Enter the "Store Opens At" and "Store Closes At" hours in the fields to the right of each
weekday. If you would like to schedule appointments before or after your store hours, enter additional
hours in the "Store Opens At" and "Store Closes At" fields.
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Setup Tax Options

Setup Preferences

Company  Hours - Tax  Options Calendar “ POS Security FPayrall ~ Email ~ Theme GL Accts

Select Appropriate Tax District

(=) US Sales Tax
) 3 Cancel
) Canadian Tax (PST/GST)

() European WAT
(O Australian GST
() Mewr Zealand GST

Setup Tax Rates

Tax Rate 1 Tax Rate 2
Retail Products Taxable 7.000 0.000
Service ltems [] Taxable
Tanning Products [] Taxable
Memberships [] Taxable
[] Tax Included in Product Price [] Remove Tax Line on Receipt

Setup Company Sales Tax US/Canadian/European VAT/Australian GST

Click the appropriate button. U.S. Sales tax is calculated differently than Canadian, European, and
Australian sales tax.

Setup Company Sales Tax Rates

First click the "Taxable" button for all items listed that you must charge sales tax for. Then enter the
sales tax rate under "Tax Rate 1". If your location charges an additional sales tax that you must keep
separate records for, enter it under "Tax Rate 2".

Note: Some locations charge a City sales tax in addition to the County/State sales tax.

Tax Included in Product Price

Check this box if your retail price includes the tax amount.
Remove Tax Line on Receipt

Check this box if you do not want to display the amount of tax that the client is being charged on their
printed receipt.
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Setup Program Options

Setup Preferences §|
Company ~ Hours . Tax - Options ' Calendar ~ POS Security FPayrall ~ Email ~ Theme GL Accts

Myr Override Password Select Default Sort Orders
Initial Cash in Drawer 200.00 Client By d T
Default Inventory Markup 100.000 Employee |ById -
Default Employee Markup il Inventory By Mo. v
Inventory Cost Method Avarage Cost -

Default Loyalty Program A

Employee Timecard / Login |Login via Employee Id and Passward -

[] Set Inventory Barcode to ltem No.

] Allow negative inventory quantity values during POS checkout

[[] Disable Weekly Backup & File Maintenance Checks [] cache Tables

Leave Report Option Window Open after Preview Print [] Auto Open Calendar

Show Service Price Level 1 on Service List and POS Product Buttons [] Auto Open POS

Default City, State Zip
city |
State

Zip

Enter a Manager Override Password

Manager Override

Password |

Whenever the program detects that a manager approval for an action is required, you will be asked for
this password. As the password is entered it will be shown as asterisks to prevent anyone from
viewing it. You will be asked for this password when you use features like Recall Ticket, Void Ticket,
and Remove Ticket in the Point Of Sale (POS) window.

Set the Initial Cash In Drawer

Z-0ut Cash Drawer: 9

S
Drawer: * Cash ' Payment Checklist - Sales - Notes
ACTUAL STATED

Starting Balance 200.00

Enter the dollar amount you start your cash drawer off with each day. This number is then used by the
Zero Out (Z-Out) function of the Point Of Sale screen as a starting point.

Set the Default Inventory Markup Percent

Enter a number here that is a percent of markup that you would like used as the default when entering
Inventory products. Remember, it is only a default and can be changed for particular inventory items
as you enter them. Use whole numbers, for example "50" for 50%.

Set the Default Employee Markup Percent

Enter a number that is a percent of markup that will be used as the default for Employee purchases.
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Inventory Cost Method
Select from the drop down list the method you want to use to cost your inventory.
Default Loyalty Program

Select a Loyalty Program that will be used for every new client that does not have a specific Loyalty
Program selected in their client record. Loyalty Programs can be setup by selecting "Loyalty
Programs" from the "Client" menu.

Employee Timecard / Login

Select the method for logging in and out of the program. You may use Employee Id Cards, Employee
Id and Password or both.

Set Inventory Barcode to Item No.

This is an option that you can check if you do not already have barcodes for your products and
services. The Item Number is automatically entered as the barcode number when you choose to add
a new item to your Inventory list.

Allow Negative Inventory Quantity Values During POS Checkout

This option will allow the system to enter negative quantity values for items that are sold in the POS
screen when the "Qty On Hand" value has not been updated immediately after receiving your order.
When an item reaches a zero amount for the On Hand quantity, the system normally leaves the
guantity at zero, however when this option is checked the system will continue to remove from the
guantity on hand.

Disable Weekly Backup & File Maintenance Checks

Weekly Backup Reminder, Weekly File Maintenance Reminder,

** Backup Overdue ** ** File Maintenance Overdue **
Last Backup performed on: Nov 08, 2005 Last File Maintenance performed on: Oct 25, 2005
Envision recommends that you backup your data at least once per week! Envision recomrmends thatyou perforrn File Maintenance on your data at
Without a backup, you run the risk of losing all of your data if a serious least once perweek. This process reorganizes your files allowing for
BITOr OCCUMS 0N your computer. quicker access toyour data
Would you like to make a backup of your data now? Would you like to perform File Maintenance now?
[] Disable Weekly Checks v OK | [] Disable Weekly Ghecks v Ok |
{ {
Backup Reminder File Maintenance Reminder

This is an option that you may check if you do not wish to be prompted to backup your data or do file
maintenance of your data weekly. A window will appear weekly when Envision is first opened, asking
you to backup your data and perform file maintenance, if this option has not been checked.

Leave Report Option Window Open

Envision Report - Sales by Date ]
Sales by Date Eal
Beqin Date B > Select Report Type

@ Detailed O summary
EndDate  |28i2006 -
Sort and Range Options Other Options
First Additional Sort Choose ltem Types to Appear on the Report
[crent -] Senices Memberships
Retail [ cift Certificates
1 Frint Subtotals [4] Tanning [ Back Bar Only
Second Additional Sort Packages
[<1io selecton - -] Select Product / Service Return Option
O Include Returns @ Exclude Returns
O
Select Range Additional Report Options
@ Include Al O Single O Range Display costand profit figures on the report
I:l [ only Display Sales fram ¥alk-In Clients
l:l [1 Do Mot Include Back Bar Sales
[ Display Gommission Totals Instead of Actual Totals
‘ A Prevlew‘ |& Print | | ¥ Close ‘

Report Option Screen
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When you select a report to run, an option window appears for you to specify the type of information
that you would like included in the report and how the report is sorted. When you preview or print a
report this window closes. This option will leave this window open in case you need to make any
changes to the information that is included in your reports without having to select the report from the
menus again.

Show Service Price Level 1
1 HOUR b
MASSAGE
. 100,00 )
POS Button

Check this option if you would like your Level 1 prices to be displayed on your Service List and your
Product POS Buttons.

Default City, State, and Zip

These can be entered if most of your Clients will have the same City, State and Zip. If you enter a
Default City, State, and Zip, you may change this information if it is not correct when you are entering
the Client and Employee address information. You may also enter information into only one of these
fields. If the state will always be the same, you may enter only the state.

Select Default Sort Orders

Barcode || j|& tem Search ||

POS - Item Selection Field

The Client, Employee, and Inventory sort orders are automatically defaulted to ID. You may want to
change this as you continue to use the software and become familiar with how to search for these
items. For example, you may choose to set "Inventory" to "barcode" if you are using a barcode
scanner. Every time the Point of Sale window is opened, the Item selection field is set to search by the
barcode.

Cache Tables

Check this option if you are using the program on a network. This option will leave tables open in the
background for files that you have opened in the program. The process of loading information through
the network will be much faster. For example, if you are using the Appointment Calendar and need to
lookup a Client Id for scheduling an appointment, the table for this information will stay open in the
background even if you close out of the Appointment Calendar. The next time you lookup a client in
the Appointment Calendar the process will still be much faster because the table for this file is still
open in the background. If you choose to "Close All Windows" from the "Screens" box on the left side
of the program, the tables that are open in the background will close.

Auto Open Schedule

Check this option if you would like the Appointment Calendar to automatically open when you open
Envision.

Auto Open POS

Check this option if you would like Envision to automatically open the Point of Sale window when the
program is first opened.
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Setup Calendar Options

This screen allows you to set options for the way in which the Appointment Calendar will function. You
may choose to change these options as you continue to use the software. There are some very
important settings on this screen that you may need to refer back to if you are not satisfied with the
settings of your appointment calendar.

Setup Preferences g|

Company  Hours . Tax  Options m PO Security FPayrall ~ Email ~ Theme GL Accts

Appointment Calendar Options v OK
Show Popup Window of Client Notes at POS / Cal
Disregard Employee Work Schedule and Show ALL timeslots as Available # Cancel

[] Only Display Employees on Calendar that have Work Hours Scheduled

[] Disregard Qualified Services in Calendar
[] Anlow Double Booked Appointments
Auto Check Waiting List for Openings

[] Appointment Calendar Colors Determined by Resource Selected

Prompt before Appointment Drag-n-Drop

[] Prevent Editing of History Appointments

View Phone Humber on Calendar (If security is enabled, this option is set via the Security Profiles)

Double Book Type Employees and Resources hd

Calendar Day Buttons | Move hy\Week -

Require Note to be Entered when Blocking Employee Time on Calendar

[] Require Initials and Note when Cancelling an Appointment

[] Automatically set the Preferred Stylist After Each Appointment

Allow Appointments to be Booked during Shop Closed / Employee Off Times

[] Automatically Set the Front Desk Operator when Logging into Program

[] Require Initials to be Entered when Booking Appointment

[] Force Selection of the Retention Code when Booking Appointment

Make ALL future appointments eligible for Prebook Status ( Always Checked for KRS Salons )
Do not add Duplicate Services to an existing On-Hold Ticket from the POS Checkout option

Calendar Name Format First Last -

Show Popup Window of Client Notes at POS / Calendar

When you select a Client at the Point Of Sale or Appointment Calendar, you will see any Notes that
have been entered for the client. This could be an important reminder for your front desk staff or the
employee that is booking the appointment.

Disregard Employee Work Schedule and Show ALL timeslots as Available

Check this box so that your unscheduled or contractor type employees can be displayed on the
Appointment Calendar. This option will override the option below which is to display only employees
that have work hours scheduled on that day.

Only Display Employees on Calendar that have Work Hours Scheduled

This option will only display employees in your calendar that have work hours scheduled in Envision's
Employee Schedule.

Disregard Qualified Services in Calendar

Check this box if you are not entering qualifications for your employees. If you don't check this, only
employees with the proper qualifications can have specific services scheduled in the Appointment
Calendar.

Allow Double Booked Appointments

D623520 - 4078509

Double Booked
Appointmetns
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Check this box if you wish to allow double booking of a calendar time slot. Some services you perform
allow one employee to handle two customers at a time. Checking this box allows for this.

Double Book Type

This option allows you to set how your appointments are double booked. This provides three different
selections for Double Booking. You may double book for both your employees and your resources, or
you may double book for only your employees or only your resources. This can be useful if you need
to double book appointments for your employees while the Appointment Calendar searches for
available resources. In this situation you would select the "Employees Only" selection.

Calendar Day Buttons

| calendar
Today 1 2 3 4 5 6 — Day Buttons

4 Movember 2005 »
S MTWTF §

1 2 3 4 4
B 7 8 9101112
13 14 15 16 17 18 13
2002 22 23 24 25 26
Erl] 2o el

This options allows you to set whether the number buttons above your calendars will move the date by
week or by month.

Auto Check Waiting List for Openings

If you check this box, the program will automatically scan the Waiting List to see which clients match
the openings available.

Appointment Calendar Colors Determined By Resource Selected

Check here and the appointment calendar will display the colors you specify for different resources
required for an appointment. Resources are things such as "Tanning Booth", "Massage Room", etc.

Prompt Before Appointment Drag-n-Drop

When this option is checked, you will be prompted to confirm whether or not it is acceptable to drag
and drop an appointment into a different timeslot.

Prevent Editing of History Appointments

This option will prevent you from editing an appointment that was booked before the current date on
your computer's calendar.

View Phone Number on Calendar

This option allows you to enable / disable viewing of client phone numbers on an employee basis when
the program's security is enabled.

Require Note to be Entered when Blocking Employee Time on Calendar

When checked, this option will not allow you to block employee time on the calendar without entering a
reason.

Require Initials and Note when Canceling Appointment

This option will require initials and a note (reason) when cancelling an appointment in the calendar.
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Automatically Set the Preferred Stylist

When checked, this option will automatically set the stylist that performed the service as the "Preferred
Stylist" after each appointment.

Allow Appointments to be Booked during Shop Closed / Employee Off Times

This option will allow you to book appointments when employees have time off or on days that you are
closed.

Automatically Set the Front Desk Operator When Logging In
Check this option to automatically set the Front Desk Operator when an employee logs in to the
program when the program security is enabled. The Front Desk Operator is the employee that should

receive credit for any Addons and Prebooks. This is used mainly by businesses that are working with
KRS Consulting.

Require Initials to be Entered When Booking Appointment

When booking appointments in the Appointment Calendar, you have the option of entering the initials
of the person that is booking the appointment. Check this option if you would like to make this a
requirement.

Force Selection of the Retention Code when Booking Appointment

This option will require you to select the type of retention for the client you are scheduling an
appointment for.

Make ALL future appointments eligible for Prebook Status (Always Checked
for KRS Salons)

With this option checked, the program will check for all future appointments scheduled with the same
employee and client. When this option is not checked, the program will only check for future

appointments scheduled with the same employee and client before completing the client's sales
transaction (by clicking the "Cash Out" button) in the Point of Sale.

Do not add Duplicate Services to an existing On-Hold Ticket from the POS
Checkout option

Check this option if you do not want to add the same services to a ticket that is "On-Hold" for the client
you are checking out from the Appointment Calendar.

Calendar Name Format

Select the format for your clients' names to be displayed in the Appointment Calendar.
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Setup POS Options

This screen allows you to set options for how the POS window will function. These are also options
that you may choose to change as you continue to use the program.

Setup Preferences

X

Company ' Hours . Tax - Options ' Calendar - POS Security  Payroll ~ Email . Theme - GL Accts

Point of Sale Options v OK
Allow Multiple POS On-Hold tickets per Client: Disable Automatic Daily Z-Out
Enable Tan / Massage Bed Selection in POS Print Next Appointment on POS Receipts

[] Print tem Id Instead of Description on Receipts [] Disable printing of Gift Certificate at POS
[] Print Signature Line for On Account Payments Print Balance on Gift Certificates

Check for Prebooked Appt at POS Checkout Add Sales Tax to Gift Certificates

Print Remaining Balance on Prepaid tems Force CCard Scan if CC Payment Type Selected
] Aut tically clear ployee id field after adding a product / service to the ticket

Client Retention Options Mever Prompt Retention Types -
Other Payment 1 Title

Other Payment 2 Title

POS Inhouse Sales Emp kd INHOUSE J
POS Receipt Emp Format First LastMame -
POS Receipt Client Format -
Walk In Price Level Uﬂ Selecting a Level = 0 Overrides the Standard

POS Change Window Defay (Sec) 3] Waikin Prich based upon thie eed vl
Number of Receipts to Print 1 ﬂ

Gift Certificate Template | | J

Allow Multiple POS On Hold Tickets Per Client
This option will allow you to place more than one POS ticket on hold for each client.

Enable Tan / Massage Bed Selection in POS

Select Tan Bed Used EI

Search || Sort |Eled Descrimuj

Bulb Last Time

Remaining

Description

TANMING BED 2
TANMING BED 3 8rer2004 10 8.3

]
2] ‘ - ‘ > ‘ 2] ‘ o ‘MimrtesUse(I

POS - Tan / Massage Bed Selection Screen

Check this box to be able to specify which tanning bed was used for this customer when checking
them out at the Point Of Sale.

Print Item Id Instead of Item Description on Receipts

This option will print the Item Id that you entered for the item being sold instead of the description that
you have entered.
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Print Signature Line for On Account Payments

Check this option if you would like a signature line printed on your receipts when the "On Account”
payment type has been selected.

Check for Prebooked Appt at POS Checkout

<P This client does NOT have a future prebooked appointment set:
-

Employee: BARBARA DUNTS has no prebook For Amber Thomas

Do you wish to create an appointment now?

Prebook Prompt
Check this box to receive a prompt if a client does not have a future appointment when you are
completing their sales transaction. You will be asked if you would like to create an appointment before
checking the client out. If you click "Yes", the program will open or return to the Appointment
Calendar.
Print Remaining Balance on Prepaid Items

When checked, this option will print the remaining balance on prepaid items used by the selected client
during their current visit on the POS receipt.

Automatically Clear Employee Id Field

Select this option if you would like the Employee Id field cleared after selecting the first item. This will
allow you to select a different employee before selecting the next item.

Disable Automatic Daily Z-Out

The program will automatically zero out the cash draw which summarizes the days sales. It does this
by default each day at midnight. To disable this feature, check this box. Itis recommended you only
do this if you wish to continue on with the same cash drawer for consecutive days, or have a rigid
policy of doing a Z-Out each morning or at close of business.

Print Next Appointment on POS Receipts

Check this box and the next appointment for this client will be printed on their receipt.
Disable Printing of Gift Certificate at POS

If this option is checked, a gift certificate (from the receipt printer) will not be printed.

Print Balance on Gift Certificates

When checked, this option will print the remaining balance on gift certificates used by the selected
client on the POS receipt.

Add Sales Tax to Gift Certificates

Check this box if you would like to add Sales Tax to the gift certificate. The client purchasing the gift
certificate will pay the sales tax and the value of the gift certificate will include the sales tax. If the
client that the gift certificate was purchased for uses the gift certificate for retail products, they will not
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need to pay an extra amount for sales tax. For example, if a client purchases a product that is $50
and their gift certificate's value is $50, they will still need to pay for the sales tax. If this option is
checked, and your sales tax is 7%, the client purchasing the gift certificate will pay $53.50 for the gift
certificate and the gift certificate is worth $53.50. When the client redeems this gift certificate for a
product that costs $50, the sales tax is already paid for because the value of the gift certificate is
$53.50.

Force CCard Scan if CC Payment Type Selected

@y **Hotice ™*
.

i credit card type has been selected, however,
it does not appear that you have scanned a card,

Do you wish ko scan the card at this bme?

Scan Card Prompt

If you are using Envision's Credit Card Processing Module, you will receive the above prompt if this
option is checked and you have not yet scanned a credit card. Click the "Yes" button to scan the card
or click the "No" button to complete the sale.

Client Retention Options

Mever Prompt Retention Types

[Deterrmine Retention and Only Prompt if Conflict
Determine Retention and Always Prompt

Do Mot Determine Retention and Prompt

Select the way in which the program determines the retention of the client. There are four options
available. Select the option that will work best for your business.

Other Payment 1 & 2 Title

—
—
n & Gift | Debit

i
Lzt

Other 1 | Other 2

Payment Type
Buttons

Use these fields to label the "Other 1" and "Other 2" payment buttons. These two buttons can be used
for any other type of payment you accept.

POS In-house Employee

Some items sold do not get assigned to an employee at the time of sale. These are called "In-house"
items. However, in order to track the sale of these items an "In-house" employee is created. This can
be an imaginary name, Store Name, or a manager's name. No commissions will be applied to the sale
of these items. From the drop down list, select the "In-house" employee's name.

POS Receipt Employee / Client Format

These two fields allow you to select what information about the employee and the client are printed on
the receipts. Select from the drop down lists.

Walk-in Price Level

Many salons charge a different service price for walk-in clients vs. clients with appointments. When
you created the service in inventory you may have set up to 10 price levels. Select which level you
would like to charge walk-in's here. Note that 0 indicates no difference in price. Any number other
than 0 removes the employee price advantage on that item.
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POS Change Window Delay (Sec)

Tips 0.00 cChange 5.00
POS - Tips and Change
Display

This field will allow you to change the amount of time (seconds) that the change that is due to the
customer is displayed for.

Number of Receipts to Print
Enter the number of receipts that you would like printed for every sales transaction.
Gift Certificate Template

If you would like the system to print out a gift certificate from your Window's default printer, select the
template that should be used for those gift certificates.

Enable Program Security

This is where you will enable the program security and select a "Default Security Profile" when you
have setup Security Profiles and Passwords for your Employees. Click on the drop down arrow to
select a Default Security Profile.

Setup Preferences g|

Company ' Hours . Tax - Options . Calendar “ POS | Security ' Payroll - Email ' Theme . GL Accts

Ok
Setting Up Program Security v

Prior to setting up program security, you must perform the following steps: 3¢ Cancel

» Create a Master Security Profile that allows a manager to access the the Setup Preferences and
Setup Security Profiles menu options.

= Create one or more additional security profiles for your employees.

= Assign a security profile and passwaord to each of your employees. Atleast one employee must he
assigned to the Master Security Profile!

After these prerequisites ftave been met you can enable program security and sefect a default
security profife that will be used when new employees are added to the system.

Activate and Enable Default Security Options

Enable Program Security

Default Security Profile  SilHeky{

Enable Program Security

Place a check in this box if you would like the security levels to be used. If you select to enable
Security, every employee will need to Log In when they would like to use the program and Log Out
when they are finished. Employees will be prevented from using or even viewing certain program
screens depending upon their profile setting.

Note: There are three parts to setting up the Program Security. First Security Profiles are
created, then Passwords and Security Profiles are assigned to each employee, and last is
enabling the Program Security. This is the last step of setting up the security. For instructions
on setting up Security Profiles, please refer to the "Setup Program Security" section of this
guide. For instructions on setting Passwords and Security Profiles for your employees, please
refer to the "Employee Setup" section of this guide.

© 2006 Ennoview, Inc.



38 Envision Users' Guide

Default Security Profile

Select the profile that you would like assigned to employees when you add them to the program. You
may override this at the time you are entering the employee's information, it is only the default setting.

When you do not have passwords or profiles set for any one of your employees, the Security
screen will display the following screen:

Setup Preferences

X

Company © Hours © Tax - Options  Calendar ' POS | Security  Payroll ' Email ~ Theme | GLAccts
0K
Setting Up Program Security bt

Prior to setting up program security, you must perform the following steps: % Cancel

= Create a Master Security Profile that allows a manager to access the the Setup Preferences and
Setup Security Profiles menu options.

= Create one of mote additional security profiles for your emplovees.

= Assign a security profile and password to each of your employees. Atleast one employee must be
assighed to the Master Security Profile!

After these prerequisites rave been met, you can enabfe program security and select a defauft
security profile that will be used when new employees are added to the system.

Security Disabled - SWANSON, CAMILLE does not have a password set!

Note: To enter passwords and profiles for your employees, click on "Employee" from the Menu bar and
select the "Employee List". Choose to edit the employee records that do not have a password or profile
set and click on the "Other" tab to enter their password and select a "Security Level".

Setup Payroll Options

Setup Preferences

Company ' Hours . Tax - Options . Calendar “ FOS Security  Payroll “ Email " Theme - GLAccts

Outsource Payroll (No Tax Calculations made during Payroll)

II[>_<‘]

Set Tax Year (YYYY) 2006 Cancel
Select Tax Code (State / Country) |FL -
Payroll Frequency Weekly -
US Fed Unemployment Rate 0.000
US State Unemployment Rate 0.0o0

Calculate Overtime Hours

Outsource Payroll (No Tax Calculations mad during Payroll)

Check this box if you use an outside vendor to administer your payroll, such as ADT. This will keep
the program from performing tax calculations when you run payroll.

Tax Year / State Code / Payroll Frequency

e Set the current tax year as 4 digits (2005, 2006, etc.).

¢ Using the drop down button select the state your business is in.
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e Using the drop down button select how often you do payroll.
Federal / State Unemployment Rates

Enter both the Federal and State unemployment rates in these fields. Enter the number as a decimal.
For example, 2% would be entered as .02.

Calculate Overtime Hours

Check this option if you would like the program to calculate overtime hours when calculating payroll.

Setup Email

If you would like to email directly from Envision, you will need to setup your SMTP information.

Setup Preferences E|
Company ~ Hours . Tax * Options * Calendar “ POS  Security  Payroll “Email | Theme | 6L Acets

4 OK
Owner's Email Address youraddress@fuse.nef
Salon’s Email Address yourbusinessaddress@fuse.net

Outgoing Mail Server (SMTP) smtp.fuse.net

Mail Server User Name*

Mail Server Password’

* Leave hail Server User Mame ! Password hlank if your server does not require authentication

[] Logon using Secure Password Authentication (SPA)
[] Use MAPI to send emails to your default email program

Emvision Messaging Service Setup Information

Arfiliate Id

Affiliate Key

Click here to create an account and start using the Envision Messaning Service

Email Server and Address

The "Outgoing Mail Server (SMTP)" field is so the program can send OUTGOING mail via your email
server. Itis the portion of your email address that appears after the "@". For example:
MyBusiness@aol.com. The server is the "aol.com" portion of the address. If you are not sure of what
this is or if the server does not work, it would be best to contact your Internet Service Provider for this
information.

The "Owner's Email Address" and "Salon's Email Address" fields are used for the Owner's and Salon's
full email address. For example: mybusiness@aol.com.

Email Username And PW
Enter your username and Password in these fields. This information is provided by your Internet

Service Provider. Your Username is usually the portion of your email address to the left of the "@"
symbol. For example in this email address "jsmith@aol.com" the username is jsmith.
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Login Using SPA

Select this option if the Secure Password Authentication protocol (or SPA) is required to log in to the
server. Note: When you select this option, SPA will prompt you for credentials and the User Name
and Password above are not used.

Send Using MAPI
Select this option if your mail is going to be sent using a MAPI email system.
MAPI (Mail Application Programming Interface)

MAPI is a Windows API that allows Windows programs to easily send email. The email is then sent
into whatever mail system is running at the user's site. For example, if you're running Outlook or
Outlook Express, a Windows program could use MAPI to post an email message. The Outlook
implementation of the MAPI driver would then do whatever was necessary to send the message.

Envision Messaging Service (EMS)

This is Envision's easy to use appointment reminder system that integrates with Envision's
Appointment Calendar and offers automated Phone, SMS text messaging and emails appointment
confirmations. Use text to speech, your voice or a professional voice talent to prepare you messages.
EMS provides a daily report detailing which clients heard or received their messages, confirmed or
rescheduled their appointments, or did not respond.

Affiliate Id / Affiliate Key

The "Affiliate 1d" and "Affiliate Key" are the username and password provided after purchasing the
Envision Messaging Service.

Setup Theme

This screen will allow you to change Point of Sale colors and Theme Options as well as colors and
settings for the Appointment Calendar. Click on the drop down arrows to select a different color.

Setup Preferences §|

Company ' Hours . Tax - Options  Calendar * POS Security ' Payroll ~ Email | Theme “ GL Accts

Calendar Colors / Theme Options ¥ 0K

Setup Calendar Colors/ Options ¥ cancel

POS Color { Theme Options

Grid Title Color

POS Client Info Panel -

POS Product Button Panel -

POS Payment Panel e -

POS Totals Panel - | Reset Default Colors
Currency Format #.0.00;3,0.00% hd

Integer Format #0-#0 -

MNew Client ID Format First Mame | Last Name -

Click the "Reset Default Colors" button to restore the program's default colors.
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Currency Format and Integer Format

These options are available for international companies that use different types of currency.

New Client ID Format

Add New Client

First Name Middle Initial

Last Name

Client Id * must be unigue

Add Client Screen

When adding a Client outside of your Client List, the Client Id can automatically be entered for you.
The system is defaulted to enter the first initial and last name of the client, however this option will
allow you to change the format of the Client Id that is automatically entered. We strongly recommend
setting this New Client Id Format to First Name / Last Name, Last Name / First Name, or First Name
(Space) Last Name. Selecting clients will be much easier with any of these Client Id formats and you
will not come across a situation where you will need to enter a number in a Client Id because more
than one client has the same first initial and last name.

The "Setup Calendar Colors / Options" button will open the following screen. The following screen
allows you to set display properties and colors of the Appointment Calendar.

Appointment Calendar Visual Preferences El

Calendar Caption Primary M - calendar SideBar Primary -
Calendar Caption Secondary P~ | calendar SideBar Secondary -
Calendar Text Primary - | Calendar Selected Border I -
Calendar Text Secondary * | New Client I -
Calendar Selected Primary = | Requested Employee . -
Calendar Selected Secondary -+ | New Client / Requested Emp s -
Calendar Active Primary Bamd = | Split Appointment . -
Calendar Active Alternate Band ~ | Salon Client / Referred I -
Calendar Inactive Primary Band - | Calendar Row Height (20) 20
Calendar Inactive Alternate Band ~ | Calendar Column Width (0 = Auto) 120
Calendar Blocked Time Primary P~ | calendar Zoom Width {120) 120
Calendar Blocked Time Secondary | ~ | calendar Track Width (5, 0=0ff) A
Calendar Hint Color | Calendar Refresh in Sec (0=0ff} 1)
Calendar Current Time Band ~ | Calendar Hint Delay in Sec 3
Calendar Header Primary | Current Day Top Panel Color I -
Calendar Header Secondary -

Sel Client Caption Primary I ~ | [ scale Calendar Rows to Fit Display

Sel Clientt Caption Secondary I - Show Percent Booked [] Startin Resource View
[] Enable Touchscreen Options Teset

Background Image | | ‘ %ﬂ:‘[‘;‘ W Ok ¥ Cancel

Calendar Colors

Click the drop down arrows to select a different color for each area of the Appointment Calendar. You
may also use the "Theme" button in the Appointment Calendar (to the left of the "Actions" button) to
change these colors while viewing the Appointment Calendar. This will help you in determining what
each color setting represents.

Calendar Standard Colors

These color settings are the colors that are displayed on appointments to show the type of
appointment that it is. These colors will not be displayed if these colors are determined by the
resource that will be used for the selected appointment.
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Calendar Width / Height / Zoom Settings

Set the "Calendar Row Height", "Calendar Column Width", "Calendar Track Width" and the "Calendar
Zoom Width" (how big the calendar gets when you click the zoom button). We recommend you leave
the settings at the default 70/120 respectfully.

Calendar Refresh / Hint Delay Settings

The "Calendar Refresh in Sec" setting determines how often (in seconds) the calendar will refresh
itself. The "Calendar Hint Delay in Sec" determines how long (in seconds) the appointment
information is displayed when you rest your mouse arrow over an appointment.

Scale Calendar Rows to Fit Display

Check this box if you would like the calendar rows to fit your display.

Show Percent Booked

Check this box if you would like to display the percent of time booked for each employee at the bottom
of the Appointment Calendar.

Start in Resource View

Check this box if you would like to display appointments in the Appointment Calendar by the Resource
selected instead of the Employee when you first open the Appointment Calendar. Every Resource that
you have setup in Envision that has "Show on Appointment Calendar Resource View" checked, will
have it's own column in the calendar.

Enable Touchscreen Options

Check this option if you would like touchscreen options to be available in the Appointment Calendar.
For example, if you enable these options there is a button on appointments that will allow you to bring
up the Right Click menu options.

Background Image

Click on the browse button (button with three dots) in this field to select an image located on your
computer. The image will be tiled in the background of the Appointment Calendar.

Reset Default Colors

Click this button to restore the calendar's default colors .
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Setup Program Security

Setup Security Profiles

This powerful but easy to use feature of the program allows you to create security profiles. Security
Profiles are then assigned to employees. Each Profile contains detailed information about what
program features are accessible. You can create a Profile that allows unlimited access to all program
features or one that restricts the user to very few features. You might want to consider using
descriptive names for these profiles, such as Manager for nearly unlimited access, Owner for totally
unlimited access, and Employee for limited access.

There are three parts to setting up the Program Security. First Security Profiles are created, then
Passwords and Security Profiles are assigned to each employee, and last is enabling the Program
Security.

Select "Setup Security Profiles" from the "Company" menu to add or edit Security Profiles.

@ Company Guide

[§  Quick Start Guide

Setup Program Preferences

| Setup Security Profiles o

Skation Configuration

Set Mew Station Id

When the Security Profiles list opens, click the "New" button on the List Tool Bar to add a new profile
or click the "Edit" button to edit an existing profile.

Security Profile

Enter a name in the "Security Profile" field at the top of this screen that best describes the type of
employee that will be assigned this profile.

Menu Options Tab

Security Profile [EMPLOYEE

I Menu Options IO‘ther Options

ck or Uncheck Menu Access: ‘\‘ File Menu R
Backup... The list of menu options on the lett allov you to Save &
[¥] Restare.. give access to individual menu selections in the bﬁ Mew
[¥| Use DEMO Data (AEEEL.
Ltilties: File Maintenance ¥ Ccancel

Flace & check mark next to every tem you wish

|¢ Litilities: Reset Employes Prebook History File members of this group to have access fo.

[v] Ltilties: Reset Client Prepaid History File Remove the check mark next to any ftem you » Med
[v] Ltilties: Reset POS On Hold Files wish to remove sccess to.
|-/ Lttilities: Purge Expired SAppointments
[v] Ltilties: Reset Sequence Fields The lextPrevious buttons at the bottom
|,, Ltiities: Reset Custom View Seftings of this scr ?en allow you t-O SCr :)II through
[¥] Utilties: Change Locstion Id Code the ten main menu groupings in the
| program.
|~/ Lttilitie=: Change Calendar Time Slot Display ==
|| Ltilties: Select Data Directary After you have finished selecting the rights to
|~/ Litilities: Edit ADS M File the main menu. Procesd to the Option's page.
[v] Utilties: SGL Access to Database ~
[»] Ltilties: Expart... Clicking the "Next"
v i Menu 1/10 Previous Next .
|v] Pocket PC Integration A 4 ot button will cycle through

r~ - "y :
Shows what page all of the main menu
you are on .:.'fau?e ¥ I ‘ A choices. Starting with

menu options "File" when you click
\ "Next", you will see
"Company" with it's menu
choices and so forth. The
"Other Options" tab

choices remain the same *
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Check or Uncheck Menu Access

The list of menu options on the left allow you to give access to individual menu selections in the
program. Place a check mark next to every item you wish members of this group to have access to.
Remove the check mark next to any item you wish to remove access to.

Security Profile buttons

The "Previous" and "Next" buttons will change the choices to those for the next Main Menu item or go
back to the previous choice. The "All" or "None" buttons will check every box on the screen or remove
all the check marks.

Other Options Tab

Security Profile |FR’ONT DESK ‘

Menu Options _ Gther Options |

Check or Uncheck Menu Access: Other Options Page 272
D Calendar Socreen - Yiew Phone Mumbers 4 The list of menu options on the left allow you to Save &
Calendar Screen - Wiew All Employees dive access to individual menu selections in the bﬂ Tlew
Cliert Screen - Paymert Tab (L
Cliert Screen - Delete [ Remove Clients ; . * Cancel
) Place & check mark next to every item you wish
Comparty Gu!de - Wb Access members of this group to have access to.
Company Guids - Tech Support Button Remove the check mark next to any tem you L JES
Company Guide - Update Program Button wfsh to remove access to.
Company Guide -Wish List Button

Company Guide - Sales Summary Tab
Company Guide - Employes Summary Tak
Company Guide - Appointment Summary Tak
Employes Screen - Payroll § Cther Tak
Employee Screen - Payrall Deductions
Employee Screen - Services Tab

Employee Screen - Delete f Remove Employess
Inventory Screen - Delete f Remove tems

POS - Enable Z-Out

PO - Waid Ticket

POS - Remove f Delete Ticket W Al
[¥] POS - Enable Come'd Gift Cerlificales & fems 4 %J

FREERREEREREEREREEEEE

This tab contains the items that don't fall under a Main Menu choice. As you cycle through all the Main
Menu items these items will stay the same.

Setup Employee Passwords and Security Levels
After creating the Security Profiles, you will need to assign passwords and security levels to every
single employee in your Employee List. Employees must first be entered into your Employee List. For
more information on entering employees, please refer to the "Employee Setup" section of this guide.

Click on the "Other" tab for each employee record (shown below):

Employee ld  |[QEENSEEY sl Iv¥ Employee is Active Employee No. 21

Address Other ICe[t'rﬁcaiions } Custom I Hotes } Messages] Ser\jces] anroll]

Employee Type W Password ’ﬁ*— I gave
Birthdate [ =] secuityLevel [FRONTDESK | Save &
Date Started ’W‘ Pager Type W

Terminated On ’—L| Pager Id l—:‘ X Cancel

Service Price Level ’ MNewt
“ou can set up to 10 different price levels for each Service. Y'ou assign each
employee to & price level. This alloves you to charge the client a different price

for the same service depending upon whao performs the wark. 4 Previnug

Service Price Level (1-10) 13

This method simiplifies setting up your service prices. & you add £ hire new
employees you only have to set their sppropriste price level and Envision wil
automatically start charging the carrect service price.

s

1. Make sure that a password is entered in the "Password" field.

2. Select a "Security Level" from the drop down menu.
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Click the "Save" button after entering or checking this information and open the next
Employee's record.

Enable Program Security

Select "Setup Program Preferences" from the "Company" Menu and click on the "Security" tab to
enable the program security. Select a "Default Security Profile" that will be used when new employees
are added to the system. This profile should be a profile with the least access. Click on the drop down
arrow to select a security profile.

Setup Preferences EJ
Company  Hours  Tax  Options  Calendar  POS  Security  Payroll Email  Theme = GL Accts

QK
Setting Up Program Security v

Prior to setting up program security, you must perform the following steps: 3¢ Cancel

= Create a Master Security Profile that allows a manager to access the the Setup Preferences and
Setup Security Profilas menu options.

= Create one or more additional security profiles for yvour emplovees.

= Azsign a security profile and password to each of your employees, Atleast one employee must be
assigned o the Master Security Profile!

After these prerequisites have been met you can enable program security and select a defauit
security profile that will be used when nrew empioyees are added to the system.

Activate and Enable Default Security Options

Enable Program Security

Default Security Profile =l Roy{== -

Click the "OK" button to enable the security. The next time you open the program, you will be
prompted for an Employee ID and Password.

Setup Stations - Hardware

Stations are computers running Envision that are used for Point Of Sale (POS). To function as a POS,
a Cash Drawer, Receipt printer, and Pole Display can be added. The individual stations need to be
created with a unique identification called a "Station 1d". This ensures that the data that is collected by
your server will correctly identify which location conducted each piece of business. Stations can be
located at one physical store or throughout many different store locations. If you are connected to the
Internet or Wide Area Network (WAN), you may collect the data from different stores into one location.
This makes your accounting vastly easier.

To setup your stations select "Station Configuration" on the "Company" menu as shown in the image
below.

[m Carnparry Guide

[ Quick Start Guide

Setup Program Preferences

Setup Security Profiles

| Station Configuration 4

Sek New Skation Id b

The Station List will open for you to add to this list or make changes. Click the "New" or "Edit" button
on the List Tool Bar to add or edit a station.
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Station Printer Setup

Station Id |DEFALLT] Station No. 1

Printer lPoIe Qisn-lay] Cash Drawer ] Receipt Messages ] Paging ]

Receipt Printer |Generic i Text Only j Max Num Char to Print | 42 = ke Save
. . Save &
Select Receipt Printer Type ¥ Prompt to Print Receipt
O Mot Installed [v Cash Drawer Attached to Printer
(& Receipt # Cancel

O Flain Paper Printer Start Code |

Select Receipt Printer Model [T () s |

) Epson Cut Paper Code |

(=) Star Micronics Cash Drawer Code |
(O Other

Leawve Cut Paper Code and Cash Drawer Code
Select Receipt Print Style blank to automatically use the Standard codes

~ o : for your printer madel.
(#) Single Ply Paper - MerchantCustomer Copies

() Single Ply Paper- Custamer Copy Only [¥ Force CC on Other 1 Payment

O Twa Ply Paper ¥ Force CC on Other 2 Payment

Printer codes are entered using the following format: #nnn for decimal # (You mustzero fill to 3 Test Printer

places) or by typing the ascii character. Example ESC @would he entered as 2027 @ Ifyou wish

to print a # char just type ittwice i.e. 3. Test Drawer
Station ID

The "Station ID" must be unique. The program will warn you if you try to save a station setup with a
duplicate ID. Station ID's become important if you have several store locations and several stations in
each store. You might like using "Front Desk" as shown below, but you can't use this for more than
one store's front desk. We recommend you include the store's identity, for example: East - Front
Desk, or Lake Ave Front Desk, etc.

Station Printer Setup

Click the small button in the field provided and you will see a list of printers that have been installed on
your computer. The list will only show those printers that Windows recognizes as installed.

The "Receipt Printer" is the printer you selected to install on your system that is dedicated to printing
customer receipts.

Receipt Printer Type

Select the type of printer you have installed (or select "Not Installed" if you haven't done this). The
"Receipt" choice is for printers that use a narrow register tape paper. "Plain Paper" can be selected if
you have a standard computer printer dedicated to receipt printing and it uses letter size sheets of

paper.
Receipt Printer Model

Select the printer model you have installed. If you are not using an Epson or Star printer, select
"Other".

Receipt Print Style

Select the Receipt Print Style for your printer. "Single Ply Paper — Merchant/Customer Copies" will
print a receipt for you and a receipt for your client on single ply paper. "Single Ply Paper — Customer
Copy Only" will only print a receipt for your client on single ply paper. Select "Two Ply Paper" if you are
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using two ply register tape paper.
Receipt Printer Characters

Select the maximum number of characters to print across the receipt for your selected printer. 40 and
42 are normal for the most common receipt printers.

Printer — Prompt to Print / Cash Drawer Connected

Check the "Prompt to Print Receipt" check box if you wish to be prompted to print a receipt at the time
of sale. If a Cash Drawer is connected to your Receipt Printer click the "Cash Drawer Attached to
Printer" box. This is the common connection for Cash Drawers in newer equipment. It saves using a
connection on your computer. The commands to open the Cash Drawer are passed through the
printer to open the drawer.

Printer Start / End Code

These code fields can be used for any commands that your receipt printer is capable of using. There
are many different commands available for receipt printers that can change the style of the receipt.

Force CC On Other 1/ Other 2 Payment

Check one or both of these boxes to print a signature line on the receipt when one of these payment
methods is selected.

Test Printer / Drawer Buttons

When you have finished selecting and entering the correct information for your receipt printer and cash
drawer, click these buttons to test the receipt printer from the program and to test the cash drawer if it
is attached to your printer. The "Test Drawer" button can only be used for cash drawers that are
connected directly to a receipt printer. If you are using a cash drawer that is not connected to your
receipt printer but to your PC, you may test the drawer from the Point of Sale window.
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Pole Display Setup

If you have a Pole Display attached to your station, the settings shown below must be made to ensure
correct operation. Click any of the fields to get detailed information about that field.

Station Id [DEFALLT Station No. 1

Printer Pole Display lgash Drawer ] Receipt Messages ] Paging ]

COM Port Baud Rate Data Bits Parity Protocol
) Mot Installed () 9600 (*) 8 Data Bits (%) Mone (® Mone B Save &
(& COm 1 O 4800 () 7 Data Bits () Even ) Hardware M
O com 2 O 2400 ) Odd O Hanxof

O COm 3 O 1200 O Mark i
= — =y - = Sar Emulation

Q Q () Space _

- - - ® Mext
Ocows  Oson Quee
O CcOMB O nhance :

O com7 O UTC Standard 4 Previous
= Max Characters 0%

() Come

O Other Welcome 1 |We|c0me ]

Welcome 2 |Our Salan
Other Port |0 S
POS Change |Thank Youl

Use Pole Display in

) Sheckin Module

Q POBlS Test Printer
() Bath

Test Drawer

Pole Display Connections

This seemingly formidable group of settings is necessary for connecting your pole display. If you have
connected the display to the serial port on the back of your computer, you can select "COM 1" and
leave the remaining settings as shown. If the pole display is not working, change to "COM 2" and try it
again. Check the manual for the Pole Display you purchased, and you will find the "Baud Rate", "Data
Bits", "Parity", and "Protocol" settings listed. The "Emulation” setting is available if your pole display
requires a specific setting.

Pole Display Use

Select to use the Display only for Point Of Sale (POS) or only with the Check-in Module of the
program. The 3rd choice is recommended, even if you don't check in your clients.

Pole Display Messages
This group of settings is where you tell the Pole Display what to show.

e The "Max Characters" setting is for how many characters your Pole Display can fit across the width
of its screen. The standard is 20. If your display is different, enter whatever numbers the display's
manual states.

e There are 2 lines of messages available. Envision will send whatever text you enter for the following
situations:

"Welcomel" and "Welcome 2": This is the static message that displays when no activity is taking
place at the POS. Most pole displays have two lines for this message. When entering this message,
enter the first part of the message in the "Welcome 1" field and then enter the second part of the
message in the "Welcome 2" field.

"POS Change": This is the message that displays when you click the "Cash Out" button from the
POS to complete the transaction.
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Cash Drawer Setup

A cash drawer is normally controlled through the Receipt Printer. It is "Daisy Chain" or serial connect
to the printer. If your printer does not support this feature, you will have to connect the Cash Drawer
separately to the computer using the serial port. If you do this, you will need to check the settings
below that apply to the particular Cash Drawer you are connecting.

Station Id |DEFAULT] Station No. 1

Printer ] Pole Display Cash Drawer ]Receipt Messages ] Paging ]

= 0
I
i)
=
m

Only used when Cash Drawer is not attached to the receipt printer.

COM Port Baud Rate Data Bits Parity Protocol
(& Mot Installed (= 8600 (*) 8 Data Bits (® Mone () Mone Mew
O COMA (O 4800 () 7 Data Bits () Even ) Hardware
O com 2 2400 O odd (O Honxoff

O coma O 1200 O hark » Med
O ComM 4 ) 600 O Epace

O CoMs O 300
O CcomMB

O com7

O comMa

Cash Drawer Open Code |
Shared Cash Drawer Station No. 1=

Ifthi= station has it's own cash drawer leave the Shared Cash Drawer Station Mo, setto 0.

Ifthis Station shares a Cash Drawer with another station you must set the Shared Cash
Draweer field to the Station Mo. that controls the Cash Drawer. Usually this is the station that
has the cash draweer physically connected to it

Test Printer

Test Drawer

i

Cash Drawer Connections

These settings are only to be used if your cash drawer is connected directly to your computer and NOT
connected through the receipt printer. The settings can be obtained from the Drawer's manual. We
suggest that you select "COM 1" and leave the "Baud Rate", "Data Bits", "Parity”, and "Protocol" as
shown. If the Drawer is not working, switch to "COM 2" and try again. Additional COM Ports are
available, try them if necessary.

Cash Drawer Code

Enter the Code required to open the drawer. Enter a code here ONLY if not connected to the Receipt
printer. You may obtain the code from the Drawer's manual.

Shared Cash Drawer Station Number

Enter the number of the station that you will be using for it's cash drawer. If the station you are on has
a cash drawer, make sure this is set to "0".
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Receipt Messages Setup

This screen allows you to enter messages that will print on the top and bottom of your receipts.

Station Id [DEFAULT] Station No. 1

Printer ] Pole Qisplay] Cash Drawer Receipt Messages lPauinu ]

&
I
rij
5

Receipt Message

Save &
B

Thank you for your business
Please come see us again!

©
1=

ncel

b4
g

v

Mext

4 Previous

Promotional Receipt Message

Frequency 0%

Use this receipt for 10% off next Visit?

Test Printer

Test Drawer

il

Receipt Message

Enter a personalized message that you would like printed on your receipts.

Promotional Receipt Message

The program has the ability to print a message at the bottom of the receipt. This message can be a
promotion (as shown in this screen shot) or any plain text message you want. Setting the "Frequency"

to the number 1 will cause the message to print on every receipt. If you wish to offer a promotion and
only print it on every 5th or 25th receipt, enter 5 or 25 in this field.

Pager Configuration

This screen allows you to configure the pager transmitter settings so that you may page a guest or
service provider right from the Appointment Calendar.

Station Id [DEFALLT Station No. 1

Erinter] Pole gisplay] Cash Drawer ] Receipt Messages Paging l

JTech Pager Transmitter Configuration.
COM Paort Paging Style
() Mot Installed () MatInstalled Dew
:?: COmA1 (® Page Service Providers Only
O COM 2 O Page Guests Only

@ el ) Page Both P MNext
(O COM 4

O COMB

O CoM 7T

O com s
*Fixed COMM port settings: 1200b, 8 bit, No Parity, 1 Stop Bit, XonXOff protocol

JTech Pager Transmitter Configuration

Select the "COM Port" that is used for the transmitter and select the "Paging Style".
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Select Station Id

When you setup station hardware in Envision on a particular computer, you will need to select the "Set
new Station Id" choice from the "Company" menu as shown in the image below.

Select Station No. rg|
m Cornpany Guide Every Computer on your network rumning this program needs to be
assigned a Station number in order to configure the POS hardware attached

m Quick Start Guide to the computer.

Setup Program Preferences Current Station No. 1

Setup Security Profiles Current Station Name  DEFAULT

Station Configuration Select New Station j

Sek Mew Station Id I | v OK | | % Cancel |

If you have created stations in your Station Configuration list, you will have available choices on the
drop down list in the "Select New Station" field.

By setting up profiles for various hardware configurations on your network, you only need to select the
profile that matches the hardware configuration of the computer you are working on. This greatly
simplifies configuring your computer.
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Setup Salon Resources

Setup Calendar Resources

Resources are rooms, stations, or equipment that need to be available for scheduling appointments. It
is best to setup your resources if they are shared between employees and if you need to keep track of
the availability of these resources when scheduling appointments.

Setup of Calendar Resources can be reached by clicking on "Appointment" on the menu bar and
selecting "Setup Rooms / Equipment Resources" from the drop down menu as shown in the image
below. The Salon Resources list can also be reached by clicking on Setup Room / Equipment
Resources under "Utilities" on the Appointment Guide window.

@ Appointment Guide

Appointment. Yiewer

Appointment %ifalk-In Queue % Setup Room £ Equipment Resources
@ Send Automated Appointment Confirmations .
- — % Setup Resourc tegaries
| Setup Rooms | Equipment Resaurces . |

g

Setup Resource Categories

% Setup Tanning / Massage Beds

Tanning [ Massage Bed List

The following image is an example of what the Salon Resources list looks like:

Click on the "New"
button to enter a new
Resource or click on Click on the
the "Edit" button to "Actions"” button
edit a Resource in for a drop down
your list menu of options

4 First 4 Previons B nNext 9 Last Actions - | (& Exit
Caption Show ..|Color
3 [MANIGURE STATION 1 V]

MANICURE STATION 2 v Eruchsia
MANICURE STATION 3 Right click ~ Wruchsia
MASSAGE ROOM 1 anywhere in this ~ MBeie
MASSAGE ROOM 2 list for the same 2 _Ems
PEDICURE STATION 1 menu options as ¥ [ ERed
PEDICURE 5TATION 2 | the "Actions' menu ¥ ERed
TREATMENT ROOM 1 v Oagua
TREATMENT ROOM 2 v  Oagua
TREATMENT ROOM 3 v Dagua

You will need to enter every single room, station, or piece of equipment that is shared and that must be
available for booking an appointment.

This screen allows you to create the Resources that will be available for appointments in the
Appointment Calendar.

Edit ]

I}
I
pril
&

Caption

v Show on Appointment Calendar Resource View

Color Owwhite | {Mote White is default color if no resource is selected)
Type - =

P Mext

4 Previous

X | %
S 28
B =&
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Resource Caption

Enter the name of the resource in this field. The name could be the type of resource that it is. If you
have more than one of the same type of resource, enter a number after the name or give the resource
a specific name. For example, if you have three manicure stations, name these resources Manicure
Station 1, Manicure Station 2 and Manicure Station 3.

Show on Appointment Calendar Resource View

Check this box if you would like this resource to to have it's own column when you use the Resource
View of the Appointment Calendar.

Resource Color

Select a color for the resource if you would like a specific color to show up to the left of the
appointment. This will make it easier to determine which specific resource was selected for the
appointment. You must have the "Appointment Calendar Colors Determined by Resource Selected"
checked under the "Calendar" tab of the "Program Preferences" screen if you would like to use these
colors in the Appointment Calendar.

Resource Type

Select the type of resource you are adding from the drop down menu.

Setup Resource Categories

Setup of Resource Categories can be reached by clicking on "Appointment" on the menu bar and
selecting "Setup Resource Categories" from the drop down menu as shown in the image below. The
Resource Categories list can also be reached by clicking on "Setup Resource Categories" under
"Utilities" on the Appointment Guide window.

@ Appointment Guide =
Appointment Calendar | Schedule m e

Appaniment fiwer % Setup Room # Equipment Resources

Appaintment Walk-In Queue

@ Send Automated Appointment. Confirmations % SETUF:I R esource C atEﬁ o riES
Setup Rooms | Equipment Resaurces
| SEtUDRESDL'“ecateg°”ES_‘% % Setup Tanning#Massage Beds

Tanning | Massage Bed List

The following screen will appear. This is an example of what the Resource Categories list looks like:

~

Click on the "New"
button to enter a new
Resource Category or

click on the "Edit"

button to edit a
Resource Category in
your list

-

Click on the
"Actions" button
for a drop down
menu of options

| Mew 5 Edit | 4 First 4 Previous ® Next 8 Last Actions = | E* Exit

Resource Type

MANICURE STATION Right click anywhere in
MASSAGE BED this list for the same
MICRODERMABRASION MACHINE menu options as the
PEDICURE STATION "Actions" menu
TREATMENT ROOM
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This screen allows you to create Resource categories and assign resources to each category.

Edit ]
Resource Category |MANICURE STATION
Select an available resource(s) aind assign therm for use in this category. por Shal‘;iv&
Available ~ Assigned order |~ @ % cancel

WA 0 MANICIURE STATION 2 1 e —
MASSAGE ROOM 2 @ MANICURE STATION 1 2
MICRODERMABRASION MACHINE

FEDICURE STATION 1 @
PEDICURE STATION 2

TAMMIMNG BED 1

TAMMIMNG BED 2

TAMMING BED 3

TAMMING BED 4

TAMMIMNG BED 5

TREATMEMNT ROOCHM 1

b v

Resource Category

Enter the type of resource. Some examples of categories are Massage Room, Pedicure Station, etc.

After entering all categories, move all resources that can be used for the category you are entering
from the "Available" list to the "Assigned” list.

Available Resources

This list will show you all of your available resources. These are the resources that you have entered
in the Salon Resources List. These resources can be used for more than one Resource Category if
you use any of the resources you have entered for more than one type of service. For example, if you
use a Massage Room for a Facial as well, you may assign the Massage Room resource from the
available list as well as your Facial stations to the Facial Room category.

Resource Category Buttons

The button that points to the Assigned list is used to move the selected resource from the Available list
to the Assigned list. The button that points to the Available list is used to remove resources from the
Assigned list and place them back into the Available list. The up and down arrow buttons to the right
of the Assigned list allow you to change the order of the assigned resources. This is the order in which
the resources will be selected for appointments.

Assigned Resources

This list is a list of the resources that you have assigned to the category that you are adding or editing.
These are all the resources that are available when a service is being booked that requires the
selected "Category” or "Type". When you set up your services, you select a "Resource ID". The
Resource ID is one of the Resource Categories.
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Setup Tanning Beds

Setup of Tanning / Massage Beds can be reached by clicking "Appointment" from the menu bar and
selecting "Tanning / Massage Bed List" from the drop down menu as shown in the image below. The
Tanning / Massage Bed list can also be reached by clicking on "Setup Tanning / Massage Beds"
under "Utilities" on the Appointment Guide window.

@ Appaintment Guide

Appointment. Yiewer

Appointment Walk-In Queue % Setup Room / Equipment Resources

@ Send Automated Appointment. Confirmations

% Setup Resource Categories

Setup Rooms | Equipment Resaurces

Setup Resource Categories % Setup Tanning / Massage Beds

| Tanning | Massage Bed List 4
-

The following screen will appear. This is an example of what the Tan / Massage Bed list will look like:

Click on the "New" button to
add a new Tanning or
Massage Bed or click on the
"Edit" button to edit a
Tanning or Massage Bed in
your list

Click on the
"Actions" button
for a drop down
menu of options

] Mew = Edit | 48 First | 4 Previous ® Next ® Last | o Actions ~ | & Bt
o Bulbs Bulb Life |Remaining |Time
ESSlUSSeniptio Changed On |Howrs Hours:

Used Min

& TAMMIMG BED 1 g 004 Ta
TANMING BED 2 8162004 10 ar a0
TANMING BED 3 8rer2004 10 8.3 100

Right click anywhere in
this list for the same

menu options as the
"Actions” menu

This screen allows you to create a Tanning Bed resource for each tanning bed that you have.

Edit ]

Bed Description

ncel
Bulbs Last Changed On  |02/16/2004 -
Bulbs Last for {Hours) 10 % P MNex

Time Used (Min) 132 3
o
Remaining Hours 7.8

¢ Bed Description: Enter a name for this tanning bed. For example: Bed #1.
e Bulbs Last Changed On: Enter the date you last changed the bulbs on this bed.

e Bulbs Last for (Hours): Enter the recommended life in hours for the type of bulbs installed in this
tanning bed.

e Time Used (Min): Enter the accumulated minutes on the bulbs to this date. The program will
automatically add to this number every time you take payment for use of this bed.

¢ Remaining Hours: This number is calculated by the program automatically and will be used by you
to schedule the maintenance on this bed.
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Inventory

Retail Product List

The Retail Product List allows you to enter the products you sell or use as Back Bar items.

To enter the Retail Product List, click on "Inventory" on the Menu Bar and select "Retail Product List"
from the drop down menu as shown in the image below. The Retail Product List can also be reached
by clicking on "Setup Retail Product File" under "General Options" on the Inventory Guide window.

h@ Invenkory Guide

[ retai Product List . |
s

Serwice Lisk
Tanning List
Package/Series List

Inwenkory Master List

Merge Duplicate Inventary Thems

Purchase Orders

Receiving Inventory General Dptiuns a

Physical Count @ =etup Retail Product File

Inventory Labels

Invenkory Department Lisk Setup Seric

Invenkory Class List % Setup Tanning Services

Manufackurer Lisk .
% Setup Packages (Series)

Wendar List

The following screenshot is an example of the Retail Product List:

Click on the "New" button
to add a new product or
click on the "Edit" button
to edit a product in the list

Click on the "Actions"
button for a drop down
menu of options

| New = Edit | b First 4 Previous # Next # Last actions - | e Exit
Item No. nc‘live‘Type fem Id Price [Vendor Mamnufacturer
1 ALL SOFT POC QL 7.50{INDEPEMD OM R|REDKEN LABORATORIEE
1528 W Prod ALL SOFT SHAMICOND DUG 12.00 INDEPEMDAMT SALOM R REDKEN LABORATORIES
3478 WM |Prod |ART 100ML PERSHL MST Mx 824 INDEPEMDANT SALON R L'OREAL FROFESSI0OMAL
2761 W |Prod ART1ST TIME PREVENT KIT 7 16.80 INDEPENDANT SALOMN R L'OREAL PROFESSIOMNAL
3480/ ¥ | Prod ART 200ML PERSML MST MIXSTORES 14 40 INDEPENDANT SALON R L'OREAL PROFESSIOMNAL
3481 W |Prod |ART 200ML PERSHL SHAM MIXSTORE 11 44 INDEFENDANT SALON R L'OREAL PROFESSIORNAL

Right click anywhere in this
list for the same menu options
as the "Actions' menu

This screen will appear when you select either "New" or "Edit" from the "Actions" menu button or you
may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Retail List. Also, if you
double-click on top of an item, you will be brought to this screen to edit that item. When entering a
new item, you will fill out all the information on this screen and then click the other tabs to enter more
information.
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Retail Product Edit

(ENEERIOSILE SILK POMADE Active ? Item No. 143
Edit lEricing, Oty & Commission ] Notes ] History]
Description |EliDSiIk Silk Pormnade
Barcoie |231 64984415647 I:‘ Non-Taxable tem
. Mew
Departmernt |H,L\|R RETAIL J [] Tax when Ordering =
coss oz @
Sales Account | - B Mext
Defer Account | -
COGS Account | J Product | Service Required again
Asset Account | J in 05 weeks.
Mamufacturer |EI I0SILK J Loyality Program Overrides
Vendor |P«1 BEALTY SUPFPLIES J Override Awarded Pts
Vendor SKU | [] override Redeemei Pts
Award Redeem
Member 2 III
Non Member I:|
Item 1D

Enter the name of the retail item in this field. You may abbreviate the name in this field, however if you
choose to abbreviate the name, make sure that it is a name that everyone who will be using the
Appointment Calendar and Point Of Sale screen will be able to remember when searching for the item.
It would also be a good idea to put an abbreviation of the name of the manufacturer at the beginning of
the "ltem Id" as well as the size of the product if this product comes in different sizes.

Active Iltem
This box should be checked if you would like this item to be available for selection.
Inventory Description

You may enter exactly what you entered in the "Item Id" field or you may enter a longer more
descriptive name. You may also enter the description provided by the vendor or manufacturer. The
name you enter here is what will be displayed on the Inventory List and printed on Purchase Orders
and reports.

Barcode

If you have a barcode reader connected to the system, you may scan the UPC code on the product
and the code will be entered here automatically. If there is not a barcode associated with the item, you
may enter a unique number in this field or you may choose to have the program enter the Iltem No. of
the product in this field. This is the option "Set Inventory Barcode to Item No." under the "Options" tab
on the "Program Preferences" screen.

Inventory Department

This field is available to further organize your inventory items. For example, if you had products that
were only used by the professionals in your business, and other products you sold to clients, you might
set up two departments called "Professional Products" and "Retail Products". You may setup unlimited
departments. This is valuable when you are printing reports or viewing a large Inventory List and only
want to see for example, "Hair Retail Products".
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Inventory Class

This field along with "Department"” can help you organize your inventory into logical groups. Some

examples of Class might be, "Shampoo", "Conditioner", "Cleanser", "Moisturizer", etc. Using the Class
field will help you to organize your reports and view a smaller more convenient inventory listing.

Accounts

Select from the drop down list which accounts this item belongs to. The accounts shown in each list
are what you enter / import in the "Chart of Accounts" list under the "Accounting” menu.

Manufacturer

Enter the name of the manufacturer of the inventory item you are adding. Use the name shown on the
invoices as this will be printed on your Purchase Orders. Click on the small button in this field and
click on the "Add New" button to add a manufacturer.

Vendor

Select from the Vendor List the Primary Vendor you use to purchase this item. This will set the default
Vendor Name on your Purchase Order. Click on the small button in this field and click on the "Add
New" button to add a vendor.

Vendor SKU

Enter the "Vendor SKU" that the primary vendor uses for this item. This item is useful for accurate
Purchase Orders.

Sales Tax

Check the "Non-Taxable Item" box if this item does not have sales tax charged on it when you sell it.
Some states tax products but not services. It is not necessary to check this box if you do not have
"Retail Products" checked as taxable items under the "Tax" tab on the "Program Preferences" screen.

Check the "Tax when Ordering" box if you must pay sales tax on this item when you order it from your
supplier (vendor). This is usually not checked as you are buying wholesale and re-selling, but there
are times when the only source for an item is for you to purchase it as a retail item.

Product / Service Required Again

Enter the number of weeks in which this products should be purchased again. You may run a report to
find out which clients are due for purchasing this product again.

Loyalty Program Overrides

e Override Awarded Pts: Check this box if you would like to override the awarded points set in any
of the Loyalty Programs you have setup for this particular product.

e Override Redeemed Pts: Check this box if you would like to override the amount of points a client
needs to redeem to purchase this product.

e Member Award: Enter the amount of points to be awarded to a client that is a Member that
purchased this product.

¢ Member Redeem: Enter the amount of points that a client that is a Member would need to redeem
to purchase this product.

e Non Member Award: Enter the amount of points to be awarded to a client that is NOT a Member
that purchased this product.

¢ Non Member Redeem: Enter the amount of points that a client that is NOT a Member would need
to redeem to purchase this product.
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Retail Item Pricing, Qty & Commission

LN BIOSILK SILK POMADE] Active ? Item No. 148

Edit  Pricing, Oty & Commission lNotes ] |-|is10|-y|

3 Cancel

No Discounts on this ltem [] Back Bar ltem {In-House Use) Display in POS
Mo Price Overrides on this tem Reorder Alert Size 405
Product Pricing Table Sale | Employee Price 5] Sﬁ‘;‘zv&
Unit Cost 5.480 Oty on Hand = Sale Price 0.00

Markup % 100.000 GOty on Order 0= Sale Starts -
Retail Price Reorder At 102 Sale Ends - P MNext
UoM 0z Order Level 1= Emp Price | 0.00 & Previous

* Retail Price iz avtomatically calculated with & Markup %

i

Commissions / Incentives
[ Commission Override

Commission 0.0o

Incentive 0.o0
Starts On hd
Enids On hd

Product Pricing Table

The information entered into these fields refers to the Retail sale of the product as well as the ordering
of the product. If you order shampoo by the case and sell it by the bottle, you would enter into these
fields information about a single bottle.

Unit Cost: This is your cost per unit. If you pay $36 per case of 12, you would enter $3 for a single
product.

Markup % / Retail Price: If you enter a "Markup %" the program will calculate the "Retail Price". You
can of course, enter a "Retail Price" and leave the "Markup %" blank.

UoM: Enter a Unit of Measure into this field, such as "Ea" for each.

Qty on Hand: Enter the quantity you currently have in stock for this item.

Qty on Order: Enter the quantity you have on order for this item if you are currently ordering this
product. If you already have the correct amount that you need, leave this number at zero and this field
will be updated when you create a Purchase Order in the program.

Note: the program will maintain "Qty on Hand" and "Qty on Order" after you enter the initial
values here. Sales will reduce the "Qty on Hand". The "Receiving Inventory" screen is used to
check items into inventory as they are delivered to your store and increase the "Qty on Hand"
and reduce the "Qty on Order". Filling out Purchase Orders will increase the "Qty on Order".

Reorder At: Enter the level you wish to reach before you need to reorder this product. This is the
minimum amount you would like to have on the shelf when you need to reorder this product. You may
want to enter a slightly larger amount in case all the products are sold while you are waiting for an
order to come in. For example, if you enter "2" as the "Reorder At" amount and your "Qty on Hand" is
"1", the program can remind you to reorder this product when the quantity has been decreased to "2".
While you are waiting for the Purchase Order for this product to come in, the last item is sold and you
will not be receiving the order for another week. If the "Reorder At" amount had been a larger amount,
you would have more products to sell while you were waiting for the Purchase Order to arrive.

Order Level: Enter the quantity of this item you normally reorder. This will be used to automatically fill
in the "Ordered Qty" field when creating a Purchase Order. If this field is left at "0", the difference
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between the "Qty on Hand" and "Reorder At" will be ordered when your products are scanned for a
Purchase Order.

No Discounts or Price Overrides

Checking these boxes prevents this item from being sold for any less than the retail price you set here.
No discounts or overrides will be allowed without the Manager Override Password.

Back Bar Item

Check this box if this item is never for sale to clients, but used to run your business. For example,
Color Products (Professional Products), Robes, and Slippers.

Reorder Alert

Check this box to show an alert on the POS screen when this item is selected for sale. The alert will
appear when the inventory of this item falls to or below the "Reorder At" level you set. Itis
recommended you check this box.

Display in POS

This box is defaulted as checked (yes). Uncheck it if you don't want this item to be available at the
Point Of Sale (POS).

Size

Use the small up and down arrow buttons to set this number to one that corresponds with the size of
this product. For example a 32 oz bottle of shampoo would have 32.0 entered here.

Sale/Employee Price

The first three fields pertain to placing this item on sale. The last field is where you set a purchase
price for your employee's.

First, enter a "Sale Price", then enter the "Sale Starts" and "Sale Ends" dates by using the small drop
down buttons to display a calendar, or enter the dates directly. The Sale Price you set will only be
effective for the range of dates you enter. After the Sale Ends date is passed, the price will
automatically revert to its normal price.

Enter an amount into the "Emp Price" field if you wish to give your employees a discounted price on
this item.

Commissions / Incentives

If you wish to pay a specific dollar amount to employees that sell this product instead of their normal
commission percentage, check the "Commission Override" box and enter a dollar amount in the
"Commission" field. The check box and the field act together. This will override any commission
percentages you may use for an employee.

If you wish to pay an "Incentive" amount for employees selling this product, enter an amount here.
Normally, an incentive is offered for a limited time. Enter the "Starts On" and "Ends On" dates to set
that period of time.
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Retail ltem Notes

If you need to remind the client or Front Desk staff of something important when this product is
purchased, enter notes for this product here. You can have these notes popup at the Point of Sale if
necessary.

tem Id |EIIOSILK SILK POMADE Active 7 Item No. 148

Edit ] Pricing, Oty & Commission Notes lHis‘tory]
Notes Show Notes at POSPO  save

Medium hold Non-greasy formula Adds volume, control & definition High gloss shine Superior
for sleek wet looks. Save &

3 Cancel
[RI=ES

4 Previous

1=
o
z

Show Notes at POS / PO

Click here if you want the Notes about this product shown on the Point Of Sale and Purchase Order
screens.

Retail Item Sales History

This screen allows you to see how well this product has been sold over a given period of time. Itis a
very powerful sales tool. For example, if you were to run a sale on this item for a one-week period and
then look at the sales history for that week and then change the date to the same week the previous
year or month, you would get an instant indication if your sale was successful.

ftem Id |EIIOSILK SILK POMADE Active 7 Item No. 148

Edit ] Pricing, Oty & Commission] Notes History l

Last Sale On Calculate Sales History for this item H zawe
Last Update On 1271372005 9:50:19 A From Date ; g Cave &
ave
Last Count On 12132005 <] (Gl Calcuite | H lew
ast Received On =
. 121372005 ~| Total Sales 0.00
Current Inventory Levels at all Locations:
Location On Hand On Order  (Reorder At |Price ‘ —
B[ main 5 0 10 11.00

Last Sale / Update

These two dates will tell you the last time the item sold, and the "Last Update On" date will tell you the
last time someone edited this product information in inventory.

Last Count / Ordered / Received

This area of the screen shows the last date the item was adjusted using the "Physical Count" screen,
the last date a "Purchase Order" was entered that had this item listed, and the last date this item was
checked in using the "Receiving Inventory" screen.

Sales History From Date and To Date

The dates you enter are to set the range of sales history you wish to see. You must click the
"Calculate" button when you change the dates to force the program to update the information. The
"Total Qty" and "Total Sales" areas show the quantity and dollar amount for the dates range you
selected.
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Make both dates the same to view a single day.

Note: Double clicking either date will give the Range of Dates calendar shown below. Both the
Start and End dates are set from this one screen. Below the screen shot are the explanations
of all the controls on the calendar.

Select Starting and Ending Dates X
Starting Date Ending Date
Thursday November 10, 2005 Thursday November 10, 2005

Sun Man Tue Wed Thu Fri Sat Sun Man Tue Wed Thu Fri Sat

12 3 4 5 1z 3 4 5
6 7 8 9 g1 12 6 7 8 9 &1 12
13 14 15 16 17 168 18 13 14 15 16 17 16 18
20 2 22 23 M4 25 2B 0 21 22 23 M 2\ B
27 28 29 a0 27 28 29 a0

TToday: 11110/2005 Ty Today: 11110/2005
start Date  [EJ1 072005 - EndDate |11/10/2005 -

Year Month Week Today

LYear LMonth LWeek Yesterday & 0K

Year: The current year from January 1 to December 31.

Month: The current month.

Week: The current week ENDING on the day selected (usually Today).
Today: Just like it says, both dates will be filled in with today's date.

L Year: Lastyear from January 1 to December 31.

L Month: Last Month

L Week: Last Week ENDING 1 week before Today.

Yesterday: Yesterdays date, both calendars will display yesterday.

Simply select the "Starting Date" on the left calendar and the "Ending Date" on the right calendar.
Then click the "OK" button and both dates are filled in. The buttons are a very fast way of selecting
common ranges of dates:

Service List
The Service List allows you to enter all the Services that your business offers.
To enter the Service List, click on "Inventory" on the Menu Bar and select "Service List" from the drop
down menu as shown in the image below. The Service List can also be reached by clicking on "Setup

Services" under "General Options" on the Inventory Guide window.

h@ Invenkory Guide

Retail Product List

| Serwice Lisk I

Tanning List "
Package/Series List

Inwenkory Master List

Merge Duplicate Inventary Thems

Purchase Orders

Receiving Inventory General Dptiuns a

Physical Count @ Setup Retail Praduct File

Inventory Labels

[ .
Invenkory Department Lisk Setug Serices

Inventory Class Lisk SetupTanning Services

Manufacturer Lisk

vendar List % Setup Packages (Series]
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The following screenshot is an example of the Service List:

Click on the "New" button
to add a new service or
click on the "Edit" button
to edit a service in this list

Click on the "Actions"
button for a drop down
menu of options

L] New Edit | 48 First 4 Previous ® Next # Last Actions + | [ Exit
ftem No. Active‘Type ftem Id Price |(Department Service Type
3| ™ FULL HIGHLIGHTS 80.00|HAIR - CHEMICAHAIR - CHEMICAL
14 W  Serv FULLHIGHLIGHTS TOUCHUP | 60.00 HAIR - CHEMICA HAIR - CHEMICAL
15 W Sery |1 HOUR &30 MIN MASSAGE 100.00 MASSAGE - SES{MASSAGE - SESSION
16 W Serv 1 HOUR MASSAGE 100.00 MASSAGE - SES{MASSAGE - SESSION
18 W Sery 30 MIMFOOT MASSAGE 40.00 MASSAGE - SPEIMASSAGE - SFECIALIZED
19 W Sery 30 MIN MASSAGE 40.00 MASSAGE - SES{MASSAGE - SESSION

Right click anywhere in this
list for the same menu options
as the "Actions" menu

This screen will appear when you select either "New" or "Edit" from the "Actions" button menu or you
may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Service List. Also, if you
double-click on top of an item you will be brought to this screen to edit that item. When entering a new
item, you will fill out all the information on this screen and then click the other tabs to enter more
information.

Service ltem Edit

ftem Id |HOT STOMNE MASSAGE Active 7 Item Mo. 63

Edit lEricinu, Gty & Commission ] PriceTime Exceptions ] Notes ] History]

Description |HOT STOME MASSAGE kH  Save

Barcode | Mon-Taxable ftem Save &
Department |MASSAGE - BPECIALIZED
Class MASSAGE

[] Require Resource Selection ¥ cCcancel

A
=
o
=

Sales Account | [ =

Defer Account | Enable Service for Online Booking

4 Previous

1st Resource | Product / Service Required again

in 0% weeks.

2nd Resource |
Service Type |MASSAGE - SPECIALIZED

K[

Loyality Program Owverrides Reset
Edit Service Time Options (HH:MM) Override Awarded Pts 2 See nSriF;e
it Delay (EEEE [] override Redeemed Pts Types

[oo:ao D joooo D |00 award  Redeem

Member Ijl
Non Member 1| Ijl

Item 1D

Enter the name of the service item in this field. You may abbreviate the name in this field, however if
you choose to abbreviate the name, make sure that it is a name that everyone who will be using the
Appointment Calendar and Point Of Sale screen will be able to remember when searching for the item.
Active Iltem

Check this box to make sure this item is available for selection.
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Inventory Descriptions

e Description: Enter the plain language description you wish here. The name you enter here is what
will be displayed on the Inventory List and printed on Purchase Orders, receipts and reports.

e Barcode: Itis not necessary to enter a barcode number for services, however you may enter your
own unique barcode number in this field or you may leave the default that Envision placed here if
you have chosen to have the program enter the Item No. of the item in this field. This is the option
"Set Inventory Barcode to Item No." under the "Options" tab on the "Program Preferences" screen.

e Department: Select from the drop down list the department this item belongs in. You may create a
department "On the Fly" if you wish by clicking the "Add New" button when the list of departments
appears.

e Class: Select from the drop down list the "Class" of service this item belongs to. As with
Department you may create a new Class when the list screen appears.

e Sales Account: Select from the drop down list the account this item belongs to. You can create the
Accounts by selecting "Chart of Accounts” from the "Accounting” menu.

Resource Selection

Select the type of resource (equipment) that this service requires. A second resource selection is
available if the service requires two types of resources. For example, for a Microdermabrasion, the
treatment room and Microdermabrasion machine are required for the service.

Time to Complete Service
The three items in this area of the screen only appear when you are entering a Service item.

Initial time for Service: All service items need this entered. It is the best estimate of the time to
perform the service. Use 15-minute increments only. For example, 01:15 for 1hour and 15 minutes,
or 00:30 for 30 minutes. For most service items this is the only time needed.

Delay: Enter a time (once again 15 minute increments only) here if a delay is required during this
service. For example, if you apply the Perm chemicals and must wait 30 minutes before you wash,
rinse, and style. If you enter a time here you must enter a "Completion Time".

Completion Time: Enter a time here only if you entered a "Delay" time above. This is the time it
takes to finish the service after the Delay.

Non-Taxable Item

Check this box if the Inventory item is non-taxable. Some states charge sales tax on products but not
services. Itis not necessary to check this box if you do not have "Service Products" checked as
taxable items under the "Tax" tab on the "Program Preferences" screen.

Enable Service For Online Booking

Check this box to make this item available for Online Booking.

Require Resource Selection

Check this box if you would like the selection of a resource to be a requirement when scheduling an
appointment for this service. The "Resource Id" field will be cleared and the appointment cannot be
scheduled without selecting a resource first.

Required Again time

Enter the number of weeks that this service should be repeated. You may run a report to find out
which clients are due for this service again.
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Service Type
The "Service Type" is used by salons that work with KRS Consulting. You do not need to select a
Service Type if you are not associated with KRS Consulting. This Service Type must be set for each

service so that KRS Reports can be generated with accurate information about the services you have
sold.

Loyalty Program Overrides

e Override Awarded Pts: Check this box if you would like to override the awarded points set in any
of the Loyalty Programs you have setup for this particular service.

e Override Redeemed Pts: Check this box if you would like to override the amount of points a client
needs to redeem to be rewarded this service.

¢ Member Award: Enter the amount of points to be awarded to a client that is a Member that
purchased this service.

¢ Member Redeem: Enter the amount of points that a client that is a Member would need to redeem
to be rewarded this service.

¢ Non Member Award: Enter the amount of points to be awarded to a client that is NOT a Member
that purchased this service.

¢ Non Member Redeem: Enter the amount of points that a client that is NOT a Member would need
to redeem to be rewarded this service.

Service Item Pricing, Qty & Commission

Item ld |HOT STONE MASSAGE Active ? Item No. 63

Edit  Pricing, Oty & Commission ]Price.-Time Exceptions | Notes | History |

¥ Cancel

No Discounts on this ltem Display in POS
No Price Overrides on this tem;
Senvice Pricing Table Sale / Employee Price S| 5&‘;‘\1&
Level 1 30,00 Lewvel & 140.00 Sale Price 0.00 -_

Level 2 10000 Lewel 7 0.0o Sale Starts -
Level 3 110,00 Level 8 0.00 Sale Ends - P Med

Level 4 12000 Lewel® n.ao Emp Price | n.ao & Previous
Level 5 13000 Lewel 10 0.oo

Overhead Cost Commissions / Costs

() Use Commission Plan Defaults [] Commission Override

(O Subtract Owverhead before commissions Commission 0.00 2 E'?een?igte
(O Subtract Overhead after commissions Overhead liggg Types
LTy (B Labor 0.00

0 Use Commission Plan Defaults New Acct Ded Iim

() Subtract Labor befare commissions

() Subtract Labor after commissions Back Bar 0.00

Service Pricing Table

For Service Items only, these 10 levels will be available. The purpose is to pay more for a service (for
example a Hair Styling) performed by a more experienced employee. On the employee screens you
may set for each employee what their level is. In these fields you set how much will be charged for
that service for each level employee.
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For example, if you have a stylist with 10 years experience you may set them to Level 5 in the
Employee screens. You may also have a stylist who is very new to the trade and set them to Level 1.
Now when you enter "Hair Styling" into inventory as a "Service Item", you enter $25 in "Level 1", $30 in
"Level 2", $35 in "Level 3", $40 in "Level 4", and $50 in "Level 5". When the client gets their hair styled,
how much they are charged at the POS will depend upon which Employee is selected (an employee
must be selected for every sale in the POS).

No Discounts or Price Overrides

Checking these boxes prevents this item from being sold for any less than the retail price you set here.
No discounts or overrides will be allowed without the Manager Override Password.

Inventory Display in POS

Check this box if you would like to display this item at the Point Of Sale (POS).

Note: If the Department this product is in does not have the "Display in POS" box checked,
this box will NOT override it since the large button for the department will not be displayed.
However, you may still drop down the product list on the POS screen and select this product.

Sale / Employee Price

The first three fields pertain to placing this item on sale. The last field is where you set a purchase
price for your employees.

First, enter a "Sale Price", then enter the "Sale Starts" and "Sale Ends" dates by using the small drop
down buttons to display a calendar, or enter the dates directly. The Sale Price you set will only be
effective for the range of dates you enter. After the Sale Ends date is passed, the price will
automatically revert to its normal price.

Enter an amount into the "Emp Price" field if you wish to give your employee's a discounted price on
this item.

Commissions / Costs

These 4 fields allow you to enter Overrides for the various items shown. If you wish to pay a specific
dollar amount to employees that sell this product instead of their normal commission percentage,
check the "Commission Override" box and enter a dollar amount in the "Commission" field. The check
box and the field act together. This will override any commission percentages you may use for an
employee. The "Overhead" and "Labor" fields are associated with the "Overhead Cost" and "Labor
Cost" choices to the immediate left of these fields. The "New Acct Ded" field is for a dollar amount that
you would like to deduct from an employee's commission when they sell this service to a new client.
This is used to offset the advertising costs associated with obtaining new clients. The "Back Bar" field
is used to specify a dollar amount that is used for Back Bar products when this service is performed.
This will affect the Cost and Profit figures in your sales reports.

Overhead / Labor Costs

If you wish to retain a small amount of money from the employee's commission each time this item is
sold, a selection is required here. Shop owners will often do this to offset their Overhead or Labor or
both. Considering that the shop provides the A/C, Lights, and power for the employee's machinery,
and often times provides cleaning service, and general store maintenance labor, this is a common
practice.

The amount you will subtract is set in the fields to the right under "Commissions/Costs". Enter a dollar
amount into either or both of the "Overhead" or "Labor" fields.

e Select "Use Commission Plan Defaults" to use the selection set in your commission plans.

e Select "Subtract Overhead / Labor before commissions" to subtract the dollar amount from the total
sales of this item before calculating the commission.

e Select "Subtract Overhead / Labor after commissions" to take the dollar amount directly from the
calculated commissions.
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Price / Time Exceptions

Use this screen to enter exceptions for the service you are entering. You may add employees to this
list and enter a specific price or service time for the service. You may also enter a specific
Commission Override for the employee you have selected.

LETNGHOT STONE Active 7 Item No. 63
Edit | Pricing, Oty & Commission Price/Time Exceptions | Notes | History |
List Employees Qualified to Perform this Service & Price Overrides
. Service Time Commission |~
Empl Id P : Save &
rplovee ree Initial |De|ay |Complete Override
P|SARAH PILOT 0.00 00:30 00:00 00:00 0.00
_|CONNER MARLOW 0.00 00:30 00:00 00:00 0.00
_|MARVIN MARTIAN 0.00 00:30 00:00 00:00 0.00 b Ned
|_|JOLINE MEYERS 0.00 00:30 00:00 00:00 0.00
Reset
[# Senice
Types
W
| ) AddEmployee ||| update | | Add Al |
| 'ﬂu Remove || 3¢ Cancel Chanues| | Remove All |

Price / Time Exceptions Buttons

¢ Add Employee: Click this button to add a line to this screen so that you may add an employee to
this list.

Remove: Click this button to remove the selected (highlighted) employee in this list.
Update: Click this button to save the changes that you have made to this list.

Cancel Changes: Click this button to cancel the changes that you have made to this list.
Add All: Click this button to add all of your employees to this list.

Remove All: Click this button to remove all of the employees in this list.

Service Item Notes

If you need to remind the client or Front Desk staff of something important when this service is
purchased, enter notes for this service here. These notes can popup at the Point of Sale and
Appointment Calendar if necessary.

ftem Id |RESTOR.~‘-\TIVE ORGAMNICS FAL Active 7 lem Mo. 4867

Edit ] Pricing, Oty & Commission ] PriceTime Exceptions Notes ]History]

4 Previous

Notes Show Notes at POSPO
This purifiying, anti-aging facial uses either wild black cherry or pumpldn enzymes to clear
skin of cellular buldd-up that causes clogged pores. A mélange of beta carotenes slows lew
environmental damage to the skin, and 100% natural plant-based products free of
synthetic mgredients ensure nourishment from the mside out. Sutable for ladies and

gentlemen.

Show Notes at POS / PO

Check this box if you would like the notes about this service displayed on the Point Of Sale and
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Purchase Order screens.

Service Item Sales History

This screen allows you to see how well this product has been sold over a given period of time. Itis a
very powerful sales tool. For example, if you were to run a sale on this item for a one-week period and
then look at the sales history for that week and then change the date to the same week the previous
year or month, you would get an instant indication if your sale was successful.

ftem Id

Active 7

Edit ] Pricing, Oty & Commission ] Price Time Exceptions ] Notes History l

lem Mo. 4867

H  Save

Last Sale On 12/13/2005 3:18:02 PM Calculate Sales History for this item
Last Update On 1211320058 3:33:17 P From Date
120132005 = CelpEE
To Date Total Oty 0.00

1211312005 «| Total Sales 0.00

Save &

¥ cancel
et

4 Previous

L 4 20
=
z

Last Sale / Update

These two dates will tell you the last time the item sold, and the "Last Update On" date will tell you the
last time someone edited this product information in inventory.

Sales History From Date and To Date

The dates you enter are to set the range of sales history you wish to see. You must click the
"Calculate" button when you change the dates to force the program to update the information. The
"Total Qty" and "Total Sales" areas show the quantity and dollar amount for the date range you
selected.

Note: Make both dates the same to view a single day.
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Tanning List

Use the Tanning List to enter your tanning sessions and packages.

To enter the Tanning List, click on "Inventory" from the Menu Bar and select "Tanning List" from the
drop down menu as shown in the image below. The Tanning List can also be reached by clicking on
"Setup Tanning Services" under "General Options" on the Inventory Guide window.

el Tnwentory Guide

Retail Product List

Serwice Lisk

| Tanning List e

Package/3eries vist

Inventory Master

Lisk

Merge Duplicate Inventory Ikems

Purchase Orders

Receiving Inventory

Physical Count

General Options

@ Setup Retail Product File

Inventory Labels

Invenkory Department List

Inventory Class Lisk

Manufacturer Lisk

Yendor List

Setup Services

%Setu Tanning Services

% Setup Packiges (Series)

The following screenshot is an example of the Tanning List:

Click on the "New" button
to add a new Tanning ltem
or click on the "Edit"
button to edit a Tanning

Item in this list

Click on the "Actions"
button for a drop down
menu of options

| ] Mew = Edit | 48 First 4 Previous % MNext # Last | o Actions - | E* Exit
Item No. ‘ncﬁue ‘Type ftem ld Price Department Service Type
O 10.00|TAN SERVICE ESTHETIC - ADDL SERYIN
4229 W Tan  TAMMING 10 PACK 85.00 TAN SERVICE ESTHETIC - ADDL SERVIE
48300 W Tan  TANRMING 5 PACK 40.00 TAN SERVICE ESTHETIC - ADDL SERYIG

Right click anywhere in this
list for the same menu options
as the "Actions" menu

69

The following screen will appear when you select either "New" or "Edit" from the "Actions" button menu
or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Tanning List. Also, if
you double-click on top of an item you will be brought to this screen to edit that item. When entering a

new item, you will fill out all the information on this screen and then click the other tabs to enter more

information.
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Tanning Item Edit

Item Id |1 TAMN SESSION Active ? Item No. 158

Edit lEricing, Oty & Comimission ] Notes ] His‘tory]

Description |1 Tan H  save

Barcaode | [] Non-Taxable ltem Save &
Department |TAN SERVICE

[] Require Resource Selection ¥ cCancel

= 8
1=
o

z

Class |

Sales Account | P Med

Defer Account |

istResource  [TANMNING BED

Enable Service for Online Booking
4 Previous

2nd Resource |

Service Type  |[ESTHETIG - ADDL SERVIGE

Lo le | Le fre fhs e | Ls

Loyality Program Overrides
COwverride Awarded Pts
] owerride Redeemed Pts

Award  Redeem

Member 2 I:|
Mon Member Ijl

Item ID

Enter the name of the tanning item in this field. You may abbreviate the name in this field, however if
you choose to abbreviate the name, make sure that it is a name that everyone who will be using the
Appointment Calendar and Point Of Sale screen will be able to remember when searching for the item.
Active Iltem

Check this box to make sure this item is available for selection.

Inventory Descriptions

e Description: Enter the plain language description you wish here. The name you enter here is what
will be displayed on the Inventory List and printed on Purchase Orders, receipts and reports.

e Barcode: Itis not necessary to enter a barcode number for tanning items, however you may enter
your own unique barcode number in this field or you may leave the default that Envision placed here
if you have chosen to have the program enter the Item No. of the item in this field. This is the option
"Set Inventory Barcode to Item No." under the "Options" tab on the "Program Preferences" screen.

e Department: Select from the drop down list the Department this item belongs in. You may create a
Department "On the Fly" if you wish by clicking the "Add New" button when the list of departments
screen appears.

e Class: Select from the drop down list the class of service this item belongs to. As with Department
you may create a new Class when the list screen appears.

e Sales Account: Select from the drop down list the account this item belongs to. You can create the
Accounts by selecting "Chart Of Accounts" from the "Accounting” menu.

Resource Selection

Select the type of resource (equipment) that this service requires. A second resource selection is
available if the service requires two types of resources.
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Non-Taxable Item

Check this box if the Inventory item is non-taxable. Some states charge sales tax on products but not
services. Itis not necessary to check this box if you do not have "Service Products" checked as
taxable items under the "Tax" tab on the "Program Preferences" screen.

Require Resource Selection

Check this box if you would like the selection of a resource to be a requirement when scheduling an
appointment for this item. The "Resource 1d" field will be cleared and the appointment cannot be
scheduled without selecting a resource first.

Enable Service For Online Booking

Check this box to make this item available for Online Booking.

Loyalty Program Overrides

e Override Awarded Pts: Check this box if you would like to override the awarded points set in any
of the Loyalty Programs you have setup for this particular tanning item.

e Override Redeemed Pts: Check this box if you would like to override the amount of points a client
needs to redeem to be rewarded this tanning item.

e Member Award: Enter the amount of points to be awarded to a client that is a Member that
purchased this tanning item.

e Member Redeem: Enter the amount of points that a client that is a Member would need to redeem
to be rewarded this tanning item.

e Non Member Award: Enter the amount of points to be awarded to a client that is NOT a Member
that purchased this tanning item.

e Non Member Redeem Enter the amount of points that a client that is NOT a Member would need
to redeem to be rewarded this tanning item.
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Tanning Item Pricing, Qty & Commission

This screen is very powerful. Here you will setup the tanning session or package, the price of the
session or package, commission overrides, discount options, as well as sale and employee prices.

ltem Id |1 TAN SESSION Active ? ltem No. 158

Edit  Pricing, Oty & Commission lNotes ] |-|is10|-y|

No Discounts on this ltem Display in POS
HNo Price Owverrides on this ltem: Gave &
Tanning Pricing Table Sale / Employee Price
Tanning Options Time (Min) 203 sale Price 0.00
(%) Single Session Sale Starts Iﬁ
() By Num of Sessions I—_|
.:Ej- Unlimited by Week Sale Ends hd ’ hed
) Unlimited by Marth Emp Price | 0.00

i

4 Previous

(O Unlimited by Day Price T

Commissions /Incentives
[] Commission Override

Commission 0.0o

Incentive 0.0o
Starts On hd
Ends On A

Tanning Pricing Table
Select the option that applies to the amount you will be entering into the "Price"” field.

Note: The field you check here will determine what appears to the right. The following image
is an example of the different fields that will appear.

Time (Min} 205

No. Sessions |—1:|
No. Weeks |—1¢|
No. Months |—1:|
No. Days |—1C|

¢ Single Session: The price you set applies for one tan. When you check this box the "Time (Min)"
field will appear to the right. You must then select how long the session is.

e By # of Sessions: The price you set applies for a set number of sessions. When this field is
checked the "No. Sessions" field appears to the right and you must select the number of sessions
that the price will apply to.

¢ Unlimited by Week: When this box is checked, the "No. Weeks" field appears to the right and you
may select how many weeks of unlimited tanning the client gets for the price you will be entering.

e Unlimited by Month: When you check this box, the "No. Months" field appears to the right and you
are able to select how many months of unlimited tanning the client gets for the price you will be
entering.

¢ Unlimited by Day: Check this box and the "No. Days" field appears to the right allowing you to
select how many days of unlimited tanning the client gets for the price you will be entering.

Use the small arrow buttons to increase or decrease the count of Minutes / Sessions / Weeks /
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Months / Days.
No Discounts or Price Overrides

Checking these boxes prevents this item from being sold for any less than the retail price you set here.
No discounts or overrides will be allowed without the Manager Override Password.

Display in POS

This box is defaulted as checked (yes). Uncheck it if you don't want this item to be available at the
Point Of Sale (POS).

Sale / Employee Price

The first three fields pertain to placing this item on sale. The last field is where you set a purchase
price for your employee's.

First, enter a "Sale Price", then enter the "Sale Starts" and "Sale Ends" dates by using the small drop
down buttons to display a calendar, or enter the dates directly. The Sale Price you set will only be
effective for the range of dates you enter. After the Sale Ends date is passed, the price will
automatically revert to its normal price.

Enter an amount into the "Emp Price" field if you wish to give your employees a discounted price on
this item.

Commissions / Incentives

If you wish to pay a specific dollar amount to employees that sell this product instead of their normal
commission percentage, check the "Commission Override" box and enter a dollar amount in the
"Commission" field. The check box and the field act together. This will override any commission
percentages you may use for an employee.

If you wish to pay an "Incentive" amount for employees selling this product, enter an amount here.
Normally, an incentive is offered for a limited time. Enter the "Starts On" and "Ends On" dates to set
that period of time.

Tanning Item Notes

If you need to remind the client or Front Desk staff of something important when this tanning item is
purchased, enter notes for this Tanning Item here. These notes can popup at the Point of Sale and
Appointment Calendar if necessary.

ICHAM ISP RAY TAR SESSION Active 7 tem No. 4881

Edit ] Pricing, Oty & Commission Notes lHis‘tory]
Notes Show Notes at POSPO ) save

Flease have exfoliated clean skin. Please shave before getting an airbrush tan
Do MOT wear perfume (blocks the airbrush tanning solution from absorbing
vour skin ). Do NOT wear lotion (blocks the airbrush tanning solution from
abzorbing your gkin ). Do NOT wear deodarant (bring it with you as you can ® Cancel
apply later) YWou may bring your favorite bathing suit. We recormmend dark
colorad suits! Wear loose fitting clothing to your appointment.

Save &

N
=
o

=

P Ned

4 Previous

Show Notes at POS / PO

Click here if you want the Notes about this tanning item displayed on the Point Of Sale and Purchase
Order screens.
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Tanning Item Sales History

This screen allows you to see how well this item has been sold over a given period of time. Itis a very
powerful sales tool. For example, if you were to run a sale on this item for a one-week period and then
look at the sales history for that week and then change the date to the same week the previous year or
month, you would get an instant indication if your sale was successful.

ftemld |SPRAY TAN SESSION Active ? ltem No. 4881

Edit ] Pricing, Oty & Commission] Notes History l

Last Sale On 12132005 51348 P Calculate Sales History for this item H  save
Last Update On 1271372005 5:13:49 Ph From Date 7 ; T A
ave
12132005 +| (G OCalulate H e

1213120058 ~| Total Sales 45.00

P hext

4 Previous

Last Sale / Update

These two dates will tell you the last time the item sold, and the "Last Update On" date will tell you the
last time someone edited this product information in inventory.

Sales History Starting and Ending Dates

The dates you enter here are to set the range of sales history you wish to see. You must click the
"Calculate" button when you change the dates to force the program to update the information. The
"Total Qty" and "Total Sales" areas show the quantity and dollar amount for the date range you
selected.

Note: Make both dates the same to view a single day.
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Package List

A Package can contain either physical products, Services, or Tanning. The purpose is to combine

items and sell them for a discounted price.

Here are some examples or each:

¢ Retail Items: You place Styling Gel, a styling comb, Shampoo, and a Conditioner together into a
weekly special bag.

75

e Service ltems: You offer a package of 12 Hair Cut / Blow Dries for a prepaid price that is discounted

from the individual prices. Envision tracks the customers use of this package.

To open the Package List, click on "Inventory" from the menu bar and select "Package/Series List"
from the drop down menu as shown in the image below. The Package List can also be reached by

clicking on "Setup Packages (Series)" under "General Options" on the Inventory Guide window.

el Tnwentory Guide

Retail Product List
Serwice Lisk

Tanning Lisk

Package/Series List P

.y

Invenkory Master List

Merge Duplicate Inventory Ikems

Purchase Orders
Receiving Inventary

Physical Count

Inventory Labels

Setup Services

Invenkory Departrent Lisk
Inventory Class Lisk
Manufacturer List

Yendor List

General Options

@ Setup Retail Product File

% Setup Tanning Services

% Setup Packa?‘es [Series)

Click on the "New" button
to add a Package or Series
Item to the list or click on
the "Edit" button to edit an

item in this list

L] Mew (= Edit @ 4 Fir

The following screenshot is an example of the Package/Series List:

st @ Previous B Next W Last

Click on the "Actions"
button for a drop
down menu of options

Actions -

[+ Exit

Item No. ‘nctive ‘Type

tem Id

Price Department

BRIDAL P, E]
4845 [ Pka DAY AT THE SPA 150.00 | PACKAG

4860 W Pkag | FA

CIALMASSAGER  150.00 PACKAGE

Service Type

Te]
PACKAGE
PACKAGE

Description

Bridal Package
Day At The Spa

Right click anywhere in this
list for the same menu options
as the "Actions' menu

The following screen will appear when you select either "New" or "Edit" from the "Actions" button menu

or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the package list. Also, if

you double-click on top of an item you will be brought to this screen to edit that item. When entering a

new item, you will fill out all the information on this screen and then click the other tabs to enter more

information.
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Package Item Edit

Item Id |DAY AT THE SPA Active ? Item No. 48445

Edit lPackage Details ] Pricing, Oty & Commission] Notes ] His‘tory]

Description |Day AtThe Spa
Barcaode | = Save &
Mew
Department |F'ACKAGE J
v i ai
Class |SP A PACKAGE J Series (Prepaid tems)
[] Prepay Commissions on Package
Sales Account | J Report Pkg Sales under Service P Mext
Defer Account | J

4 Previous

Loyality Program Overrides
COwverride Awarded Pts
] owerride Redeemed Pts

Award  Redeem

Member ] I:|
Non Member I:l Ijl

Item ID

Enter the name of the package item in this field. You may abbreviate the name in this field, however if
you choose to abbreviate the name, make sure that it is a name that everyone who will be using the
Appointment Calendar and Point Of Sale screen will be able to remember when searching for the item.

Active ltem
Check this box to make sure this item is available for selection.
Inventory Descriptions

e Description: Enter the plain language description you wish here. The name you enter here is what
will be displayed on the Inventory List and printed on Purchase Orders, receipts and reports.

e Barcode: Itis not necessary to enter a barcode number for package items, however you may enter
your own unique barcode number in this field or you may leave the default that Envision placed here
if you have chosen to have the program enter the Item No. of the item in this field. This is the option
"Set Inventory Barcode to Item No." under the "Options" tab on the "Program Preferences" screen.

e Department: Select from the drop down list the Department this item belongs in. You may create a
Department "On the Fly" if you wish by clicking the "Add New" button when the list of departments
screen appears.

e Class: Select from the drop down list the class of service this item belongs to. As with Department
you may create a new class when the list screen appears.

e Sales Account: Select from the drop down list the account this item belongs to. You can create the
Accounts by selecting "Chart Of Accounts" from the "Accounting” menu.

Series (Prepaid Packages Only)
For having a short name and only one check box, this is one of the most powerful features of the

program. It tells the program that this item is packaged by "Count". If you wish to create a pre-paid
package that must be used within a time period, you would not check this box. You would select the
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number of weeks in the "Package Expires After" field.

By checking this box you are telling the program this package will be used up when the client checks
out at the Point Of Sale (POS) the number of times equal to the "Qty" you set on the "Package Details"
screen. This also allows you to track the usage of the items the client has prepaid for. For example,
you wish to create a prepaid package of 10 Swedish Massages. You would check this box and on the
"Package Details" screen select the inventory item Swedish Massage. Then enter a quantity ("Qty") of
10. When a client gets a Swedish Massage and checks out at the register (POS), you would offer to
sell them the package of 10, explaining that this is a savings over the individual purchases. If the client
decides to purchase the package, you select the package from inventory, select the client from your
client listing (add them "On the Fly" if they're not already entered), and complete the sale. The
package count of 10 is assigned to this customer and they are charged for the total package (prepaid).
You will then need to create a separate sales transaction for the Swedish Massage they used that day.
When their Client Id is selected along with the Swedish Massage, the Extended Price of the service
will be "$0.00" because they paid for the service when they purchased the package in the first sales
transaction. The count on their prepaid Swedish Massages will be reduced to 9. The next time they
come in for this service, and they are checked out in the Point of Sale they will not be charged, but
their count is reduced to 8. Envision will not charge the client at the Point Of Sale until all the items in
the package are used.

Note: You must enter "Client" information in the POS to sell a Package.
Prepay Commissions on Packages

Check this option to prepay commissions when this package is sold. The employee selected when the
package is sold in the Point of Sale will receive service commission on the price of the package.

Report PKG Sales Under Service
Check this box if you would like to report your Packages as a Service Type item.
Loyalty Program Overrides

e Override Awarded Pts: Check this box if you would like to override the awarded points set in any
of the Loyalty Programs you have setup for this particular package / prepaid item.

e Override Redeemed Pts: Check this box if you would like to override the amount of points a client
needs to redeem to be rewarded this package / prepaid item.

¢ Member Award: Enter the amount of points to be awarded to a client that is a Member that
purchased this package / prepaid item.

¢ Member Redeem: Enter the amount of points that a client that is a Member would need to redeem
to be rewarded this package / prepaid item.

¢ Non Member Award: Enter the amount of points to be awarded to a client that is NOT a Member
that purchased this package / prepaid item.

¢ Non Member Redeem: Enter the amount of points that a client that is NOT a Member would need
to redeem to be rewarded this tanning item.

Package Details

This screen allows you to setup "Packages" of items that sell as a single inventory item. This is very
useful if you wish to setup an item for a sales campaign, or bundle together items that have a single
purpose, for example, a hair treatment package of shampoo, conditioner, and treatment. Often used to
package items that your clients frequently request. You can package Products, Services, or Tanning.
This allows you to sell prepaid items so you have the cash in hand, and provides an incentive for the
client by saving them some money.
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G0 (DAY AT THE SPA Active 7 lem Mo. 4844

Edit  Package Details ]Ericing, Oty & Commission | Notes | History |

. Price ~
e e Retail |Package Extended
|1 HOUR MASSAGE 1 1HOUR MASSAGE 80.000 72727 72.73
_|ULTIMATE SPA MANICY 1 ULTIMATE SPA MANICURE 35.000 31.818 31.82 =
_|ULTIMATE SPA PEDICU 1 ULTIMATE SPA PEDICURE 55.000  50.000 50.00
_|FACIAL 1 Facial 75.000  68.182 68.18
|_|BODY WRAPS 1 BODY WRAPS 85.000  77.270 7727 »  Next

4 Previous

Assign a price or discount to entire package Value 330.00
[ Additem
Retail Price 300.00

Price [300.00 Set Discount
_ 8 vor Package | % Discount 010

Package Details Iltem and Quantity

Each time you click the "Add Item" button a new row is created in this area of the screen. All the items
that make up the "Package" you are putting together can be selected here. You will click the small
button in the "ltem" field and select the Inventory item to include in this package. Then enter how
many of that item is included in this package in the "Qty" field.

Package Listing Information

The "Description" and "Retail" fields are filled in when you select the item. The "Extended" field will
show the price adjusted according to the "Package" price and the "Qty" you entered. For example, if
you are placing 3 styling combs into this package with a retail price or $2.50 each, and you set the
"Package" price to $1.50, the "Extended" price will display 3 X $1.50 or $4.50.

Package Price

You may enter your special "Package" price for each item you add to this package. However, it is
strongly recommended that you set a discounted price or discount percentage using either the "Price"
or "%Disc" fields below.

Package Detail Buttons

When you first open this screen a row is created for a new item. After that item is entered, if you want
to add more items, you may click the "Add Item" button. You can click the "Remove Item" button to
delete the item you have highlighted on the list.

Price, % Disc and Recalc Button

These 2 fields work in conjunction with the large "Set a Discount % or Package Price" button. You
may enter a flat price for the package and when you click this button the program will automatically
calculate the percent of discount, individual item "Package" prices, the "Retail Price", and the "%
Discount" amounts. This greatly simplifies the task of pricing packages. If you choose to enter a "%
Disc" instead of a flat package "Price", the same automatic events will occur.

Package Pricing Amounts

"Value", "Retail Price", and "% Discount" are all determined by the prices you choose by entering the
individual "Package" price for each item in this package, or (Highly Recommended) by entering either
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"Price" or "% Disc" and clicking the "Set a Discount % or Package Price" button.

Package Item Pricing, Qty & Commission

This screen will allow you to set discount options, package expiration, and commission overrides as
well as sale and employee prices. You can also uncheck "Series (Prepaid Items)" if you do not want
the items in the package to be prepaid. This option is checked as a default setting for packages.

Item Id |DAY AT THE SPA Active ? Item No. 48445

Edit | Package Details Pricing, Oty & Commission ]Notes | History |

Display in POS
No Price Overrides on this tem!
Package Pricing Table Sale | Employee Price 5] Sﬁ‘;‘zv&
Value 330.00 Series {Prepaid ems) Sale Price 0.00
] # Cancel
Retail Price  300.00 Set Pk as a Service Sale Starts -
% Discount  9.10 {0 to never expire) Sale Ends - P Mexd
Package Expires after | 3] :| |M0nths j Emp Price | 0.00 & Previous

Commissions / Incentives
[ Commission Override

Commission 0.0o

Incentive 0.o0
Starts On hd
Enids On hd

Package Pricing Amounts

"Value", "Retail Price", and "% Discount" are all determined by the prices you choose by entering the
individual "Package" price for each item in this package, or (Highly Recommended) by entering either
"Price" or "% Disc" and clicking the "Set a Discount % or Package Price" button on the "Package
Details" tab.

Package Expires After

Select "Days", "Weeks", or "Months" from the drop down arrow for the amount you enter in the field to
left if you would like to set an expiration period for the use of the package.

Sale / Employee Price

The first three fields pertain to placing this item on sale. The last field is where you set a purchase
price for your employee's.

First, enter a "Sale Price", then enter the "Sale Starts" and "Sale Ends" dates by using the small drop
down buttons to display a calendar, or enter the dates directly. The Sale Price you set will only be
effective for the range of dates you enter. After the Sale Ends date is passed, the price will
automatically revert to it's normal price.

Enter an amount into the "Emp Price" field if you wish to give your employees a discounted price on
this item.

Commissions / Incentives

If you wish to pay a specific dollar amount to employees that sell this product instead of their normal
commission percentage, check the "Commission Override" box and enter a dollar amount in the
"Commission" field. The check box and the field act together. This will override any commission
percentages you may use for an employee.
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If you wish to pay an "Incentive" amount for employees selling this product, enter an amount here.
Normally, an incentive is offered for a limited time. Enter the "Starts On" and "Ends On" dates to set
that period of time.

Package Item Notes

Enter notes for this Package if necessary.

ftemld |DAY AT THE GPA Active ? Item Mo. 4545

Edt | Package Details | Pricing, Oty & Commission Notes ] History |
Notes Show Notes at POS/PO  save
Please schedule this package ahead of time to ensure the|mrailal1-il'rty of service providers.

Save &

5 ¥
=
f11]
=

3 Cancel
P hext

4 Previous

Show Notes at POS / PO

Click here if you want the Notes about this package displayed on the Point Of Sale and Purchase
Order screens.

Package Item Sales History

This screen allows you to see how well this product has been sold over a given period of time. Itis a
very powerful sales tool. For example, if you were to run a sale on this item for a one-week period and
then look at the sales history for that week and then change the date to the same week the previous
year or month, you would get an instant indication if your sale was successful.

G AAID A AT THE SPA Active 7 lem Mo. 4844

Edit ] Package Details ] Pricing, Oty & Commission ] Notes History l

Last Sale On 112772006 2:08:53 PM Calculate Sales History for this item H  save
Last Update On 172772006 2:08:93 PM From Date

Save &
2/2/2008 = Calculate
s UL ¢ Cancel

21212006 ¥ | Total Sales 0.00

&
==
g

P Med

4 Previous

Last Sale / Update

These two dates will tell you the last time the item sold, and the "Last Update On" will tell you the last
time someone edited this product information in inventory.

Sales History Starting and Ending Dates
The dates you enter here are to set the range of sales history you wish to see. You must click the
"Calculate" button when you change the dates to force the program to update the information. The

"Total Qty" and "Total Sales" areas show the quantity and dollar amount for the date range you
selected.

Note: Make both dates the same to view a single day.
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Inventory Master List

The Inventory Master List is a list that will show all Retail Items, Service Items, Tanning Items and
Packages. Use the buttons on the List Tool Bar to add, edit, and skip through the records in this list.
The Actions menu will allow you to add, edit, delete, and duplicate items. The Actions menu is the
same as the actions menu in all other inventory lists, however in this list you may choose to display

only one type of inventory items.

To enter the Inventory Master List, click on "Inventory” on the Menu Bar and select "Inventory Master
List" as shown in the image below. You may also use the "Inventory" button on the Tool Bar to open

the Inventory Master List.

.E] Invenkory Guide

Retail Product List
Serwice Lisk
Tanning Lisk

Package/Series List

Inwenkory Master List I

oy
Merge Duplicate Inventory Tkems

Purchase Orders
Receiving Inventory

Physical Count

Inventory Labels

Inwenkory Departrment List
Inventory Class Lisk

Manufacturer Lisk

Wendar List

Retail Product Edit

The following screen will appear when you select either "New" or "Edit" from the Actions button menu

ol

Inventory

81

or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Inventory List. Also, if
you double-click an item you will be brought to this screen to edit that item. When entering a new item,
you will fill out all the information on this screen and then click the other tabs to enter more information.

L CIN) MBI 0S LK SILK POMADE]

[¥] Active 7

Item Type |Retail Product -

Edit lEricing, Oty & Commission I Notes I Histnrﬂ

Description  [BioSilk Silk Pamade

Barcode ‘2315498441 5647

Department  [HAIR RETAIL

Class |STYLE

Sales Account

Defer Account

COGS Account

Asset Account

Manufacturer ‘EIIOSILK

Vendor ‘M BEAUTY SUPPLIES

A T [P [P [T

Vendor SKU ‘

[] Non-Taxable ltem
[] Tax when Ordering

Product / Service Required again
in 03 weeks.
Loyality Program Overrides
[] Override Awarded Pts
[] override Redeemed Pts
Award  Redeem
Member

o9
Non Member l:l

ftemNo. 148

k= Save

Save &
& New

8 Cancel

P Mext

4 Previous

The fields on these screens are exactly the same as the retail screens in the Retail Product List. The

only difference is the Inventory Item Type selection.

Inventory Item Type

Select the type of item from the drop down menu. The information on each tab will change depending
on the item type that you select.
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Service Iltem Edit

The following screen will appear when you select either "New" or "Edit" from the Actions button menu

or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Inventory List. Also, if
you double-click an item you will be brought to this screen to edit that item. When entering a new item,
you will fill out all the information on this screen and then click the other tabs to enter more information.

(GO HOT STOME M

[¥] Active 2 Iem Type |Service ltem -

Edit 1 Pricing, Oty & Commission } PriceTime Exceptions } Notes } His(ory]

Description  [HOT STONE MASSAGE

Barcode |
Department |MAEEAGE - BPECIALIZED

Class [mrssacE

Sales Account

Defer Account |

1st Resource

2nd Resource
Service Type |MA5 SAGE - SPECIALIZED

Edit Service Time Options {(HH:MM)
Initial Delay Complete

ooz 2 fonoo 2 Jonno

-

I

Non-Taxable tem

[] Require Resource Selection

Enable Service for Online Booking
Product / Service Required again
in 0% weeks.
Loyality Program Overrides
[] override Awarded Pts
[ override Redeemed Pts
Award  Redeem
Member

1}
Hon Member III

ftem No. 63

I3 save

Save &

3 cancel

T
=
T
3

P Next

4 Previous

Reset
[@ serice
Types

The fields on these screens are exactly the same as the Service screens in the Service List. The only
difference is the Inventory Item Type.

Inventory Iltem Type

Select the type of item from the drop down menu. The information on each tab will change depending
on the item type that you select.

Tanning Session Edit

The following screen will appear when you select either "New" or "Edit" from the Actions button menu

or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Inventory List. Also, if
you double-click an item you will be brought to this screen to edit that item. When entering a new item,
you will fill out all the information on this screen and then click the other tabs to enter more information.

tem 1d | (RERRE

Edit 1Ericinu,(]ty&Cnmmission} Notes } Historyl

[¥] Active 7 Kkem Type |Tanning Session -

Description |1 Tan

Barcode |
Department  [TAN SERVICE

Class |

Sales Account

Defer Account

1st Resource

2nd Resource

N {1

Senvice Type ESTHETIC - ADDL SERVICE

[] Non-Taxable item

[] Require Resource Selection

Enable Service for Online Booking

Loyality Program Overrides
[] Override Awarded Pts
[] Override Redeemed Pts
Award  Redeem
Member

o[
HNon Member Ijl

ftem No. 153

= save

Save &

# cancel

P Hext

4 Pravious

The fields on these screens are exactly the same as the Tanning screens in the Tanning List. The
only difference is the Inventory Item Type.

Inventory Item Type

Select the type of item from the drop down menu. The information on each tab will change depending
on the item type that you select.
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Package Edit

The following screen will appear when you select either "New" or "Edit" from the Actions button menu

or you may click the "New" or "Edit" buttons on the List Tool Bar at the top of the Inventory List. Also, if
you double-click an item you will be brought to this screen to edit that item. When entering a new item,
you will fill out all the information on this screen and then click the other tabs to enter more information.

LN TR(DAY AT THE SPA

[] Active 2 Hem Type |Package - Hem No. 4345

Edit ]Packaue Details } Pricing, Oty & Commission ] Notes ] His(oryl

Description ‘Day’At The Spa H Save

Barcode ‘ Save &

Department ‘FACKAGE

Series (Prepaid ltems) 3 cancel
[] Prepay ¢ issi on Package
Report Pkg Sales under Service L

T
=
o
£

Class ‘

Sales Account ‘

Leltefuelie.

Defer Account ‘
4 Previous

Loyality Program Overrides
[ override Awarded Pts
[ averride Redeemed Pis
Award  Redeem
Member

1}
Non Member EI

The fields on these screens are exactly the same as the Package screens in the Package / Series List.
The only difference is the Inventory Item Type.

Inventory Item Type

Select the type of item from the drop down menu. The information on each tab will change depending
on the item type that you select.

Purchase Orders

Purchase Orders (PO's) are a key element for maintaining inventory. Purchase orders work in
conjunction with the "Receiving Inventory" screen, which closes out the Purchase Orders.

To open the Purchase Order List, click on "Inventory" on the Menu Bar and select "Purchase Orders"
from the drop down menu as shown in the image below. You may also click on "Create Purchase
Orders" under "Purchase Inventory" on the Inventory Guide window.

el Tnwentory Guide

Rekail Product List
Service List
Tanning List
Package/Series List

Inwenkory Master List

Merge Duplicate Inventory Ikems

Purchase Orders 4 |

Receiving Inventoll"}i

Physical Count Purchase Inventory (<]

Inventory Labels
E@] Create Purchase Orders

Invenkory Departrment List

Invenkory Class List @ Recewe Invermary

ManuFacturer List

vendor List EE Perform Physical Count
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The following screenshot is an example of the Purchase Order List:

Click on the "New" button to Click on the
create a Purchase Order or click "Actions" button

on the "Edit" button to edit a for a drop down
Purchase Qrder in this list menu of options

L] Mew =5 Edit @ 4k First 4 Previous ® Net # Last Actions ~ | E# Exit
PO No. ‘po Date Vendor Expected ‘Ship Via
1 B/9r2004 1 BEAUTY SUPFLIES 8/26/2004 UPS
Bl 16100260200 INDEPEMDANT SALON REGOURG 1212212005
20 126217200 OBAGH 121211200 UPS

Right click anywhere in this
list for the same menu options
as the "Actions™ menu

A Purchase Order will look similar to this:

Purchase Orders Search J
Ordered From Ship To PO 21
Vendor ‘ J Location | J Status  Open
Independent Salon Resource EHHOVIEW N
775 5 Kirkman Rd ship via [UPS
(B0D) 366-5122 Orlande, FL 32811 Terms ‘Na a0
- 407-253-0913
=) Email PO to Vendor Expected On |1117/2005 +
| Ordered | \ Ordered | ~
ftem Id Vendor SKU | aty Tax ‘ Cost | Total
LARTCLR MOIST BLUE QRCHID 80Z 5 r 773 3875
_[ART CLR MOIST GINGER ROOT 1602 8 r 13.95 111.60
_|BIOSILK FRUIT COCKTAIL 10 r 0.00 0.00
_|REF 5U15 CLEAR COMPLEX MASK AC 10 r 27.00 27000
|_|REP 5U18 HOMEY ALMOND SCRUB 11 B r 2e.00 168.00
~
AiERID0) - m Il Edit T Subtotal 588.35
Add ur LI Save anually Edit Tax ]
a a L 1 R based upon H s Freight 10.00
2 Inventol 7.000
‘% Remove B'?rf:‘:(lle Nee(lsry 3 Ccancel VAR Tot Tax
Tax Rate 2 0.000 oo 598.95

Ordered From

Click the small button and select from the drop down list of Vendors you entered when you setup the
program. No Vendors on your list? Not to worry, the program allows you to enter nearly every setup
item "On the Fly". Just click the "Add New" button to add a vendor "On the Fly".

Ship To

Click the small button to select from the list you entered of your store locations when you setup the
program. If the list is empty, click the "Add New" button and enter the location "On the Fly".

PO Number

This number is assigned by the program and is always unique for every Purchase Order.

PO Date

This date will be filled in automatically using Today's date from the computer. However, you can
change it to any date you wish. You may be doing this on a weekend and will not FAX or Mail it until
Monday and might want to use Monday's date instead. The date can only be changed in the purchase

order.
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Status

The program fills in this area of the screen. When entering a new Purchase Order it will read "Open".
If you are viewing a previously entered PO and you have checked the items in using the "Receiving
Inventory" feature, you will see the word "Closed". If you received only part of a PO, it will display
"Partial".

Enter the Shipping method you wish, for example UPS or USPS. Also, enter the payment terms you
wish. This is normally pre-arranged with the vendor.

Note: These 2 fields will be filled in automatically when you select the Vendor if you entered
this information when you entered your Vendors during setup.

Expected On

Click the small button and select from the calendar that appears the date you wish to receive the
product.

Product ID (also called Item ID)
Select from the drop down list the item you wish to order.
Vendor Product Id (Vendor SKU)

This is the ID code the Vendor uses to identify the product. You entered this when you added this item
to inventory. It communicates accurately to the Vendor exactly which product you are ordering.

Ordered and Tax / Total

The Ordered Qty (Quantity) and Cost will be automatically filled in if when you first added this product
to Inventory you entered a "Qty on Hand", "Reorder At", "Order Level" and "Unit Cost". You may enter
or change these fields at the time that you are creating the Purchase Order.

Check the "Tax" box if you must pay sales tax on this item. The values entered into Tax Rate 1 and 2
below will be used to calculate the sales tax. The "Total" field will automatically calculate the dollar
amount of the order based on the "Qty" and "Cost" fields.

Add / Remove Item Buttons

Click the "Add Item" button to create a new item line on the purchase order for additional items. When

you first opened the new PO a space was created for your first item on this PO. Click this button if you
would like to add more than one item.

Click the "Remove Item" button to remove the selected (highlighted) item in the list. You will get an
"Are You Sure" warning before it is removed.

Scan Barcode Button

Scan Products for Purchase Order.

Enter Qty and Scan Product

oty 1 4

Barcode

|V Add ||x Cancel|

Click this button to scan the barcodes of the items that you would like to enter into the Purchase Order.
You will then need to specify the quantity you would like to order of the product you scanned.
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One Click Purchase Order

Purchase Order g|

0One Click Purchase Order g

Select Reorder Option
(=) Order based upon standard Min Gty, Max Oty and Rearder Point:
(O Crder based upon number of products sold during a specified timeframe

Enter Sales History Dates

From Date v| ToDate - ]

Product Type Selection

& Reorder All Products

(O Only Reorder Professional (BackBar) Products
) Only Reorder Retail Praducts

Z—oc | [ ome

e Order based upon standard Min Qty, Max Qty and Reorder Point: Click this button to
automatically load all the items from this Vendor that have met the "Reorder At" level you set when
you added the items to inventory. Clicking this button will also enter the order quantity for each item
that you have entered an order level for.

e Order based upon number of products sold during a specified timeframe: Select this option if
you would like to "Autofill" the Purchase Order based upon the number of products sold between the
dates specified in the "Enter Sales History Dates" section.

e Enter Sales History dates: Select a "From Date" and "To Date" if you have selected the "Order
based upon number of products sold during a specified timeframe" option.

e Product Type Selection: Select the type of products that you would like to reorder - All Products,
only Professional (BackBar) Products, or only Retail Products.

Tax Rates 1 & 2

The Tax rates you entered for your state on the "Tax" tab when you chose "Setup Program
Preferences" on the "Company" menu will appear here. You may change the tax rate by clicking the
"Manually Edit Tax" box.
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Receiving Inventory

The Receiving Inventory screen is used when Products are physically received at your store. When
you enter the quantity that was on the Purchase Order, the Purchase Order automatically becomes

completed and it's Status becomes "Closed". Receiving any quantity less than what is on the
Purchase Order keeps the Purchase Order active and will change it's Status to "Partial”.

To open the Receiving Inventory List, click on "Inventory" on the Menu Bar and select "Receiving

Inventory" from the drop down menu as shown in the image below. You may also click on "Receive
Inventory" under "Purchase Inventory" on the Inventory Guide window.

o2l Inventory Guide

Retail Product List
Service Lisk
Tanning Lisk
Package/Series List

Inwenkory Master List

Merge Duplicate Inventory Ikems

Purchase Orders

Receiving Inventaory 4 |

Physical Count 3
peEan Purchase Inventory

Inventory Labels
E@] Create Purchase Orders

Invenkory Department Lisk

Invenkory Class Lisk @ Receive [nventor
Manufacturer Lisk —= .

—w
verdor List Perform sical Count

The following image is an example of the Receiving Inventory List:

Click on the
"Actions" button
for a drop down
menu of options

Click the "Edit" button
to edit a Purchase Order
in this list

= Edit | 4 First 4 Previous ® nNext # Last | o Actions - | E* Exit

‘PO No. ‘PO Date Vendor

Expected |Ship Via

1 |8/8r2004 A1 BEAUTY SUPFLIES
18 10/26/2005 INDEPENDANT SALOMN RESOURCE PR3
201272172005  OBAGI 1262112005 UPs

Right click anywhere
in this list for the
same menu options as
the "Actions" menu

87
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The screen shot below shows a sample screen of the Receiving Inventory.

Receiving Inventory Search ‘ Vendor: |V‘EW Al j
Ordered From Ship To PO 21 PO Date 11/102005
Vendor ISR Location MAIN S @
Independent Salon Resource EHHOVIEW N
775 § Kirkman Rd ShipVia UPS
(B0D) 366-5122 Orlande, FL 32811 Terms  Nat 30
7301 114th Avenue Horth 407-253-0913
Largo, FL 33710 Expected On 11/17/2005
\ Ordered | Rovd Back Received ~
fremd Vendor SKU [ ov Cost | ToDate ‘ Order Cost Tax Total
LARTCLR MOIST BLUE QRCHID 8( 5 775 1} 0 0.00 r 0.00
_|ART CLR MOIST GINGER ROOT 1€ 8 13.85 1} 0 0 0.00 r o.00
_|BIOSILK FRUIT COCKTAIL 10 0.00 1} 0 0 0.00 r 0.00
_|[REF 8U15 CLEAR COMPLEX MASI 10 27.00 1} 0 0 0.00 r o.00
|_|REP 5U16 HOMEY ALMOND SCRLU [} 2e.00 1} 0 0 0.00 r 0.00
~
~ Subtotal 0.00
‘& Labels || i) | % Receive All || I Save | I Manually Edit Tax Feight | 000
» 7.000

‘ EY Eemwe| Basr?)l(lle | g Cancel || ¥ Cancel TaxRate 1 Tax

Tax Rate 2 0000 Lo o

Received PO information
The Item ID, Vendor Item ID, and Ordered Qty - Cost are filled in from the Purchase Order.
Received To Date and Back order

These fields will automatically fill in when you enter the Qty received. They are mostly used for Partial
filling of Purchase Orders. For example, if you ordered a quantity of 10 of one item and only 4 of that
item was received, the Received To Date would show 4 and the Back Order would show 6.

Received Qty and Cost — Tax/Total

You may enter the actual Quantity (by physical count) and Cost in these fields when the items are
delivered. If all the items are received the Status of this PO will change to "Closed". If only a part of
the items were received, the status will change to "Partial".

Check the "Tax" box it you must pay sales tax on this order. The tax amounts you enter at the bottom
of this screen will determine the dollar amount that appears in the "Tax" field at the bottom of this form.

The Total for this order will appear when you enter the quantity received.

Labels

Inventory Labels

Select Options

(@ Use Avery Lahel 5260
{1"% 2 5/8" 30 per Sheet)

£

| Preview

& Print
(O Use Avery Label 5267
{102 %1 314" 80 per Sheet) % Cancel

Select Starting Label Position

Print Number of Labels Based On:

[] Do Mot Display Prices
[] Shaw Mumber Below Barcode

Ty
Quantity Ordered

Click this button to print your own barcode labels for these products. Click on the drop down arrow
under "Print Number of Labels Based On" to select how many labels you wish to print depending on
the quantities in the order.
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Click here to permanently remove this item from the Purchase Order.

Scan Barcode Button

Scan Products for Purchase Order.

Enter Qty and Scan Product

oty 1 4

Barcode

|V Add ||X Cancel|

Click this button to scan the barcodes of the items that you would like to scan in as received. Use the

arrows to specify the quantity received.

Receive All

If your order came in exactly as you ordered it, click this button and all the items on the PO will be

89

received automatically. The On Hand quantities will be updated to the new physical quantity when you

click the "Save" button. This is a very time saving feature.
Cancel Remaining Items

Click this button to cancel all remaining items that haven't been received.

Physical Count

This screen can be used when you do a physical count for your products. It provides a fast way to
update the count of products in the program. Large variances between the Physical Count and the

value Envision has displayed, should be a warning.

To open the Physical Count Sheet, click on "Inventory" on the Menu Bar and select "Physical Count"
as shown in the image below. You may also click on "Perform Physical Count" under "Purchase

Inventory" on the Inventory Guide window.

o2l Inventory Guide

Retail Product List
Service Lisk
Tanning Lisk
Package/Series List

Inwenkory Master List

Merge Duplicate Inventory Ikems

Purchase Orders

Receiving Inventary

Physical Count <

Inventory Lab;ll;\S

Invenkory Department Lisk
Inventory Class Lisk
Manufacturer Lisk

Yendor List

Purchase Inventory

E@] Create Purchase Orders

@ Recewe Inventary

Perform F'hﬁsical Count
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The following image is an example of the Physical Count screen:

Inventory Adjustments Search: Sort ‘nem d j i j] Actions = n
L Original Enter New
Item No. ttem Id Description Dept Manuf ICost e IPhysicathy
107 |BH_CONDITIOMERT0060 BED HEAD Conditioner 32 oz n.oo 2 ]
: 108 BH_GEL1010 Bed Head Gel - Bxtra Hold o.oo 1 [}
109 BH_SHAMPOO10010 BED HEAD Shampoo 320z Dry n.oo 1 ]
l 130 BIOSILK CONDITION MOISTURL BioSilk Condition Maisturizer HAIR RETAIL BIOSILK 0.00 1} ]
: 132 BIOSILK DAMDRUFF CONTROL BioSilk Dandruff Control Conditioner HAIR RETAIL BIOSILK 0.oo 0 o
139 |BIOSILK DANMDRUFF CONTROL BioSilk Dandruff Contral Shampoo HAIR RETAIL BIOSILK 0.o0 0 ]
: 136 BIOSILK EQUINCK SHAMPOO  BioSilk Equinox Shampaa HAIR RETAIL BIOSILK o.oo 1} [}
152 | BIOSILK FINISHING SPRAY FIRh BioSilk Finishing Spray Firm HAIR RETAIL BIOSILK 0.o0 1 ]
l 161 BIOSILK FINISHIMG SPRAY MNAT BioSilk Finishing Spray MNatural HAIR RETAIL BIOSILK 000 1} [}
: 140 BIOSILK FRUIT COCKTAIL BioSilk Fruit Cocktail HAIR RETAIL BIOSILK 0.oo 0 o
144 |BIOSILK GLAZING GEL BioSilk Glazing Gel HAIR RETAIL BIOSILK n.oo 0 ]
: 128 BIOSILK HAIR WATER H2O BinSilk Hair Water H20 HAIR RETAIL BIOSILK 1000 B [}
| 131 |BIOSILK HYDRATING CONDITIC BinSilk Hydrating Condition HAIR RETAIL BIOSILK n.oo 0 ]
134 |BIOSILK HYDRATIMNG SHAMPOC BioSilk Hydrating Shampoo HAIR RETAIL BIOSILK 0.00 0 ]

Physical Count Item Information

The first 5 columns display the information you need to identify the product.
Physical Count Original Columns

These 2 columns display the Cost and On Hand amounts that the program contains. The On Hand
count is adjusted when you check in Inventory (using the "Receiving Inventory" screen) and when you
sell these products at the Point Of Sale (POS).

Enter New Physical Quantity

Enter the actual number of this item in this field. It will not immediately update the programs count.
Once you have entered the physical count for all the items, click the "Actions" button and select

"Update Inventory Quantities". You will be asked if you are sure you want to do this, answer "OK" if
true. All the values you entered in this column will overwrite the counts maintained by the program.

Note: If the Physical count matches the programs count enter a"0" (zero) if one is not already
there. A zero tells the program to make no changes.

Printing Inventory Labels

This feature can be reached by clicking on "Inventory" on the Menu Bar and selecting "Inventory
Labels" from the drop down menu. You may also click on "Print Inventory Labels" under "General
Options" on the Inventory Guide window.

o2 Inwentory Guide General Reports e

Brint \nventﬁri Labels
sl Print Produid¥ Service List
Service Lisk .
Inventary “aluation Report
Tanning Lisk
PackageiSeries List
Inventary on Order Report

Inventary Masker Lisk
Inventary Reorder Report

Merge Duplicate Inventory Items Physical Count Sheets

Purchase Orders Print Purchase Orders

Receiving Inventory
Furchase Order Summary Report

Physical Count

Purchases by Yendor Report

ER Ry Furchases by Product Repar
Inventory Department List Inventory Received by Date Report
Invenkory Class List Inventary Received by Wendor Report
Manufacturer List Inventory Received by Product Report
Vendor List Inventory Received by PO Report
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The following screen will appear:

X

Envision Report

Inventory Labels

He

Select Products Select Avery Label Format & Print
O All Products 5260-30 PorPage  ~
O SelectWendor l:l | Praview
~ Select Starting Label Position
@ selscttem Tyne
O Select Manufacturer l:l
EJ ART 200ML PERSNL SHAM MIXSTORE IS & oo

+| ART 300ML PERSNL SHAM MIXSTORE
+| ART ARTENSILS HIGHLIGHT TOOL W
+| ART BACKPACK BLACK
+| ART BAG CLEAR VINYL MAY-AUG 20
+| ART BAG KIN SHOW
+| ART BLOW SERUMDETAIL SPRAY DU
ART BLOW SILK 2CT WHAIR CLIPS
ART BLOW SILK 6CT WHAIRCLIPS i Additional Options

Select Print Options

(&) Mo. Of Labels Per Product ] S BTG MG

() Print the number of labels for products anhand [[] Do Mot Display Prices

You may select the products that you would like to print labels for by the Vendor, Item Type, or
Manufacturer. After selecting the products from the list (must have a check in the boxes to the left),
specify how many labels you would like to print for the products you have selected or you may print the
number of labels for the quantity on hand.

Select Print Options
Select the number of labels to print.

e No. Of Labels Per Product: This option allows you to print the number of labels specified to the
right for each product selected.

¢ Print the number of labels for products onhand: This option will print the quantity "On Hand" for
each product selected.

Avery Label Format

Select Avery Label Format
A260 - 30 Per Page -

Se

You have the option of using either the Avery Label 5260 - 30 Per Page, Avery Label 5267 - 80 Per
Page or Avery Label L7654 - 40 Per Page. Select the type of label that you have purchased. These
labels can be purchased at any office supply store. If you have chosen the 5267 Labels you may
choose what to display on the label.

Starting Label Position
Select the Starting Label Position for the sheet of labels you are printing on.
Additional Options

e Check the "Show Barcode Number" check box if you would like the barcode number printed on the
label.

e Check "Do Not Display Prices" if you do not want the price of the product displayed on the label.
This option is only available for Avery Label 5267 and Avery Label L7654.
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Inventory Department List

The Department List is available to further organize your inventory items. For example, if you had
products that were only used by the professionals in your business, and other products you sold to
clients, you might set up two departments called "Professional Products" and "Retail Products". You
may setup unlimited departments. This is valuable when you are printing reports or viewing a large
inventory list and only want to see for example, Retail Products. You may also add departments to this
list when you are entering your inventory items.

To enter the Inventory Department List, click on "Inventory" on the Menu Bar and select "Inventory
Department List" from the drop down menu as shown in the image below. You may also click on

"Setup Inventory Departments" under "Utilities" on the Inventory Guide window.

W Inventory Guide

Retail Produck List
Service List
Tanning Lisk
Package/Series List

Inventory Master List

Merge Duplicate Inventory Items

Pchse crcrs | Utilities

Receiving Inventory

Physical Count

%Setu Inventory Departrments

Inventory Labels i % Setup InventoffClassses

Inventory Deparkment Lisk [: i

Inventory Class List % SEtUp Wendor File

Manufacturer List :
AnUretrer % Setup Manufacturer File

Wendor List

The following image is an example of the Inventory Department List:

Click on the "New" button to

add a department or click on
the "Edit" button to edit a
department in this list

Click on the "Actions"
button for a drop down
menu of options

1] New Edit 48 First 4 Previous B Mext W Last Actions - | e Exit
Departments Display POS
BACK BAR

ESTHETIC - FACIAL

ESTHETIC - WAXES
HAIR - ADDL SERVICE
HAIR - CHEMICAL
HAIR - GEMNERAL
HAIR RETAIL

SIS o

Right click anywhere in this
list for the same menu options
as the "Actions' menu

Use the screen displayed below to add or edit an Inventory Department.

Edit ]

Inventory Department  |[S=1lSNE

Display Order L=

|v Display Products on POS Screen
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Department Names

Enter a brief but clearly understood name for a department in the "Inventory Department” field. This
name is what will be displayed on the drop down lists throughout Inventory.

Department Display Order
This number determines where this department's "Tab" will appear on the Point Of Sale screen. For

example, if you set a Department called "Package" to "1" and all the other Departments have higher
numbers, the department tabs will appear as displayed in the image below.

Employee Id | j 5 Employee Search
ftem Ho. | j E\)\ ttem Search

DAY AT THE 5] PACKAGE
300,00
3000 _
TANMING
HAIR - GENERAL
HAIR - CHEMICAL
HAIR RETAILL

HAIR - ADDL SERYI

ESTHETIC - FACIA

If all the Department Order numbers are the same (for example "0" which is the default), the tabs will
display alphabetically.

Display Products on POS Screen

If this box is checked, all the items for this Department will be displayed on the Point Of Sale screen.
The default is checked, however you may want to uncheck this for some departments you create, for
example, In-House Cleaning Supplies.

Inventory Class List
The Inventory Class Screen is where you Add or Edit the various classes of inventory you wish to use.
To enter the Inventory Class List, click on "Inventory" on the Menu Bar and select "Inventory Class

List" from the drop down menu as shown in the following image. You may also click on "Setup
Inventory Classes" under "Utilities" on the Inventory Guide Window.

W Inventory Guide

Retail Produck List
Service List
Tanning Lisk
Package/Series List

Inventory Master List

Merge Duplicate Inventory Items

pchase rder | Utilities o

Receiving Inventory
% Setup Inventory Departments

Physical Count

Inventory Labels % Setup Inventory Classses
Inventory Deparkment Lisk 1
Inventory Class List I | % SETLI[ZI end ile

Wy

Manufacturer Lisk

% Setup Manufacturer File

Wendor List

© 2006 Ennoview, Inc.



94 Envision Users' Guide

The following image is an example of the Inventory Class List:

Click on the "New" button

to add a class or click on

the "Edit" button to edit a
class in this list

L] Mew

Inventory Class Types

Click on the "Actions"
button for a drop down
menu of options

Edit | €0 First 4@ Previous ® Mext 9 Last Actions » | % Exit

CHAIR MASSAGE
CLEAMNSE

COMDITION PRODUCT
COMDITIOMIMNG
FACIAL

Right click anywhere in
this list for the same
menu options as the

"Actions" menu

Use the screen displayed below to add or edit an Inventory Class.

Edit ]

Class Type FPEDICLURE

Class Type

This field along with Department can help you organize your inventory into logical groups. Some
examples of Class might be "Shampoo" or "Conditioner" if you would like to use the Class as a
subcategory of a department. Using the Class field will help you to organize your reports and view a
smaller more convenient inventory listing. The Classes can be from different departments and be of
different Item Types. You may also add classes to this list when you are entering your inventory items.

Manufacturer List

The Manufacturer List is available for you to enter all of the manufacturers of the products you sell.
You may sort lists by the Manufacturer so that items in your retail product lists are easier to locate.
You may also add manufacturers to this list when you are entering your inventory items.

To enter the Manufacturer List, click on "Inventory" on the Menu Bar and select "Manufacturer List"
from the drop down menu as shown in the image below. You may also click on "Setup Manufacturer
File" under "Utilities" on the Inventory Guide window.

W Inventory Guide

Retail Produck List
Service List
Tanning Lisk
Package/Series List

Inventory Master List
e | utilites_______ 9]
Purchase Crders

Receiving Inventary % zetup Inventory Depatments
Physical Count

% Setup Inventory Classses

Inventory Labels

Inventory Deparkment Lisk % Setup Vendnr FI|E

Inventory Class List

Manufacturer List [ | % Setup Manufacturer File
K My
Wendor List ;I.. ;
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The following image is an example of the Manufacturer List:

Click on the "New" button to

add a manufacturer or click Click on the "Actions"

on the "Edit" button to edit a button for a drop down
manufacturer in this list menu of options

L] Mew Edit | 40 First 4 Previous ® MNext 9 Last Actions = | E* Exit

Mamuracturer ld Company

|4 BED HEAD

BIOSILK
_|CREATIVE NAIL DESIGN

JPAUL MITCHELL " " - -
_|L'OREAL PROFESSIONALARTEC Right click anywhere in this

TS list for the same menu options

— " : "
_[MIOKIN RESEARCH LABS as the "Actions” menu

OBAGI

PAUL MITCHEL

REDKEN LABORATORIES
REPECHAGESARKLI

Use the screen displayed below to add or edit a Manufacturer.

Edit ]

Manutacturer I

Company |Faruuk Systems Inc.
Address 1 |250 Pennbright
Address 2 |

City |Houston

State o

Zip Code IW
Phone |1-800-237-8175
Fax |

Contact |

Manufacturer Id

You may enter an abbreviated name or the Manufacturer's name in this field. It appears on reports
and will make locating a particular manufacturer easier.

Manufacturer Company

Enter the name of the Manufacturer of the inventory item. Use the name shown on your invoices as
this will be printed on your Purchase Orders.

Manufacturer's Demographic Information

Enter the standard information in the spaces provided. Notice that there is a 2nd address line to be
used for Suites, Apartments, Buildings, etc. Also, the Phone number should be that of the Contact you
enter.

Manufacturer Contact

Enter the name of the person you most deal with at this company. This will help your staff if they need
to contact the manufacturer.

© 2006 Ennoview, Inc.



96 Envision Users' Guide

Vendor List

The Vendor List is available for you to enter all the vendors that you purchase products from. Creating
this list will allow you to specify the vendor that you purchase a certain product from and will also allow
you to create a purchase order for the products that need to be purchased from that vendor.

To enter the Vendor List, click on "Inventory” on the Menu Bar and select "Vendor List" from the drop
down menu as shown in the image below.

W Inventory Guide

Retail Produck List
Service List
Tanning Lisk
Package/Series List

Inventory Master List

Merge Duplicate Inventory Items

Purchase Crders
Receiving Inventory

Physical Count

% Setup Inventory Departments

Inventory Labels

Inventory Deparkment Lisk
Inventory Class List

Manufackurer Lisk

% Setup Inventory Classses

| Wendor List

a3

% Setup Vendor File
% Setup ufacturer File

| Utilities ]

The following image is an example of the Vendor List:

Click on the "New" button
to add a vendor or click
on the "Edit" button to

edit a vendor in this list

,J Mew 4 First

Click on the "Actions™
button for a drop down
menu of options

4 Previous ® Net W Last | o Actions - | [+ Bt

Vendor Id

Company

Al BEAUTY SUPPLIES

MID-CITY BEAUT

A1 Beauty Supplies

INDEPEMDAMNT SALON RESOURCE

Right click anywhere in this
list for the same menu options
as the "Actions" menu

Use the screen displayed below to add or edit a Vendor.

Edit luoles ]

Vendor Id Last Order on - 117102005
Company |\ndependem Salon Resource

Address 1 |?3D1 114th Awenue Morth

Address 2 |

City [Largo

State FL Zip Code 33710

Department |HAIR RETAIL J

Phone |e00y 366-5122 Fax [i200) 366-7964
Mobile [

Contact |

AR Contact |

Al Phone [

Email |

AccountNo.  [wr4sB3ite

Ship Via |UPS

Terms |Net 30 2%
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Vendor ID

The field should be an abbreviated form of the vendor's company nhame. For example, "Walt's
Equipment” could be shortened to a Vendor ID of "WALTEQ". There are no duplicate ID's allowed.
This field is useful for sorting the Vendor listing and reports.

Last Ordered On

This non-editable area of the screen shows a handy feature that the program provides. The date of
the last time you ordered from this Vendor is displayed in this area.

Vendor Company

Enter the full name of the Vendor here. Enter the name the same way the Vendor lists their name on
their invoices.

Demographic Information

Enter the standard information in these spaces.

Note: The Address 2 field is used for Suite, Building, Apt., etc.

Vendor Phone / FAX

Enter the telephone number for the Vendor. It is recommended that if there are several numbers, you
enter the Contact's number. If the Vendor has a FAX number and you care to use it, enter the number
in the "Fax" field.

Vendor Contact

Enter the name of the person you most often speak to or correspond with, at the Vendor's company.
Alternate Contact Information

Enter an alternate contact name and phone number in these fields.

Vendor Account #

Enter the Account number the Vendor uses for your business. This will be printed on the Purchase
Orders that you send to the vendor.

Vendor Department

If all the items this Vendor supplies to you are in the same department, enter that department here.
For example, if you have a vendor that only supplies tools for cutting hair, you would assign a
department (that you created in setup) such as "Beautician Equipment".

Vendor Shipping

Enter the shipping method used by this Vendor. If the Vendor can use several methods, enter the one
that you requested they use, or that they most commonly use. UPS, FEDEX, Truck, and USPS are

some examples.

Vendor Terms

Enter the Payment Terms this Vendor offers you. It could be anything from Prepaid to COD to Net 30.
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Vendor Notes

Edit Notes \

Company A1 Beauty Supplies

Motes for ISR...

Enter any notes that you may need to keep on record for this vendor.

Employee Setup

Employee List

There are many screens provided in Envision to enter Employee information. Enter all the information
about the employee you wish on these screens and then click the "Save" button to save all the
screens. Some of the information provided on these screens may not apply to your business. You

may leave them blank.

To enter the Employee List, click on "Employee” from the menu bar and select "Employee List" from
the drop down menu as shown in the image below. You may also open the Employee List by clicking

on "Edit Employee File" under "General Options" on the Employee Guide window.

_a:‘ Employees Guide

| Employee Lisk M

Employes Timelaﬁock
Manage Time Cards
Employee Schedule
Employee Work, History

{=J Email Employes Motices

Ermplayes Certification List

Ernplayes Departrment List

Ermplayee Twpe List

General Options B

§ Edit Employee File

@ Employee Waork Schedule
Timeclock - Check-In / Check- Out
E@ Manage Time Cards

g:, Employee YWork Motices / History

The following screenshot is an example of the Employee List:

Click on the "New" button to add
a new employee to this list or
click on the "Edit" button to edit
an employee’s file

] New = Edit | 4 First

Click on the "Actions"
button for a drop down
menu of options

4 Previous ® Next W Last | 7 Actions + | [ Exit

‘Emp ‘Emp Id

5 ANDREW KELLY

2 ANME CREW

4 BARBARA DUNTS
20 BREMDARIDGES
33 CAMILLE SWANSON

1 CARRIE CONMOR

Appt
Book

Name I

Department ‘nmive

KELLY, ANDREWY MAIL TECH
CREW, ANNE ESTHETICIAN
DUMNTS, BARBARA HAIR STYLIST
RIDGES, BRENDA HAIR STYLIST
SIWAMSOMN, CAMILLE | STYLIST L1
COMMOR, CARRIE MAIL TECH

SIS

Level

2 LEVEL 3

3 LEVEL 3
9/LEVEL 2
0 LEVEL1
1 LEVEL 3

Right click anywhere in this
list for the same menu options
as the "Actions" menu
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Note: The "Level" column on this list is used for a KRS Level that is used by KRS Salons. This
is not the "Service Price Level" that you may set on the "Other" tab of each employee file.

Click the "New" button on the List Tool Bar to add a new employee to the list or you may left click on an
employee's name (must be highlighted) and click the "Edit" button to edit the employee's file. You may
also double left click on top of an employee in the list to edit their file. The "Address" screen will
appear as shown in the image below.

Employee Address Tab

Employee Id v Employee is Active Employee No. 2

Address lgther ] Ce[tiﬁcations] Custom ] Notes ] Messages | Services ] anroll]

Gender
First Name |An ne ML |
(+) Male
Last Name |Crew ) Female H Save &
. - Mew
Hick Name | Appointment Book
. . . Cancel
Address 1 | ¥ Show in Appointment Book
Address 2 | Display Order 25 P Mex
City
| Send Messages Via
State | @A O sms O Disable
Zip | () EMail () Voice
County | Department |E STHETICIAN J
Phone | Email |
Mobile | Al Contact |
Work | AtPhone |
Beeper | Location | 1AM j

Last Update - 11/3/2005 12:30:30 P

Employee ID

You may enter the Employee ID as you wish, however it is recommended that you enter the full first
name and full last name if you have a very large list of employees. It will be easier to search for an
employee's name when selecting an employee to book an appointment or create a sales ticket. You
may use numbers or abbreviated names if you wish, just keep in mind that it may be difficult for some
of your employees to search for an Employee Id if they do not know everyone's number or abbreviated
name.

Employee Name/Gender

o Enter the employee's First, Middle, and Last names in the indicated fields. You may also enter a
"Nickname" that the employee is known by.
o Click the appropriate "Gender" button.

Employee Demographic

Enter the standard address information. There is a second Address field for Apartment, Suite, or
Building, etc.

Employee County
Enter the county that the employee lives in.
Employee Phone Numbers

Enter Telephone numbers in these fields. If the work number is your business number, you might
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want to enter the employee's extension here.
e Appointment Book
e Show in Appointment Book: Check the "Show in Appointment Book" checkbox to show this

employee in the Appointment Book. You may want to uncheck this box for front desk staff since
they are not service providers, they will not need their own column in the calendar.

e Display Order: You may also specify the "Display Order". The number that you enter into the
Display Order field will specify which column the employee shows up in on the Appointment
Calendar. Every employee that has the "Show in Appointment Book" checkbox checked will need to
have a number other than "0" in the "Display Order" field for this to work properly.

e Employee Department

Select the Employee Department by clicking on the small button in the Employee Department field.
Click the "Add New" button if the department needs to be entered into the Employee Department List.

e Employee Email

Enter the employee's email address (if they have one). You may use this to email the employee their
work schedule, appointment schedule or a notice.

e Employee Alternate Contact

Usually you would enter emergency notification information in these two fields. You could also enter a
temporary contact person and phone number if your employee is relocating.

e Employee Store Location

If you have several business locations and you are using the Enterprise version of Envision, select the
appropriate location from the drop down list.

Employee Other Tab

Employee ld |ANDREW KELLY v Employee is Active Employee No. 5

Address Other ]Ce[tiﬁcations] Custom ] Notes ] Messages ] Senvices ] Payroll ]

Employee Type [NAIL TECH L4AA | Password [~

Birthdate | ~|  securityLevel |FRONTDESK - Sl

Date Started Ti28i2004 -|  Pagertype  [Mumeric | New

Terminated On | ~|  Ppagern 2 7] # Cancel
ID Card | b Next

Service Price Level i
You can set up to 10 different price levels for each Service. You assign each employee to a price level. This 4 Previous
allowys you to charge the cliert a different price for the same zervice depending upon who performs the work.

Service Price Level (1-10) 1%

Thiz method simiplifies setting up your service prices. A= you add [ hire new employees you only have to set
their appropriste price level and Envision will automatically start charging the correct service price.

Employee Type

You may create or select an Employee Type if your Employee Departments have different types of
employees under each department. You may also use this for categorizing your employee. An
example of an Employee Type would be Hair Color Specialist, or you may use the Type to specify
whether your employees are Full Time or Part Time. It is not necessary to enter an Employee Type.

To create an Employee Type, click on the Browse button to the right of this field. This is the button
with the three small dots.
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Lookup Employee Type E|
Search Characters
[
Employee Type ~
>
_|ESTHETIC L4
_[FRONT DESK L1
_[FRONMT DESK L2
_[FRONT DESK L4
_[MASSAGE THERAPIST L1
_|MASSAGE THERAPIST L3
_|MASSAGE THERAPIST L4
_|MAIL TECH L1
_[NAILTECH L2
MAIL TECH L3 ~
Search By
Emplayee Type j
Add New | 0K X Cancel |

The "Lookup Employee Type" window (shown above) will appear. Click on the "Add New" button in
the lower left-hand corner of this window. Enter a new Employee Type and click on the "OK" button.
Select this Type from the list and click on "OK".

Employee Dates

Enter the employee's "Birthdate" and "Start Date" if this information is available. The "Terminated On
date can be entered when the employee is no longer working for you.

Password and Security Level

The "Password" and "Security Level" are used for the program's security feature and Time clock.

A password for each employee will need to be entered if you would like to use Envision's Security
feature and Time clock. This is the password that each employee will use to login and logout with.
The Security Level can be selected after you have set up Security Profiles for different types of
employees.

Employee Pager Setup

The "Pager Type" and "Pager ID" are to be entered if you are using the pager system. Select the
Pager Type and Pager ID for the employee that you are entering information for.

Service Price Level

The "Service Price Level" is the level associated with the price levels you setup for services. This is
the price level that your employee will charge their clients.

Note: This Level is not displayed on the Employee List. The "Level" column on the Employee
Listis used for a KRS Level that is used by KRS Salons.
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Employee Certifications Tab

Certifications can be State, Federal, Local, or just created by you for your business. Enter them in the
"Employee Certification List" choice on the "Employee" menu, and they will be available to select here.

Employee Id |ANNE CREWY v Employee is Active Employee No. 2

Address ] Other  Certifications ]Cust_om] Notes ] Messages ] Sergices] anroll]

List Employee Certifications & Licenses K save

Certification Start Expires Save &

w

CITY LICEMSE ¥ cancel

¥
210
1=
1]
H

P MNext

4 Previous

(3 gven ] (i
(o somow | [

Employee Certifications

Click the small button in the "Certification" field and choose from a certification or qualification that you
entered during setup. After selecting the Certification, enter the dates the Certification is good for. If a
Certification or qualification has no expiration date, leave that field blank. If you press the down arrow
key on your keyboard, or press the Tab key from the "Expires" field, a new line is created for an
additional Certification. You may enter as many as you wish.

e To create a certification, click on the Browse button to the right of the Certification field. This is the
button with the three small dots.

Lookup Certification le

Search Characters

| Certifications '\

CIT LICENSE
4|STATE LICENSE

v

Search By
Description ﬂ

Add Mew | ¢ oK x Cancel

The "Lookup" window (shown above) will appear. Click on the "Add New" button in the lower left-hand
corner of this window. Enter a new Certification and click on the "OK" button. Select this Certification
from the list and click on "OK".
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e You may then enter the "Start Date" and "Expiration Date" of this Certification.

¢ If you would like to add more certifications for this Employee, click on the "Update Item" button and
then click on the "Add Item" button to select or create a different certification.

Employee Certification Buttons
e Update: Click the "Update Item" button to save the certification or license that you have selected.

e Add Item: Click the "Add Item" button to add a new line to the list so that you may select an
additional certification or license.

e Remove Item: Click the "Remove ltem" button to remove the additional item or line.

e Cancel Changes: Click the "Cancel Changes" button to cancel any changes that you have made
before clicking the "Update Item" button.

Employee Custom Tab

Employee Id |ANNE CREWY v Employee is Active Employee No. 2

Address ] Other ] Certifications Custom lNotgs ] Messages Sergices] anroll]

Driver’s License S Save

Save &

¥ cancel

210
1=
1]

H

P MNext

4 Previous

| Modify Custom Fields

Both Clients and Employee's can have custom fields. These fields allow you to create spaces to enter
information in addition to what is provided by the program.

Employee Custom Fields

Enter the information applicable to the Custom fields you have created. Since no program can
possibly foresee all the fields your particular business will require in the future, this screen is provided
SO you can create your own fields, and enter the corresponding information.

Modify Custom Fields

To set up a new type of field, click the "Modify Custom Fields" button and the following screen will
appear.
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Edit User Defined Fields

Edit User Defined Field Captions

User Field 1
User Field 2 Kids

User Field 3 Hair Type
User Field 4 Em Contact
User Field 5
User Field 6
User Field 7
User Field 8
User Field 9
User Field 10
User Field 11
User Field 12
User Field 13
User Field 14
User Field 15
User Field 16
User Field 17

llear Fiald 12

X

v

|V (o4 ||X Cancel|

To add a field just type the name you wish to appear and click "OK". Now this name will appear on the
Employee Custom Screens and you and your employees can enter the information. For example, in
the space next to "User Field 1" you might want to type "Spouse Name". Then click "OK" to save this.
Now when you use the program and select the Custom screen you will see a field for entering the
Spouse's name.

Examples of fields that you can set up are emergency contact fields, whether they are married or
single, or how many children they may have. You may then enter the information about your
Employees that you would like to include.

Employee Notes Tab

This is a screen with a single free text area that is unlimited in capacity.

Employee Id |ANNE CREW W Employee is Active Employee No. 2

Adidress ] Other ] Certifications ] Custom Notes IMessages] Sen;ices] anroll]

Ermployee will receive the greater of haurly ar commission during a payroll perind.|

Employee Note

This screen contains one field that is a text field. It has no limit to how much information you may

enter. It is very useful for entering comments on the employee's performance. These comments

would then be used to refresh your memory when you need to produce an Employee evaluation or
determine an amount for a raise.
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Employee Messages Tab

Unlike the Notes screen, these small text messages can be made to pop up when the employee
clocks in.

Employee Id |ANNE CREW v Emplovee is Active Employee No. 2

Address | Other | Certifications | Custom | Notes  Messages lSen_rices]anroll]

Enter Message [~ Check to alert Employee at Clock In «  Add New Msg I save

Save &

W Ccancel

ik

P oMex

4§ Previous

[+

Entered On Entered By Alert (Note Received

» ¥ |ASHAS ¥ Finish entering imventory tc

/\

Double click here to
see the full text of
saved messages

£

e Check to Alert Employee at Clock In

Messages

Select Message Message Details

Time Ay
Message Entered On 12/8/2005 5:34:07 PM
ntered On|Entered By Entered By

hen you get a chance, please finish
updating inventory today. Thanks!

s 2 Clear
_ #& Close
S~ —

If this box is checked, the message you enter will pop up on the screen when the employee clocks in
using the Time Clock.

Employee Add New Message Button

Click this button to add the message text you have entered to the list of messages. This saves the
message and clears the large text area for a new message.

Employee Messages Saved

This area of the screen will display all messages that have been saved and a brief portion of the text
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for each message.

Note: To see the full text of the message, double click the brief text under "Note".

Employee Services Tab

Qualified services that this employee is capable of performing can be entered on this screen. This will
be useful when scheduling appointments. If you have new front desk staff, they will not be able to
make the mistake of scheduling a service that the provider is not able to perform.

Employee Id |ANNE CREW [v Employee is Active Employee No. 2
Aﬂ(lress] Other ] Ce[tiﬁcations] Custom ] Notes ] Messages Services lanToII]
List Services this Employee is Qualified to Perform & Price Overrides
. . Senvice Time Commission |~ Cave &
panvice price Initial |Del:~|}.r |Complete Override
L CHIN WAX 0.00 00:15 00:00 00:00 0.00
|_|EvEBROW WAX 0.00 00:15 00:00 00:00 0.00
_|FACIAL WAX 0.00 00:30 00:00 00:00 0.00 b Nex
_[FULL ARM WAX 0.00 00:15 00:00 00:00 0.00
_|FuLL LEG WX 0.00 00:15  00:00  00:00 0.00
_[HALF ARM WAX 0.00 00:15 00:00 00:00 0.00
_|HALF LEG WAX 0.00 00:15 00:00 00:00 0.00
_|LIP WAX 0.00 00:15 00:00 00:00 0.00
_|[BACK TREATMENT {30MIN) 0.00 00:30 00:00 00:00 0.00
_|[BACK TREATMENT {60MIN) 0.00 01:00 00:00 00:00 0.00
_|BODY WRAPS 0.00 00:45 00:00 00:00 0.00
|_|BRIGHTENING ENHANCEMENT ° 0.00 00:30 00:00 00:00 0.00 .,
NE Department | ~|
3¢ | Addan | | Removenn |

Employee Services List

This listing displays the services this employee is capable of performing. Click the "Add Iltem" button at
the bottom of this screen to create a new row. Then click the small button in the "Item" field to get a
listing of the service items you have entered into inventory.

Employee Service Price

Enter a separate price that the selected employee charges if this price is different than the prices you
set on the "Pricing, Qty & Commission" tab when entering a service in the Service List. This price will
override the service price when this employee is selected in the POS window.

Employee Service Time

This screen will also allow you to set the length of time this employee takes to perform a service. You
can also enter a delay time and then a completion time. When this employee is selected in the
Appointment Calendar for an appointment, the times that you enter here will override the the time that
you have set for the service in the Service List. If the time will be the same as the time you have
entered for the selected service, it is not necessary to edit the time that appears.

Employee Commission Override

This field allows you to enter a specific commission override for an employee. Enter a specific dollar
amount in the Commission Override field if the employee needs to receive a specific dollar amount for
the service instead of their regular commission percentage.
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Employee Services Buttons

e Add Item: Click this button to add a row to the list above so that you may select additional service
items that this employee is capable of performing.

e Remove Item: Highlight an item on the list then click this button and the item will be removed from
the list.

e Update Item: Click this button to save an item added to this list. This will allow you to click the "Add
Item" button so that you may add an additional item.

e Cancel Changes: Click this button to discard any changes you have made to this list.

e Add All Iltems: Click this button and all of the service items you have entered into the system will be
added to this employee's record. You will be asked to verify this action before it is completed.

e Remove All Items: Click this button and all of the service items will be removed from this
employee's record. You will be asked to verify this action before it is completed.

e Department/Add All: Select a department using the drop down arrow if you would like to add all of
the services from one Inventory Department to this list. Click the "Add All" button after selecting the
department.

e Department / Remove All: You may also remove all of the services in one Inventory Department
from this list. Click the "Remove All" button after selecting the department.

Employee Payroll Tab

This screen allows you to setup the employee's payroll information. Use this screen to enter all of the
payroll information available for the employee you are adding to the list. A Commission Plan can only
be selected after you have set up your Commission Plan List.

Employee kil |ANNE CREW v Employee is Active Employee No. 2

Aﬂ(lress] Other ] Ce[tiﬁcations] Custom ] Notes ] Messages ] Services Payroll l

Payroll Options [ YTD Payroll Figures [ Adjustments H gavwe
; Save &
SSN Employment Status  |Full Time -
| ploys | I E
Hourly Wage | 0.00 FedWH Allowance | ] :|
Yearly Salary | 0.00  Extra Withholding | 0.o0
Commission Plan |STYLIST J Pay Type | j P Mexd
Daily Booth Rental | 0.00  Payroll Period |Weekl\,r j & Previous
POS Emp Ded Allow | 0.00  Filing Status |Sing|e j
State WH Allowance | I

[~ 1099 / Independent Contractor
[~ State WH Exempt

[~ Pay Greater of Wages or Commission

Payroll0|)t|ons| 2004 YTD Payroll Figures J Adjustiments

Employee Social Security

Enter the Employee's Social Security Number in this field.
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Hourly Wage / Yearly Salary / Pay Type

Select whether this employee is Hourly or on Yearly Salary by entering the appropriate rate and
selecting from the drop down "Pay Type" field, on the right, either Hourly or Salary.

Employee Commission Plan
Click the small button in this field to get a drop down listing of commission plans that you have created.
Selecting "Commission Plan List" from the "Accounting" menu opens a Commission Plan List that you
may use to create commission plans.

Daily Booth Rental

This is the fee you charge your employee to use their workspace. This is normally used only for
contract workers.

POS Emp Ded Allow

Enter an amount into this field that the employee is allowed to charge without a payroll deduction.
Employment Status

Select the type of status for this employee. Select from either Full Time or Part Time.

Fed WH Allowance / State WH Allowance

Enter the number of exemptions for the W-4 Form here.

Extra Withholding

Enter a dollar amount the employee requests into this field. This is the amount that will be withheld in
addition to the amount determined by the program based on their filing status.

Payroll Period

Select the type of payroll period for this employee.

Filing Status

Select the filing status for this employee from the drop down list.
1099

Check this box if a 1099 form is required for this employee. This usually only applies to contract
workers.

State WH Exempt
Check this box if this employee should not have State income tax withheld.
Pay Greater of Wages or Commission

Check this box if this employee is setup with an hourly wage as well as a commission plan and you
would like the employee to be paid with the pay type that is greater during a payroll period. For
example, if this employee has made more with commissions than they have with the hourly wage for
the specified payroll period, they will be paid the amount they made with commissions. If there is a
payroll period that their hourly wage is greater, they will be paid the hourly wage instead of the
commissions.
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YTD Payroll Figures Tab

This screen allows you to check all the payroll figures for this employee for the current year. These
figures are calculated by the program.

Employee Id |ANNE CREW [v Employee is Active Employee No. 2

Address ] Other ] Certifications ] Custom ] Notes ] Messages] Services Payroll

Payroll Options | YTD Payroll Figures [ Adjustments

Wages FICA
Commissions Fed WT
Tips State WH Tax

Payroll Options 2005 YTD Payroll Figures |h(ljustments ]

Note: For each new year, the title on the tab will automatically change to the current year.

Employee Adjustments Tab

This screen allows you to set a Payroll Adjustment that you have created that you would like to apply to
the selected employee. Payroll Adjustments can be created by clicking on "Accounting” on the Menu
Bar and selecting "Pay Adjustment List" from the drop down menu. When the payroll is calculated, the
payroll adjustment will be calculated for this employee.

Employee Id |ANNE CREW Iv Employee is Active Employee No. 2
Ag(lress] Qther ] Certifications I Cust_om] Notes ] Messaues} Services Payroll 1
Payroll Options | YTD Payroll Figures | Adjustments B save

Amount/
Percent %

B 500.00

Note

Type ‘Active

‘A Gave &

= MNew

*® Cancel

P Mext

4 Previous

HHHE

kI Update
3

Payroll 0|)li0||s] 2004 YTD Payroll Figures  Adjustments I

Employee Payroll Adjustment List
Click the small button in the "Type" field and choose from the Payroll Adjustments that you entered in
the Pay Adjustment List. After selecting the adjustment, change the amount or percent if necessary

and add a note if you need to keep a note on record for this adjustment. You may enter as many as
you wish.

Employee Payroll Adjustment Buttons
e Update: Click the "Update Item" button to save the adjustment that you have selected.

e Add ltem: Click the "Add Item" button to add a new line to the list so that you may select an
additional adjustment.

e Remove Item: Click the "Remove Item" button to remove the item or additional line.
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e Cancel Changes: Click the "Cancel Changes" button to cancel any changes that you have made
before clicking the "Update Item" button.

Employee Time Clock

The Time Clock can be a valuable management tool. Even employees that are not "On the Clock", will
have requirements for attendance. The hours recorded when each employee Checks In and Checks
Out here, will be available for payroll. Any messages entered into the program for an employee can be
set to pop up when the employee Checks In.

The Time Clock can be reached by clicking on "Employee" on the Menu Bar and selecting "Employee
Time Clock" as shown in the image below. You may also use the "Time Clock" button located on the
Tool Bar to open the Time Clock screen shown below. You may also click on "Timeclock - Check-In /
Check-Out" under "General Options" on the Employee Guide window to open the Time Clock.

£ Employes Guide General Options =N

iy e § Edit Employee File

|@ Emplovee Time Clack %

Manage Time Cards

Empl Schedul
7 e @ Employee Work Schedule
Employee Work History

€| Email Employes Notices = Timeclock - Check-In # Check- Out
Employee Certification List Time Clock @ Manage Tirme &5
Employee Departrment Lisk - . .
— — g:, Employee YWark Maotices / History
mployes Type Lis

The following screen will appear:

Employee Timeclock Login f Logout

Date ! Time | < |
Card Id |

Employee Id 3:)
Password Search

Check
Qut

‘ X Ccancel

G | B creskn

Time Clock Date/Time

This field is entered automatically according to the computer's clock. This can be overridden by
clicking the "Override" button, which is password protected.

Time Clock Card Id

Use this field to swipe a card that has the employee's Card Id on it. You may use this field to Check In
and Check Out instead of typing in an Employee Id and Password. You must select the "Login via
Employee Id Cards" option in the "Employee Timecard / Login" field under the "Options" tab on the
"Setup Program Preferences" screen to be able to login with a Card Id.

Time Clock Employee ID & Password

Employees have access to these two fields only. They will enter their Employee ID or number (Click
the "Search" button to open an Employee Search list if they are not sure what their Id or number is)
and then their Password before the program will allow them to click the "Check In" or "Check Out"
buttons.

Time Clock Check In / Check Out

After entering their Employee ID and Password, employees will click either of these buttons as
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appropriate. They cannot perform illogical operations. For example, if they checked in yesterday but
never checked out, they couldn't check in again until they check out from yesterday. This example is
why there is an Override for the manager to use. They must click either Check In or Check Out.
Pressing the Enter key on the keyboard will not clock them in or out.

Time Clock Override

Clicking this button allows you to override the automatic time and date that the program enters into
those two fields. The password used is the "Manager Override Password".

Manage Time Cards

This screen enables you to view and change the times that each employee clocked in and clocked out
at. The listing is sorted by the most recent dates first. Notice that if there was a "Manager Override"
used when the employee was using the Time Clock, there will be a check mark in the right hand box.

To reach the Manage Time Cards screen, click on "Employee" on the Menu Bar and select "Manage
Time Cards" as shown in the image below. Manage Time Cards can also be reached by clicking on
"Manage Time Cards" under "General Options" on the Employee Guide window.

[ ]

= Employes Guide General Options (2]

R
Employee List £ Edit Emplayee File

Employee Time Clock.

| Manage Time Cards P |
g

Employves Schedule
e 4 'z% Employee Waork Schedule
Employee Work Hiskory

) Emal Employes Notices Timeclock - Check-In / Check- Out

Ermployes Certification List @ benese Time Cams
Employee Deparktment Lisk . .
g:, Employeegork Motices £ History

Employee Type List

The following screen will appear. This is an example of what the Manage Time Cards screen will look
like:

Manage Time Cards

Time Card Work Mar
Fbl s Clocked In [Clocked Out Type Over
b [ 10/4/2005 09:33 AM work | 0.00 B
10/4/2005 09:34 AM work | 000 r
BARDARADUNTS  10/4/2005 09:35 AM work | 0.00 -
CONMNER MARLOWY | 10/4/2005 09:35 AM work | 000 r
DOMNA MARTIN 10/4/2005 09:36 AM work | 0.00 -

You may use this screen to manually edit the employees, dates, and times. Click on top of the
Employee name to select a different employee. To change the date or time, click right on top of the
date or time so that it is highlighted and type in the new date or time. You may then click on the
"Actions" button and select "Save Changes to Timecard".

The "Actions" menu (shown below) allows you to do the following:

Set New Date Range
Refresh

Add Mew Timecard
Save Changes ko Timecard
Remove Timecard

Set Time Waorked to 2 Hours
Set Time Waorked to 4 Hours
Set Time Waorked to 6 Hours
Set Time Worked to 8 Hours

Print Time Sheets
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Employee Schedule

The Employee Schedule is where you will set the hours that each employee is available for in the

Appointment Calendar.

To enter the Employee Schedule, click on "Employee" on the Menu Bar and select "Employee
Schedule" from the drop down menu as shown in the image below. You may also click on the
"Schedule" button on the Tool Bar. Another method of reaching the Employee Schedule is clicking on
"Employee Work Schedule" under "General Options" on the Employee Guide window.

'a: Employes Guide

Emplovee Lisk

@

Emploves Time Clock

Manage Time Cards

]

Employee Schedule <

Employee Work Histol?'}g

&

Email Employes Motices

Ermplaves Certification List
Ermplavee Departrent Lisk

Ermplavee Twpe List

Schedule For:  10/16/2005 to 10/22/2005 Date ‘WD” 9i2005 j] Today

5]

Schedule

General Options

£ Edit Emplayee File

"% | Employee Wyork Scheduls

Timeclock -
@ Manage Time Cards

g:, Employee YWork Motices / History

eck-In / Check- Cut

Employee Sun Wan e Wed Thy Fri Sal -
Phare Mo, Oct 16 Oct17 act18 act19 oct 20 Oct 21 orz2 | Click here to
print this

CAMPBELL, AMBER 0800 a 1000 & 09:00& 0%:00 & 10:00 & 1000 & 09008 SChEd"“e
719-635-8613 0B p 08:00 p 0500 p 05:00p 000 p 05:00 p 0400 p 4 5878
53.00 Hours OFF WORK WORK VWORK WORK WIORK WORK 9 10 11 1213 "4 15
COLTON, AMBER 0500 & 0300 & 0800 & 09:00 & 09:00 & 0300 & 0800& 1617 18 m 2? 2z
T19-687-7204 0200 p 03000 08:00 R 08:00 p 0200 p 08:00 p 04.00p 2324 25 26 27 8.9
55,00 Hours OFF WORK WORK HORK ORK VIORK WORK 30 31 Select a week
DILTS, CHERYL M 0500 03004 03004 0500 8 0300 03004 03004 . - r—j
BB7-7130 0500 p 03:00 p 0B:00p 0B:00 p 08:00 p 0B:00 p 04:00p Etey E“!l!::'lol);e‘?llflilgt{u'“u [y
55,00 Hours oFF WORK WORK WIORK ORI VIORK WORK k. Aty
SIMONS, CONNIE 0500 & 09008 09008 0008 09000 & 09008 0900 Name HOLMES, HOLLY A
BE57-80058 0500 p 08:00 p 0B:00 p 06:00 p 05:00 p 06:00 p 0400 p Work Date  10/17/2005
55,00 Hours oFF WORK WORK WIORK ORI VIORK WORK . -

Start Time  [02:00 AM 2. Enter the
MUELLER, DESEIE 00 a 11:00a 0300 q 10:00a 11000 03,004 03.00 "
718.667-2905 000 08:00 p 0B:00p 0E:00 p 0500 p 0B:00 p Op End Time  |08:00 FM Sta." Time, End
42,00 Hours: OFF e lammi— | OFF WORK VNORK WORK ) Time, Break

1. Double left Break Time |00:00 Time and T
FLOATER, FLORTER monal o d 0500 q 0900 q ggﬂg_/ 03,004 05.00q ype
osonp| ClICK ON a day 0B:00 p 200 06:00 p 04:00 p Type \Work R
5600 Hours: OFF M = VWORIC WYORK, WORK
HOLMES, HOLLY & 0800 a o 0%:00 & 10:00 & 09:00 & 0300& :
719686-1019 0E00p o500 p 0800 p 06:00p R Update | Cancl Click here to
44.00 Hours OFF OFF WORK WORK U ic clear the
te
INHOUSE, SALES pda © Eou[sbthat
ave been

WO (Eenis A entered in the
HORMAN, KATHY 0500 10004 10004 10:00 10:00 03004 03004 Click here to copy selected
6870735 1800 p 0500 R 0500p 0500 p 0500 p 0500p 0400p timeslot
38,00 Hours oFF WORK WORK IORK WORK VIORK OFF the schedule
MAINE, KELLY J 0500 10004 03004 0500 8 0300 03004 03004
B87-5542 0800 p 0200p 08:00p 08:00p 08:00 p 0800 p 04:00p
33,00 Hours oFF WORK OFF WIORK ORI VIORK OFF
FOOSHEE, KIMBERLY 05004 11:00a 10:00a %004 05004 03.004 03004
718-302-2267 0800 p 08:00p 08:00p 08:00p 0800 p 06:00 p 04:00p
42,00 Hours CFF WORK WORK ORK oFF VIORK WORK
KEWTON, LESLEY 0500 a 03.00q 0500 q 0900 q 1900 a 03,004 05.00q
718-223-5555 0300 p 08:00p 06:00p 06:00p 0&:00 p 06:00 p 0400 p
49.00 Hours: OFF WORK WORK WORK VWIORIC WUORK, OFF
PARKER, LYMM 0800 a 1000 & 03:00& 0300 & 09:00 & 0900 & 0300&
67-0220 000 p 0300 p 0800 p 0600 p 0500 p 06:00 p 04:00p
359.00 Hours OFF WWORK OFF WIORK VWIORK WHORK, OFF
JOHNSON, PAULA M 0500 a 0300 = 0800 = 0%:00 & 09:00 & 0300 & 08:00=
BE7-70%6 0500 p 0500 p 0s00p o600 p E00p 06,00 p 0400p
55,00 Hours OFF WORK WORK HORK ORK VIORK WORK
KEEHM, RACHEL & 0500 & 0300 & 0800 & 09:00 & 09:00 & 0300 & 0800&
4751481 1800 p 0500p 0800 p 000 p 0500 p 0500 p 0400p
45.00 Hours oFF OFF WORK IORK WORK VIORK WORK

Entering Schedule Hours

o Select a day from the calendar on the right. You may change the month by clicking on the small
arrows to the left and right of the month and year displayed

¢ Double left click on cell (day) to the right of the employee's name you are entering hours for.

e Enter the "Start Time", "End Time", "Break Time" and "Type" in the section below the name of the
employee and the Work Date.

o Click the "Update" button when you have finished entering this information.
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Under each employee's name and telephone number are the total Hours scheduled for the week.
Don't forget to schedule in "Break Time" for meals and breaks. These deduct from the total hours for
the week.

Copy Schedule

The following screen appears when you click the "Copy Schedule" button on the employee schedule
screen. This screen allows you to copy a schedule you have created for one week to as many weeks
as you wish. If there are duplicates already scheduled in the destination time period you will be warned
and allowed to make choices.

Copy Work Schedules g]
Select Which Schedules to Copy
Employee
(*) Copy All Schedules
(O Copy Individual Employee Schedule | J
Num of Weeks to Copy Schedule |1 S
Frequency to Copy Weekly -
Select Duplicate Schedule Option
() Prompt for each duplicate work schedule
O Aut tically overwrite existing schedule
() Leave all existing schedules as-is
|V [s]%¢ | |x Cancel|

Click either Copy All Schedules or Copy Individual Employee Schedule. If you select an Individual
schedule, you must select the employee from the drop down list in the Employee field.

In the # of Weeks field use the small arrow buttons to select how many weeks you want to copy the
schedule you created.

In case you have created future weeks schedules for this employee, you may not want to overwrite
them. For example, you may have gone 8 weeks into the future to change a days schedule for this
employee because of personal reasons. There are 3 options you may use to determine If and How
you will overwrite future schedules.

e Prompt for each: You will be prompted before overwriting future schedules will happen.

o Automatically Overwrite: This will overwrite all future weeks without prompting you.

e Leave all Existing: This will not overwrite any future weeks.

Clear Selected Day

You can also clear a selected day for an employee by highlighting the day and clicking the "Clear
Selected Day" button.

Click the "Actions" button to print this schedule.

Employee Work History

This feature allows you to keep records of your employees' work history.

The Employee Work History file can be reached by clicking on "Employee" on the menu bar and
selecting "Employee Work History" from the drop down menu as shown in the image below. You may
also click on "Employee Work Notices / History" under "General Options" on the Employee Guide
window to open this list.

© 2006 Ennoview, Inc.



114 Envision Users' Guide

8 crpioyes Guide General Options (]

Ermployee List g Edit Employee File

Employee Time Clock
Manage Time Cards

[ Emplovee Schedule @ Employee Work Schedule
| Employee Work Hiskory

= Timeclock - Check-In / Check- Out
Email Emplovee Motices

[@ Manage Time Cards

Employee Certification List

Employes Department List g:, Ermployee Work Motices £ History
Employee Type List J

This image below is an example of the Employee Work History list. The "Event Type" column will give

you an idea of what this feature can be used for.

Click the "New" button to
add a new item or click
the "Edit" button to edit

an item in this list

Click on the
"Actions" button
for a drop down
menu of options

e Exit

Work Date Work Time

] Mew = Edit | 4 First 4 Previous ® MNext ® Last | < Actions -

Initi...

Messa... ‘Reasnn

Employee Id Event Type

AMME CREW (Mema) [(Mermod|11/9)
_[ILEMA JONES Late OM (Memao) (Memo) 11/9/2005 S:46:43 PM

_|LITA SARVAN Evaluation Sk [iMemoy (Mermo) 11/952005 f47:25 P

| SALIMA MURPHY Fersonal Day Taken DM iMemo) {Mernao) 117852005 4744 P

SHAMNA THOMAS Mo Show Sk (Memo) (Memo) 11/9/2005 5:47:07 PM
Right click

anywhere in this list

for the same menu
options as the
"Actions'' menu

You may click the new button from this list to add a new file. The following screen will appear:

Edit ]
Employee Id ANME CREW

rev | J »@ Save &
Work Date 11482005 ~| Time |5:43FM M
Action |Medical ~|
Initials Cind

P Mext

Reason

4 Previous

Diactar's Appaintment

Notes
Leftat 11:00 AM - will be back at 2:00 Ph.

Employee Id

Select the employee that you are entering work history for.
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Work Date & Time

Select the date and time that the work history is for.

Action

Select the type of action for the work history.

Initials

Enter your initials if you would like to keep track of who enters employee work history.

Reason & Notes

Enter a reason for the work history or a reason that applies to the type of action and enter any
additional notes.

Email Employee Notices
This feature allows you to email your employees general notices, their work schedule or their
appointment schedule. To open the Email Employee Notices screen, click on "Employee" on the
Menu Bar and select "Email Employee Notices" as shown in the image below.

2 Employee Guide

Emplaoyee List
&) Employee Time Clack
Manage Time Cards
[E Employee Schedule
Employes Work Hiskory

|@ Email Employes Motices

Employee Certification List

Employee Departrment Lisk

Emplovee Type List

Send Employee Email Notifications E|
Type of Notice Select Employee Options
O General Notice FromDate  [11/102005 ~ [E
(=) Employee Work Schedule! | j

To Date 111712005 -

O Appointment Schedule .
Leave Biank for &1 cligng Format |I}0 not Send Client Info j

Enter additional text to be sent with the EMail

| 0% | [& send | [X Close |

Type of Notice

Select the type of notice you will be sending. Select either General Notice, Employee Work Schedule
or Appointment Schedule.
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Select Employee

Select the employee that you are sending the email notice to. If you would like to send the notice to all
of you employees, leave this field blank.

Options

Select the From Date and To Date and select the Client Format.
Enter Additional Text

Enter any additional text that you would like included in the email.

Send & Close

Click the "Send" button when you are ready to send the notices or click the "Close" button to close out
of the email notices screen.

Employee Certification Setup

To enter the Employee Certification List, click on "Employee"” on the Menu Bar and select "Employee
Certification List" as shown in the image below. Click the "New" button on the List Tool Bar to enter a
new certification.

2. Employee Guide

Emplovee List
Emplovee Time Clock.
Manage Time Cards
[B Employee Schedule Edlit
Employee Work History

=] Email Employee Matices
| — Certification

Employee Certification List

Employee Deparkment List

Employee Type List

This screen is used to enter qualifications that your employees have obtained. This could include
State Certifications, industry standards, Licenses, or qualification levels that you establish.

Employee Department Setup

To open the Employee Department List, click on "Employee" on the Menu Bar and click on "Employee
Department List" from the drop down menu as shown in the image below. Click the "New" button on
the List Tool Bar to enter a new department.

2 Employee Guide

Emplaoyee List
Emplovee Time Clock.
Manage Time Cards
Employees Schedule Edit
Employes Work Hiskory

=) Email Employes Natices

Employee Department |[S=E1s =50V

Employee Certification List

| Employes Departrment Lisk [
Emplovee Type List

[v Show Department in Appointment Calendar
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Employee Department

Enter a new department in the Employee Department Field. The following are some examples of
Employee Departments:

-Hair Stylist
-Massage Therapist

-Esthetician
-Nail Tech

Show Department in Appointment Calendar

Check this box if you would like a tab for this department available in the Appointment Calendar.

Employee Type Setup
You may enter Employee Types however you wish. The Type can be anything you would like it to be.
You may also create as many types as you wish. To enter the Employee Type List, click on
"Employee" from the menu bar and select "Employee Type List" as shown in the image below.

2 Employee Guide

Emplovee List
&) Employee Time Clock
Manage Time Cards
[B Emplovee Schedule Edit I
Employes Work Hiskory

(=) Email Employee Motices

Employees Certification List Employee Type |FULL TlMEl

Employee Department Lisk

Employee Type List

Click on the "New" button on the List Tool Bar to enter a new Employee Type. The above screen will
appear.

Clients

Client List

To enter the Client List, click on "Client" on the Menu Bar and select "Client List" as shown in the
image below. You may also click on "Add / Edit Client Information" under "General Options" on the
Client Guide window to open the Client List or click the "Clients" button on the Tool Bar.

€3 Client Guide General Options (2]

[ lentust | . .
e—" ﬁAdd £ Edit Client Infarmation

ad

Merge Duplicate Clients

Lookup Gift Certificates | Prepaids

@ Enter Client Formulas

Gift: Certificates

Word Processor QWDM Processor - Perform Mail Merges

Formula Lisk
Clients

3

® & 3

o Lookup Gift Certificate / Prepaid

Lead Source Type List e
@z Balances

Client Type List
Dccupation Type List

_ a= view / Edit all Gift Certificates
User Type List
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The following screenshot is an example of the Client List:

Click on the "New"
button to add a client
to the list or click on

the "Edit" button to
edit a client's record

| Mew = Edit

@ First

4 Previous B Next W Last

Actions -

Click on the
"Actions”
button for a
drop down menu

of options

E* Eit

Client No.

Client 1d

92|AMBER THOMAS
91 ANDY YWARSAN
70 AMME PEMBRODKE PEMBROOKE, ANME
50 ARLENE MAGENTA MAGENTA, ARLEME

Full Name

THOMAS, AMBER
WiARS ALY, ANDY

40724165132
32159248622
4078561248

Right click
anywhere in this list
for the same menu
options as the
"Actions" menu

Click the "New" button on the List Tool Bar to add a new client to the list or you may left click on a
client's name (must be highlighted) and click the "Edit" button to edit the client's file. You may also
double left click on top of a client in the list to edit their file.

Client Address Tab

Use this screen to enter or edit the basic address and contact information for a client. Notice there are
9 tabs across the top of the screen. Click each of these tabs to enter more information about a client.

Image Library

Client Id |ANNE PEMBROOKE Client is Active Client No. 70
Address . Other ~ Custom  Payment Activity  Products ' Motes  Formulas ' Appaintments
Salutation - Card Id 0 Gender
First Name |Anne M.L | D
) Female
Last Name |F‘embrooke O Child
Nick Name |
Prefers
Address 1 |451 2 Brawn Tree 5t ® None
Address 2 | O Male
) Female
City |oriando -
State |FL | @
Zip Code |
Exclude Tax On
Birthdate |  Anniv - [] Retail Sales HiEEElm
q Initial Visit
Phone | L Senices
[] Tanning Sales Last Visit
Mobile |
Hum Tickets
Work |
Total Sales
Email |
Avg Ticket
Akt Contact | C
~ Bal Due
Alt Phone |
(*) Dizable Last Update
[] Disable EMail Services N
Loyalty Pts

[] Disable Mailing Labels

[] This client is an Employee

Ti2s2004

8112004

20372006 4:01:45 PM
10

97376

97 .38

0.oo

2M 52006 11:47:21 AM

T

I Save

Save &

3 Ccancel
P Rext

4 Previous

DOymo

- E
E:

The Client ID is the name that you will usually use to search for a client or to select a client for
appointments or POS (Point of Sale) client information. You may enter any type of client ID, however
we strongly suggest that either a full first name and last name or full last name and first name be used
for the Client ID. It will be easier for every employee to enter a full name when searching for or
selecting a client from your client list when scheduling appointments or checking a client out.
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Clients can also be added to your Client List from the POS screen as well as the Appointment
Calendar. When you enter the client's information from these screens, the Client ID will automatically
be set to the first initial and last name of the client. It would be best to change this to a full first and last
name when adding clients from any of these screens. You may also change the default setting of the
Client ID format on the Setup Program Preferences' Other Tab. Click on "Company" from the menu
bar, select "Setup Program Preferences from the drop down menu and click on the "Other" tab.

Client Is Active

Check this box to keep this client available for selection.

Client No.

This number is assigned by the program to each new client record that has been entered.
Client Name

These fields are standard. The only added feature is the "Nickname" field, where you can enter a
name the client prefers being called.

Note: You can enter any salutation you wish, the drop down list is only for convenience.
Client Address

Enter the Client's address in the fields provided. There is an additional field called "Address 2" that
allows you to enter items such as "Apartment #3", "Deerfield Estates", or "Suite 301.

Birth date / Anniversary

These fields will allow you to identify people (by using reports) by their age group or anniversary. It's
obvious how this could be used to promote new products or services. You can mail coupons, for
example, to all your 50 and older clients so they can take a class for a discount. A second coupon can
be included so they can bring another person for free. This can help increase your client base.

Client Contact Information

This area of the screen allows not only telephone numbers but also Email address and an Alternate
contact such as a relative. The "Location" field is only applicable if you operate several locations, then
you would choose from the list which location entered this client.

Disable Email Services / Mailing Labels / Appointment Confirmation

Check these boxes to exclude this client from automatic email, mailing labels, or any appointment
confirmations that you generate to your clients.

Gender / Gender Preference

Gender: Checking a box here will allow you to get reports of all your clients based on their gender.
This could allow you to design tailored classes for "Women" only or "Men" only. Also, if you sell retail
products, many of these products could be gender specific. You could, for example, mail out coupons
for 20% off on a dietary supplement for women and mail it only to your women clients.

Gender Preference: Select a Gender Preference for the client if they prefer to have a male or female
service provider. If they do not have a preference, select "No Preference".
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Image Library

Click this button to open the Client Images window. The Client Images feature will allow you to add
images from a camera or from a location on your computer, view images, compare images, and edit
images.

Exclude Sales Tax

If for any reason this client need not pay sales tax on any of the Item types listed, check that item. One
example, if you are heavily discounting all your services to a charitable organization, you may be
allowed to not charge Sales tax on those services.

EMS Options

Select the Envision Messaging Service confirmation method this client prefers.
Last Update

Note the "Last Update - " at the bottom right of the screen. You will see this information on nearly all of
the screens. It not only tells you when the record was updated but if you are using a network, all users
must log on and this area will show the User Name that updated or entered the record.

Client Is An Employee

Check this box if this client is also an employee. When this client is selected in the Point of Sale
screen, the Employee Price will be applied to any items selected.

Client Other Tab

This screen allows you to enter additional information about a client that will help you to market and
develop promotional campaigns among other things. By using the comprehensive reporting of
Envision, you can use this screen to great advantage.

(o [T:11, 4 11 A HE PEMBROOKE] Client is Active Client No. 70

Address m Custorn ' Payment - Activity ~ Products ' Maotes ~ Formulas - Appointments

Membership TANNING MEMBERSHIP
Client Type [MULTI SERVICE CLIENT -] Cave &
User Type |SHORT HaIR j|
Loyalty Program  [GOLD PROGRAM -]
DiscountLevel  [GOLD MEMBER =]
Lead Source |EMF‘LOYEE REFERRAL j|

Employer | |
Occupation |MANAGER ﬂ|

Referred By Client | j| ‘{5 Dymo
Referred By Emp |E|ARE|APA DUNTS j|

Preferred Employee |E|ARE|ARA DUNTS j|

Memberships
A Membership will appear here if the Membership displayed has been sold to the selected client.

Client Type

Client Types are used to organize your clients into logical groups you may wish to target with specific
advertising or promotions.
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User Type

Select from the drop down list of User types. This is a list that you can create by clicking on "Client" in
the menu and select "User Type List" from the drop down menu. The User Type can be used for
anything that you would like to use it for. Entering types into these fields will help you with reports and
filtering out clients. The User Type is sometimes used for memberships. For example, Gold member,
etc.

Loyalty Program

Select a Loyalty Program for the client if you have setup a program to reward clients for purchases,
trying new products, referrals or prebooking.

Discount Level

The Discount Level is where you can apply a discount to anything the client purchases. For example,
if you have Point of Sale stations, when the employee enters the client ID, all the items for that
purchase will be automatically discounted by a certain amount. You could offer a 5% discount on all
retail purchases for those clients that elect to pay the extra money to join your "Platinum Membership"
program.

Note: You may exempt any item you wish from being automatically or manually discounted.
You do this using the Inventory Screen.

Preferred Employee / Lead Source

Use these fields and you will be able to report on things such as how many clients a particular
salesperson has brought into your business, how many clients a particular Stylist has, and what
generated the lead that brought this client into your business. All of these are valuable for marketing
and sales.

Client Employer / Occupation

Some things you can do if you use these fields:

1. You have a large corporation located near your business. You wish to promote your business to
the large number of employees in that corporation. You do a search of your current clients and see
that "Sally" works at that corporation. You click the "Message" tab and enter a message that you are
to be notified when Sally next checks in. You talk to her on her next visit and present her with some
20% off coupons for any employee of her company. She returns to work and drops them on a table in
the break room. You get 12 more clients from this simple effort.

2. You would like to run a class for "non-athletic" beginners. You wish to promote the advantages
your business can provide to these people. You do a report of occupations and see that 90% of your
clients are in occupations that are very "Non-Physical". Perhaps you should go back to the drawing

board and come up with a class that would interest those people who ARE physically active. Perhaps
"Dance” to add grace and balance for athletic people. This is the basis for your new promotion!

Referred by Client
Select the client from your list of clients that referred the client that you are entering into this list.
Referred by Employee

Select the employee from your list of employees that referred the client that you are entering into this
list.
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Client Custom Tab

Since your business will grow and your understanding of this program will increase, you will most likely
need to store additional information. 20 fields with no names are provided for this purpose. This will
allow you to track data that other programs would not allow. To create names for these fields, click the
"Modify Custom Fields" button and enter a name for your new field. This ensures that future users of
the program will enter the information you wish into these fields.

Client 1d |ANNE PEMBROOKE Client is Active Client No. 70

Address  Other | Custom “ Payment  Activity ' Products  Motes  Formulas  Appointments

Spouse | ‘ ‘
Save
Kids H s

Hair Type Sharl, Fine, Brunette ‘H Save & ‘
Em Contact MNew

‘ ¥ Cancel

‘) Mesxt ‘
4 Previous

‘ m Cymo

o

Modify Captions

Click the "Modify Custom Fields" button and the following screen will appear.

Edit User Defined Fields X

Edit User Defined Field Captions
User Field 1 Spouse|

User Field 2 Kids
User Field 3 Hair Type
User Field 4 Em Contact
User Field 5
User Field 6
User Field 7
User Field 8
User Field 9
User Field 10
User Field 11
User Field 12
User Field 13
User Field 14
User Field 15
User Field 16

User Field 17
llear Fiald 18

w

|V 0K ||X Cancel|

To add a field just type the name you wish to appear and click "OK". Now this name will appear on the
Client Custom Screens and you and your employees can enter the information. For example, in the
space next to "User Field 1" you might want to type "Spouse Name". Then click "OK" to save this.
Now when you use the program and select the Custom screen you will see a field for entering the
Spouse's name.
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Client Payment Tab

This screen provides fields to enter financial information about the client.

Chient Id |ANNE FEMBROOKE Client is Active Client No. 70

Address - Other “ Custorn - Payment  Activity ' Products ' Motes ~ Formulas  Appointments

State

Zip
Drversticense [ |

Enter Master Bill to Account Id
Master Billto Id =] Save &
H News

Membership Credit Card Billing Information
Credit Card | |
Bxpire ey | <l -] ow |
Name on CC | |
Billing Address |

| % Dyma

|
City |
|
|

Master Billing Account

You might use this if a company has setup an account with you to allow all it's employee's to get a 20
minute Tan each week paid for by the company. You would setup the Company as a client and then
each employee you added as a client, you would select their company as the Master Bill to ID.

Payment Type

Select the Payment type from the drop down list. If you select EFT (Electronic Funds Transfer), you
must enter the Bank account information directly below this field. If you select a credit card, fill in the
Credit card information starting with Billing Name. The SSN and Drivers License numbers are for
identifying the client at the POS if they wish to use a check.

Note: If you wish to use EFT, you must get setup with the bank and enter the banks

information into the program. You do this by selecting Bank List from the "Accounting"” menu,
click the "Actions" button and select "New" from the menu.

Bank Routing Number

The Routing code is used to identify a bank. It would be either an ABA (American Banking Association)
code or BIC (Bank Identification Code). An ABA code has exactly nine numeric digits, while a BIC has
either eight or 11 letters or digits. The Routing number is shown as number "1" in the below picture.

MERAD

1:04330086911: 1234 66T I 1957

Note: The check number is number "3" which matches the number at the top of the check.
Bank Account Number

The Bank Account Number along with the Bank Routing Number uniquely identifies the client to the
bank. Both numbers are required for Electronic Fund Transfer (EFT). The Account number is shown
as number "2" in the below picture.
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MERD

1:04330086911: 1234 668710 1957

Note: The check number is number "3" which matches the number at the top of the check.
Account Type

Check whether a Checking or Savings account is referred to by the bank account information.
Credit Card Information

Enter the usual credit card information in the fields provided. The "CVV" field is used for the CVV code
on the credit card. This is the 4 digit number on the front of an American Express card or the three
digit number on the back of other credit cards.

SSN & Drivers License

Enter the SSN and Drivers Licensed number into these fields to allow easy identification in the future
for the client.

Client Activity Tab

The Activity screen will provide you with transaction history and prepaid history.

(W T AN ME PEMBROOKE Client is Active Client No. 70
Address |\ Other | Custom | Payment | Activity ' Products | Motes | Formulas | Appointments
Sales History
+- Ticket: 5 on 8/1172004 at 3:18:52 PM Total: 70.00 Pay: O ACCOUNT - 70.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH B —
+-Ticket: 6 on 8/11/2004 at 3:19:06 PM Total: 70.00 Pay: OH ACCOUNT - 70.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH I
+-Ticket: 2T on 8/1T/2004 at 1:40:20 PM Total: 95.00 Pay: VISA - 95.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH Dlew
+- Ticket: 69 on 9/30/2004 at 2:37:21 PM Total: 45.00 Pay: MASTERCARD - 45.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH
+-Ticket: 104.0n 12/7/2004 at 12:11:56 PM Total: 50.00 Pay: MASTERCARD - 50.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH =
+-Ticket: 133 on 37212005 at 1:48:06 PM Total: 85.00 Pay: VISA - 85.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH
+-Ticket: 140 on 3/16/2005 at 3:24:41 PM Total: 80.00 Pay: VISA - 80.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH »  Next
+-Ticket: 141 on 3/6/2005 at 3:25:20 PM Total: -80.00 Pay: VISA - -80.00 Pay: CASH - 0.00 Pay: CASH Pay: CASH hd
‘
Prepaid ltem Availability
[ Count [ Date [ ) ~
Item Expires
| Initial Remain | Starts Ends | a ‘ % Dymo
L 1HOUR MASSAGE 1 1/ 1:27/2006 1272056
_ULTIMATE SPA MANICURE 1 1172772006 1272056
|_|ULTIMATE SPA PEDICURE 1 112772006 12772056

Client Sales History

This area of the screen will show all activity at the Point Of Sale screen for this client. This includes
purchases, returns, use of gift certificates, etc. The ticket number is also provided for you if you need
to look up ticket information or if you need to recall a ticket to make changes.

This is a useful tool to determine how "Good" a customer this is. Click the small "+" sign next to an
item to display the details of the transaction.

Client Prepaid Activity
This area of the screen keeps track of all prepaid items the customer has purchased. It shows the

period of time or number of uses purchased and remaining. These prepaid items are also displayed
above in the Order History section of this screen.
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Client Products Tab

125

This screen displays all the products this client has purchased. This will be very valuable when the
clients ask "What was the name of that product | bought last month?" type questions.

Client Id [] Client is Active Client No. 70
Address  Other ~ Custom ~ Payment L Activity | Products . Motes  Formulas ~ Appointments

Show Select Group of Purchases
@ Show Al O Retail Only () Service Only () Tanning Only ) Packages Only

Location Date Time Employee ltem Oty
MMN 172772006 (D1:36 PM INHOUSE TANNING MEMBERSHIP
_|MAIN 17272006  02:08PM  INHOUSE DAY AT THE SPA
MAIN 3162005 0324 PM BARBARA DUNTS HAIR COLOR
: MAIN 3162005  03:25 PM BARBARA DUNTS HAIR COLOR
MAIN 3i2/2005 01:48 PM INHOUSE GIFT CERTIFICATE
: MAIN 1272004 12211 P CARRIE CONNOR. GIFT CERTIFICATE
_|MAIN 9/302004 02:37PM  ANDREW KELLY MINI MANICURE
_[MAIN 9/30:2004  02:37 PM ANDREW KELLY PEDICURE
| [MAIN 8172004 01:40PM  BARBARA DUNTS BLEACH WTONER

e s

Price

1 150.00
80.00
85.00
50.00
25.00
95.00

Client Notes Tab

Use this screen for any general notes you wish to make about a client.
the amount of text it will contain.

Client Id [v] Client is Active Client No. 70
Address . Other ~ Custom  Payment  Activity  Products © Motes ' Formulas  Appointments

It is text only and unlimited in

This client may call for a short notice appointment. She is avery good customer and all effart should be made to help her.

k4 Save

Save &

3 Cancel
P hext

4 Previous

DOymo

aliidazd

Client Formulas Tab

This screen shows all the formulas entered into the system that apply to this client. The below screen

shows that the stylist keeps notes about the exact color this client likes.

Client Id |ANNE FPEMBROCKE Client is Active Client No. 70
Address - Other . Custom  Payment  Activity ' Products  Motes Formulas Appointments
Description Hem Id Employee Id Service Date ‘A ‘ L—j Save ‘
HIGHLIGHT FORMULA FULL HIGHLIGHTS BARBARA DUNTS 1272006 Save &
HAIR COLOR BARBARA DUNTS 1127/2006

Formula Details

3 Ccancel
P e

4 Pravious

GRB ANMD GMNW AND SN MIED WITH 10 VOLUME

Crytmo

§ ki
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Client Appts Tab

This screen allows you to set booking restrictions for a client and also allows you to view a client's

appointments for quick reference.

BETH MANMER

Client 1d

Address  Other -~ Custom  Payment L Activity ~ Products ~ Motes

Set Booking Restrictions

[] Activate Booking Alerts
() Alert Only O Do Not Book
[] Persistent No Show

[] unpaid Returned Check

Client is Active

Client No. 51

Formulas ~ Appointments

4 Save

Save &

¢ Cancel

I
Iz
o
E4

P hext

4 Previous

Print List of
U | | & Appointments

Appoinrtment List  * Red = ko Showe * Purple = Standing Sppt

Location Date Time Employee Service Trtmentga  |Bo0ked s
b (AT 8172004  [2:00:00 PM |ARNNE CREW

AN 10/8/2004  9:00:00 AWM CARRIE CONMNOR MANICURE

I 111052004 10:015:00 AM ANDREW KELLY 112 HOUR MASSAGE

AN 111152005 | 34500 FM  JOLIMNE MEYERS 1 HOUR MASSAGE

AN 1111720058 4:4500 P JOLIME MEYERS AROMATHERAFY PEDICURE

AN 1011720056 5:30:00 FW JOLINE MEYERS BEARD TRIM

AN 201712005 10:00:00 AWM ANDREWY KELLY 1 HOUR MASSAGE

Cryrmo

2
il

Booking Restrictions

This area will allow you to set booking restrictions for the selected client.

Set Booking Restrictions

[] Activate Booking Alerts
(& Alert Only O Do Not Book
[ Persistent No Show

] Unpaid Returned Check

my

Activate Booking Alerts

Check this box if you would like an alert to pop up when you select this client for booking an

appointment.

Alert Only / Do Not Book

Choose the option that you would like applied to the selected client.

When "Alert Only" is selected, you are still able to book the appointment. The following screen will
appear, depending on the reason that you selected or entered for the booking alert.
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Booking Alert El

/
@l This client has a booking alert!

Fred Moon has a booking alert for the following reasonis):

Persistant No-Show

Booking Aleris’ | Client Notes

3 Cancel Appointment

| 4 Book Appointrment

When "Do Not Book" is selected, you are not able to book an appointment for this client. The following
screen will appear depending on the reason that you selected or entered for the booking alert.

Booking Alert El

/
@l This client has a booking alert!

Erin Wright has a booking alert for the following reason(s:

Client has stolen products from the salon

Managemerit has turned off Appointment Booking for this Client! ‘

Booking Aleris’ | Client Notes

3 Cancel Appointrment

Persistent No Show

Select this option if the client has continuously missed their appointments. You may then decide
whether or not the appointment should be booked, or if you will need to send this client an appointment
confirmation. If "Do Not Book" is selected for this client, you will not be able to book an appointment
with this client until this alert has been turned off.

Unpaid Returned Check

Select this option if you have received a returned check for this client and they have not paid their
balance yet.

Note: The last field will allow you to enter any reason. This reason will pop up in the booking
alert window when this client has been selected for booking an appointment.

Appointment List
The list of appointments is useful for checking when the client's last appointment was or when the

client had cancellations or No Show appointments. You may also use the colors in this list to
determine whether the appointment was a No Show or Standing Appointment.
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Client Images

The Client Images feature can be used for the following:

View all Images for a client

Compare "Before and After" images

Edit Images

Add images from a camera or a location on your computer
Take pictures with a camera connected to your computer

The Client Images window can be reached by clicking on "Client" on the Menu Bar and selecting
"Client Images" from the drop down menu. This screen can also be reached from the Appointment
Calendar and from the Client List by clicking on the "Image Library" button on the "Address" tab of an
open client file.

§3  Clisnt Guide

Client List

| 4 Client Images 4

Merge Duplica?g\glients

Lookup Gift: Certificates | Prepaids
Gift Certificates

‘Word Processor

® & 3

Faormula List

Lead Source Type List
Client Tvpe List
Occupation Type List Imaue Lil}rary
User Type List

View All Images

When a client that has images in their file, the following screen will appear displaying all of their
images.

Client Images

3

Client 1 [ EERNIE @ THomas, AMBER

Iimage Options List of Images

Wiew All Images 112712008 152712006 112712006

Refresh Images

Compare Images

Edit Title and Motes

Image Editar

03:18 P

03:18 P 03:18 P

Add Image fram File

Add Image fram Camera

Exit
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If you would like to compare images, hold down your Ctrl key on your keyboard and left click on two of

the images that you would like to compare. The two images will be outlined in red as shown in the

image below:

Client Images

Client Id |AMEIER THOMAS

Image Options

~ &

Wiew All Images
Refresh Images

Compare Images

Edit Title and Motes
Image Editar

112712006

03:18 P

Add Image fram File

Add Image fram Camera

Exit

3

THOMAS, AMBER

List of Images

112712006 127i2006

03:18 P 03:18 P

Click "Compare Images" under the Image Options on the left to closely view the two images you have

selected.

Client Images

Client Id |AMEIER THOMAS

Image Options

Wiew All Images

Refresh Images

Add Image fram File

Add Image fram Camera

Exit

The bars below each image allow you to zoom in to the picture to view them more closely.

~ &

Before

3
THOMAS, AMBER

Compare Images After

Click "Refresh Images" under Image Options on the left to view all images for the selected

client once more.

© 2006 Ennoview, Inc.




130 Envision Users' Guide

Edit Title and Notes

The "Edit Title and Notes" option allows you to change the file name and add or edit notes for the
selected image.

Client Images

Client Id |AMBER THOMAS - | $D THOMAS, AMBER

Image Options Title IAmberAﬂer.jpg

Wiew All Images Image Notes

Refresh Images Professional Hair Makeover

Compare Images Frofessional Makeup

Edit Title and Motes
Irmage Editar

Add Image fram File
Add Image fram Camera

Exit

'—G ‘ I Save Changes

Picture Taken On  1/27/2006 3:18:49 P

‘ 3 Cancel Changes

Click the "Save Changes" button to save the information that you have added or edited on this
screen.

You may click "Refresh Images” under Image Options to view all the images for the selected
client.

Image Editor

Click "Image Editor" under Image Options to zoom into a picture and magnify specific areas of the
image.

Client Images

Client Id |AMBER THOMAS - | $D THOMAS, AMBER

Image Options

Wiew All Images
Refresh Images
Compare Images

Edit Title and Motes
Irmage Editar

Add Image fram File
Add Image fram Camera

Exit

A
Sw
I
L]

Show Image
I—G I"G = Magnifier L=
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The tools on the right allow you to print the image, zoom in and out of the image, and view the image
at it's smaller size or full size.

Adding Images
Add Image from File

Select this option, located under Image Options on the left, to select an image from a location on your

computer. If you are using a digital camera or scanner, you may have saved your images in a folder
on your computer. You may also select an image from a digital camera if you have one connected to
your computer. Browse to the location and select the image that you would like to add for the selecte
client.

Add Image from Camera

Client Images

Client 14 [AMBER THOMAS ~| @ THOmAS, AMBER

Image Options

Take Image from Video Camera

Wiew All Images
Refresh Images

Compare Images

Edit Title and Motes
Image Editar

Add Image fram File
Add Image fram Camera

Exit

z ! Enter Notes about Photo
5] Takepnoo | (B savepnoto

Video Source
Rescan Devices |

d

You may use this feature if you have a camera that is capable of taking pictures while being connected

to your computer. A web camera can be used with this feature.
Video Source

Select the Video Source with the drop down menu or click the "Rescan Devices" button to search for
the device that is connected to your computer.

Take Photo

You will see the image in the window above this button after selecting your video source. When you
are ready to take the picture, click this button.

Save Photo
If you are satisfied with the image, click this button to save the new image.
Enter Notes

Enter notes if necessary for the image you are saving.
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Click "Exit" under Image Options on the left to close the Client Images window.

Loyalty Programs

Loyalty Programs is a new feature of Envision that allows you to reward your clients for purchases,
trying new products, referrals and prebooking. Loyalty Programs can be setup by clicking on "Client"

on the Menu Bar and selecting "Loyalty Programs" from the drop down menu.

2 Cliert Guide

e

|£ ‘Word Processor

@" Faormula List
Lead Source Type Lisk

Client Images

Merge Duplicate Clients

Memberships L4

Lookup Gift Certificates [ Prepaids
2% Gift Certificates

Client Type List
Occupation Type Lisk
User Type List

Setup Loy

Lovalty Point Redemption
Lovyalty Paints by Client
Lovalty Points by Ticket
Lovyalty Program Lisk

A list of Loyalty Programs will appear. This list may be empty if you have not yet created a Loyalty
Program.

Loyalty Programs
] Mew (= Edit | 4@ First 4 Previous ® MNext B Last

GOLD PROGRAM
SILVER PROGRAM

Loyalty Program

Options Tab

Each of the tabs have options that allow you to setup / configure your loyalty program. You can setup

one or all of the options on each of the tabs.

Changes to the options here only affect "New Sales" that occur after the changes are made!

You have the option to create one or more loyalty programs, and can assign a different loyalty program
to each client.
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Program Description  |(cle]Rs]

Options . Sales . Tries New Product! Service . Referral ~ Appointment

Define your Loyalty Program

Each ofthe tabs have options that allow you to setup / configure your loyalty program. You can

setup ane or all of the options on each of the tabs.
Changes to the options here only affect"New Saled" that occur after the changes are made!

You have the option to create one or more loyalty programs, and can assign a different
lovalty prograrm to each client.

General Plan Options

Award points for each 400.00( of retail products purchased.

Award points for each 500.00| of services purchased.

Award points for each 200.00|  of tanning services purchased.
Redeem 10 | points for each 3.00( of product ! service price.

-

133

P Ned

4 Pravious

General Plan Options

e Retail Products purchased: Set points to award for a specified dollar amount of retail products

purchased.

e Services Purchased: Set points to award for a specified dollar amount of services purchased.

e Tanning Services purchased: Set points to award for a specified dollar amount of tanning

services purchased.

e Redeem points for each dollar amount of product / service price: Set the amount of points a

client can redeem for the dollar amount specified.

SalesTab

Use this tab to specify an amount of points to reward for Ticket Sales and Gross Monthly Sales.

Program Description |GOLD PROGRAM

Options m Tries New Product/ Service . Referral . Appointment
Ticket Totals
Award 2 L points if Total Retail Sales > 100.00( onthat ticket.
Award points if Total Service Sales > 200,00 onthat ticket.
Award points if Total Tanning Sales > on that ticket.
Award 2 2| points if Total Sales > 300.00( onthat ticket.

Gross Monthy Sales Options
Award a points if Total Retail Sales > 400.00( Ffor the month.

Award 3 points if Total Service Sales = S00.00( Ffor the month.

Award points if Total Tanning Sales > for the month.

3 Cancel

P Ned

® || @
o
éﬂvm

4 Pravious

Ticket Totals

Use this area to award points for Total Retail Sales, Total Service Sales, Total Tanning Sales and/or

Total Sales on a ticket (transaction).
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Gross Monthly Sales Options

Use this area to award points for Gross Monthly Sales totals for Retail Sales, Service Sales and
Tanning Sales.

Tries New Product / Service Tab

You may use this screen to award points for trying new products.

Program Description |GOLD PROGRAM

I
I
a
=
L)

Options . Sales | Tries Mew Productf Service L Referral . Appaintment

e &
W

aj
=

Award Points for Trying a Product / Service for the First Time h@ S

=
o

Award m : points for puchasing a new Retail Product.

Award points for purchasing a new Service.

Award points for purchasing a new Tanning Service.

ancel

*®

Ly}

P Mext

4 Previous

Trying a Product / Service for the First Time

You may enter an amount of points that will be awarded to a client for trying a new Retail Product,
Service and/or Tanning Service

Referral Tab

This screen can be used to award points to a client for referring a new client.

Program Description |GOLD PROGRAM

I
I
]
Z
T

Options . Sales | Tries New Producti Service | Referral ' Appointment

e &
W

@
=

New Client Referrals o s

1=
o

Award 3 : points for referring a new Client.
b4 neel

P Med

l9]

4 Pravious

New Client Referrals

Enter an amount of points that will be awarded to a client each time they refer a new client.

Appointment Tab

The Appointment Tab can be used to award clients for Prebooking appointments.

Program Description |GOLD PROGRAM

I
I
]
Z
T

Options . Sales | Tries New Product/ Service ' Referral | Appointment

e &
W

@
=

Prebook Appointment »ﬁ 3

1=
o

a . . .
Award E +  hoints for prebooking their next apy.

#® Cancel
P MNed

4 Pravious

Prebook Appointment

Set an amount of points to reward a client each time they prebook their next appointment.
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Memberships

Memberships is a hew feature of Envision that will allow you to sell Memberships to your clients.
Memberships can be setup by clicking on "Client" on the Menu Bar, selecting "Memberships" and
"Setup Membership Programs".

2 Cliert Guide

Client List
. Clisnt Images

Merge Duplicate Clients

Loyalty Programs L4

Memberships

Lookup Gift Certificates [ Prepaids Manage Membership Subscriptinns
2% Gift Certificates

[ word Processor Membership Billing Report

@' Formula List Memberships by Client

Lead Source Type List List Membership Programs

Client Type List =
Occupation Type List Setup Membership Programs

User Type List

A list of Memberships will appear. This list may be empty if you have not yet created a Membership
Program.

Memberships

L] Mew = Edit | 48 First 4 Previous ® Nedt 9 Last Actions ~ | E* Exit

Membership Program

3E MEMBERSHIF
TAMMING MEMBERSHIP

Edit Tab

This screen is used to setup the Membership Program.

Edit . Products f Services

Program Name  TANMING MEMBERSHIF|

Description 1 Year Tanning Membership - Unlimited

necel

X (% |I
9 = 2| o
£ 5 £

Loyalty Program [GOLD PROGRAN +| cotor | EEG—_— - |
6L Revenue Acct |SERVICE EXPENSE -]

v

Mext

4 Previous

Payment Amount 30.00|  Initial Deposit 100.00
Billing Cycle Monthly ~ | Billing Options |E|i|| on Anniversary Date - |
Term* * 0 Term = Autamatic Renewal

Prorate to Start of Initial Billing Cycle

Select Membership Rewards
(® Setup Discounts on Retail f Services f Tanning Types
(O Setup Discounts on Individual Products f Services

Program Name

Enter a name for the Membership Program.
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Description
Enter a description for the Membership Program.
Loyalty Program

You may select a Loyalty Program for this Membership if you would like the clients that have
purchased this Membership on a specific Loyalty Program.

GL Revenue Acct

If you have accounts setup in the program, you may associate this Membership Program with a
specific GL Revenue Account.

Payment Amount

Enter the amount that the client will be charged at each Billing Cycle.

Initial Deposit

Enter the amount that the client will be charged when they purchase the Membership.
Billing Cycle

Select how often the client will need to pay for this Membership.

Billing Options

Select from the drop down menu the Billing Option you wish to use.

Select Membership Rewards

Select one of the options here. You may setup discounts on Retail / Services / and Tanning Types or
you may may setup discounts on specific products and/or services.

Products / Services

Use this screen to setup a Discount Percent by Type (Product / Service / Tanning) or set a discount or
specific price for individual products and/or services.

Edit | Products f Services
Option 1 - Set Discount Percent by Type {Product / Service / Tanning)
"ﬂ MNew
Option 2 - Set Discount or Price individually by Product or Service
3 Cancel
Product / Service Type Discount Pct |Fixed Price ‘A
|1 HOUR & 30 MIN MASSAGE By Discount 10.0000 0.00
_|1 HOUR MASESAGE By Discount 10.0000 0.00
|#|HOT STONE MASSAGE By Discount 10.0000 SEG_—_G
A
| _'] Add kem | | L—j Update | Department | j
| * Remove | | ¥ cancel | | Add Al | | Remove All |
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Option 1 - Set Discount Percent by Type (Product / Service / Tanning)

Set a discount percent by the type of item. Enter the percent as a whole number in the field to the rig
of the type you would like to set the discount for.

Option 2 - Set Discount or Price individually by Product or Service
Set a Discount Percent or Fixed Price for individual products depending on the type you select

Department Selection

Select a department here to add all of the items from a department to the list. Click the "Add All"
button after selecting the department. You may also remove all of the items from a department by
selecting the department and clicking the "Remove All" button.

Merge Duplicate Clients

ht

This feature allows you to combine multiple client files into one client file. For example, if you have two

Client Id's entered for one client, you may merge one of the Id's with the other so that all of their
activity, sales and appointment history is in one file.

To select the "Merge Duplicate Clients" option, click on "Client" on the Menu Bar and select "Merge
Duplicate Clients" as shown in the image below.

§2 Cliert Guide

Client List

®

Client Images

Merge Duplicate Clients < |

Laakup Gift CertiFicatesT‘lE‘\;epaids
Gift Certificates

‘Word Processor

® & 2

Formula Lisk

Lead Source Type Lisk
Client Type List
Occupation Type List

User Type Lisk

The following screen will appear, allowing you to merge two clients into a single record. Select the
Duplicate Client that you would like to remove and then select the Master Client that you would like to
merge the duplicate information to. Click on the "Merge" button after selecting the Duplicate and
Master Client ID's.

Client Merge §|

This option allows you to merge two clients into a single record.

Step 1 - Select the Duplicate Client that you wish to remove.
Step 2- Select the Master Client you wish to merge the duplicate information to.

Duplicate Client ID |SARAH JOMES 1 J

Merge Duplicate Client to |SARAH JOMES J

Thiz process can he time consuming. Flease make sure everyone is out ofthe system
and all screens are closed prior to executing the merge command.

Lo Meroe | |X Cancel
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Lookup Gift Certificates / Prepaids
Use this feature to locate clients with either gift certificates or prepaid items that are available for use.
This screen can be reached by clicking on "Client" on the Menu Bar and selecting "Lookup Gift
Certificates / Prepaids" as shown in the image below. You may also click on the "Lookup" button,

located on the Tool Bar to open the following screen:

§2 Client Guide

Client List

ad

Client Images

Merge Duplicate Clients

Lookup Gift: Certificates | Prepaids

Gift Certificates

‘Word Processor

% & 3

Faormula List

Lead Source Type List &D
Client Type List Look up $

Occupation Type Lisk

User Type List h

The following screen will appear:

Gift Certificate f Client Prepaid Check

Locate Client Via Client No.
() Client Id () Gift Certificate Mo. Client Id
(O Client Card Mo. (&) Gift Card No Name Showing All Clients
Gift Card No. 01 :%: Lo ate ‘ p Seatch

Gift Certificates ] Prepaid tems |

Cert No. ‘Giﬂ Card No. |Client Id soon | pift Certificate -
|Used Initial Value
» 0|ANME PEMBROOE ar2i200a 0.00 100.00
25 0 AMEER THOMAS 224{2005 0.00 50.00 50.00
21 £736 ANMNE PEMBROOKE | 12/7/2004 0.00 £0.00 £0.00
10 53124548 MARJORIE KELF 813172004 0.00 £0.00 50.00
13 0 AMBER THOMAS 111162004 0.00 50.00 50.00
14 0 AMEER THOMAS 111162004 0.00 50.00 50.00
g 75634 MAUREEN GLAYTON | /3172004 .40 50.00 2860
23 0 AMEER THOMAS 32112005 000 100.00 100.00
b

Lookup Via

Select which item you wish to use for looking up a client. This will depend upon what information you
have available when the client arrives.

Lookup Text Field

Enter the information that applies to what you selected to use for lookup. This field title will change
depending upon your selection in the Lookup Client Via fields. Click the Lookup button after entering
the information.

Locate and Search Buttons

If you entered data into the lookup field, click the lookup button and only those clients or single client
that match the information you entered will appear. Simply highlight the correct client and click OK.

© 2006 Ennoview, Inc.



Clients 139

If you don't have any information for lookup, click the search button and you will be presented with the
client list that you can use to sort and browse to find the client.

Lookup Gift Certificate / Prepaid Items

Click the tab that is applicable to what you are looking for. The information that applies will be
presented.

Gift Certificates

This feature allows you to manually enter a gift certificate as well as make changes to gift certificates if
needed. You may also lookup information about the usage of a gift certificate.

To enter the Gift Certificate list, click on "Client" from the menu bar and select "Gift Certificates" as
shown in the images below.

§3  Clisnt Guide

Client List

"

- Client Images

Merge Duplicate Clignts

Lookup Gift: Certificates | Prepaids

& &[5

Gift: Certificates I

‘Word Processor

Farmula Lisk

Lead Source Type List
Client Type List
Ocecupation Type List
User Type List

A list of gift certificates that have been entered and sold through the program will appear. The
following screen is an example of what the Gift Certificate List will look like.

Click on the "New" button
to add a new Gift
Certificate or click on the
"Edit" button to edit a Gift
Certificate in this list

,j Mew:

Click on the "Actions"
button for a drop down
menu of options

actions - | EJ* Exit

) o Girt
Client Id Purchased Ticket
By [Amount JUsed  [Remain [Expires

4 First € Previous B MNext |9 Last

‘Giﬂ ‘Gi‘ﬂ Card

3 0/ AMBER THOMAS AMBER THOMAS 45 50.00 50.00(12 244
14 0 AMBER THOMAS AMBER THOMAS 45 50.00 0.an G0.00/12/30/13494
23 0 AMBER THOMAS AMBER THOMAS 124, 200.00 80.00 120.00) 124301899

Right click anywhere in
this list for the same
menu options as the

"Actions" menu

The following screen will appear when you select either "New" or "Edit" from the Gift Certificate List:
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Edit ]
Gift Certificate No. 23 Gift Card No. E = kH  Save
Client Id AMBER THOMAS - I Save &
) : =
Date Sold 2i24J2005 - POS Ticket Information
Starts On 2/24/2005 «|  Ticket No. 125
e ] sousy INHOUSE b Next
Purchased AMBER THOMAS
Original Amount 200.00 By
_—
Amount Used 80.00  Amount Remaining 120.00
Note |
Usage History
Ticket No. [Date |client Mo.  [client I Amount Used ~
L 12622412004 a2 AMBER THOMAS a0.00
W

Gift Certificate No.

This is the number that is assigned by the program to each new gift certificate entered or sold in the
program.

Gift Card No.

If you use gift cards, you may use this field to enter the card number. Click in this field so that the
cursor is blinking (erase the zero if there is a zero in this field) and swipe the card. The card number
will automatically appear in this field. You may also use this field to enter a specific number for this gift
certificate or card.

Gift Certificate Client ID

The client that should be entered into this field is the client that will be using the gift certificate. You
may select the client from the drop down menu.

Gift Certificate Dates

e Date Sold: Enter the date that this gift certificate was sold on.

e Starts On: Enter the date that the client can start using this gift certificate.

e Expires On: Enter the expiration date of this gift certificate.

Gift Certificate Amounts

e Original Amount: Enter the amount that the client paid for this gift certificate.
e Amount Used: Enter an amount that was used.

POS Ticket Information

This area will show ticket information if the gift certificate was sold through the POS window of the
program.
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Amount Remaining

This area will show the amount remaining that can still be used.

Gift Certificate Note
Enter a note for this gift certificate if needed.

Usage History

This area will show the ticket information if this gift certificate has been used in the POS window.

Word Processor

Selecting "Word Processor" on the "Client" menu will bring you to this handy word processor that will
insert information into a document you create, stored in the program. While not as comprehensive as
a major word processing program, all the essentials are included. The buttons are standard to all word

processing programs.

The extremely easy to use Merge feature allows you to create a template document (like the one
shown in the screen shot below) and when printed it will automatically insert your salon information and

the client information.

File: Birthday with Graphic.RTF Y new | @ open | b save | & Print I

Actions -

| T avpisl
L . 1

Sl m<n s 2| o] ==

= {1l

SERCE:

EEEE

Current Dste A

- I%SALON_NAME
. PSALON_ADDRESS
SALON CITY ST _ZIP

iCongratulations! |tz your hirthday.

<

I T
- P

Salon Mame

Salon Address
Salon City St Fip
Salon Phone

Prirt Salutstion

Prirt Full Matne

Prirt First Matme
Prirt Last Matme
Prirt Addressi

Prirt Address2

Print City

Prirt State

Prirt Zip

Print City St Zip
Print Phane

Print Email

Print Employer Mame
Print Birthclay

Mext Appt Date
Mext Appt Time
Mext Appt Service
Mext Appt Employee
Preferred Stylist
Gift Cert Amount
Gift Cert Date

Gift Cert Expires
Gift Cert From

Gift Cert To b

Edit |PreviewJ Setup Merge ‘
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Actions Menu

Mew
Open
Save
Save hs

Undo Change

Borders

Bullets and Muribeting
Indent and Spacing
Tab Settings

Insert Graphic
Insert Symbol
Insert Table

Page Size
Prink

£ Merge

Set as Gift Certificate Form

% Copy EMails bo the Clipboard

e New / Open / Save / Save As: Select these choices for the standard windows actions. The first 3

are duplicated with buttons at the top of the Word Processor screen.

e Undo Change: Select this choice to undo the last change you made. This is a very handy choice.

Borders and Shading:

Borders and Shading

5
[ r
Double Line r
Width Opt =
Space 0pt =
Shading C 1~
0% =

Borders

[z ][}
5a] |

== |

X

Test

S JEE] |

Draw box |

Cancel |

Select the text first then the items you choose here will be applied to that text.

Bullets / Numbers / Outline:

Bullets

Bullets l Numbers] Dutline]

° m}
° m}
° a

Add

Cancel

Select the type of bullets, numbers or outline options for the text you have selected.

© 2006 Ennoview, Inc.



Clients 143

Indent and Spacing:

i i5)

Alignment Left b

Indertation

Left 'w First Line 0.00in =

Right 0.00in =

Spacing

Befare 0.00in +  Linespacing Yalue

After [onin 2] [maipe -] [ro :
Cancel

The choices you make here will apply to the paragraph you have your cursor located.

Tabs Settings:

Tabs E|

s N
ok
0.00in = Insert
Cancel

Alignment

Delete (s Left " Right " Center " Decimal
Delete Al Default tabstop: [0.18in =

These settings will apply to the entire document. A common setting for default would be to enter 0.05
into the "Default tabstop" and then press "OK".

e Insert Graphic / Symbol / Table: Select these choices to insert into your document at the cursor
position, a graphic (picture - either a .bmp or .jpg). Symbols from the various character sets you
have installed on your computer, such as the copyright symbol. Or you may insert a Table where
you select the number of Rows and Columns, Alignment, etc.

e Page Size / Print: Select the Page Size to set the size of paper you are printing on. You also select
the margins and whether to print in Portrait or Landscape.

e Merge: This option allows you to setup filters for the clients that you would like to send your
document to. You may then merge the client information into the document and print the letters or
you may merge and email the letters to your clients.

e Copy Emails to Clipboard: This choice will parse through your customers (with filtering) and
extract their email address's to the clipboard. You can then paste them into your email program.

Font Type and Style
These three fields allow you to select,

e Font Style:

| &rial |

Arial, Times New Roman, etc. Only fonts you have installed on your system will be displayed.
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e Font Size:

11*'

Font size is given in "Points". 11 points is approximately between the old typewriter Elite and Pica and
is the most common size. Note that different styles of fonts will have different sizes.

e Font Color:

-]

Select the color you wish for the text. You may drag across certain parts of your letter and color only
those parts. Of course, you must have a color printer to see this.

Font Attribute

In B z|U]|

These 4 buttons will change the appearance of the text.

B = Bold, | = Italic, U = Underline. Click the "N" button to change the text back to normal.

You can click one of these buttons and start typing new text with the attribute in effect, or you may drag

your mouse arrow across text so that it is highlighted and then click an attribute button to change that
text only.

Text Alignment

==

Click one of these four buttons to align your text in different ways. In order from left to right the
buttons:

e Left align, ragged right

¢ Center, this is what we used for the heading of the sample letter.
e Justified, both sides aligned

e Right align, ragged left

Undo Button

2|
Click this button to undo the last action you made. You may also use the keyboard shortcut, "Ctrl" +

"Z"

Manipulate Text Buttons

it 1= il
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These three buttons will move the text around the letter.

e Cut: Remove to the clipboard the highlighted text.

e Copy: Copy to the clipboard the highlighted text.

o Paste: Place the text on the clipboard into the location of the cursor.
e Spell Check: Click this button to run the spell check feature.

List Buttons

These four buttons will make portions of your text stand out.
e Bullets: Click this button to indent and place small dots in front of each item.

e Numbers: Click this button to indent and sequentially number each line. This is what we did in the
middle of the sample letter.

e Increase Indent: Click this button to move the highlighted text further to the right.
e Decrease Indent: Click this button to move the highlighted text further to the left.

Merge Field List

Current Date
Salon Name

Salon Address
Salon City St Zip
Salon Phone

Prirt Salutation
Prirt Full Mame
Prirt Firat Mame
Prirt Last Mame
Print Address1
Print Acdress?
Prirt City

Print State

Prirt Zip

Prirt City St Zip
Print Phone

Prirt Ermail

Prirt Employer Mame
Print Birthclay
Mext Appt Date
Mext Appt Time
Mext Appt Service
Mext Appt Employes
Preferred Stylist
Gift Cert Amourt
Gift Cert Date

Gift Cert Expires
Gift Cert From

Gift Cert To

Gift Cert Mumber
Gift Cert Alt Mumber
Gift Cert Note

This is the list of fields available to insert into your letter.

Place the cursor on the location in your letter to insert the field, then double click the field and it will be
instantly placed in that location. Don't forget to place spaces after fields that follow each other.

For example if you insert the field "Member Salutation” (Mr. Mrs., etc) and then double click "Member
Last Name" to insert it, your final letter will look like this: Mrs.Jones.

However, if you insert "member Salutation" then press the space bar, then insert "Member Last
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Name", it will look like this: Mrs. Jones, which is correct.

Preview Tab

Click the Preview button to view a preview of the document with the merged information. The preview
screen will look similar to the following screen shot:

BT NS METET RN RS 1 |

~

YOUR SALON
775 3 Kirkman Rd
Qrlando, FL 328711

Congratulations Arlene! Its your birthday!

Please call our salon for a special gift!

Sincerely,

TYOUR SALON

Edit  Preview ‘ Setup Merge]

Setup Merge

This screen allows you to setup filters for the clients that you would like to send your document to. You
may then merge the client information into the document and print the letters or you may merge and
email the letters to your clients.

Select Clients for Merge

This option allows you to select a subset of your client list to send a letter / email to.
Current Filter: FEBRUARY BDAY
Number Clients: 4

Setup and Activate Filters

Merge and Print

This option will print a letter to each of the clients that match the filter you have selected. If you do
not select a filter you can print this letter to all of your clients.

Press the "Merge and Print” button. After the merge has completed you will see the Preview
window where you can review the merged documents prior to printing.

| Merge and Print

Merge and Email

Subject: |

Sending Email to: Merge and Send
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Setup and Activate Filters

Enter Options to Set Client Filter

Description |LEAD S0URCE - NEWSPAFER . Actions ~
Filter List l Client Options | Appointment Options | Sales Options]
[ I T S I
Description Updated By ‘Updated on ‘ -
_[FEBRUARY BDAY ASHASA 11118/2005 2:44:03 PM
LAST WIST - 10/05 TO 11405 ASHASA 11114/2005 2:42:55 P
f ' 2 Ph
A
Select Filter Options then press Ok button | 4 0K | | 3 cancel |

This area of the screen shows all the filters you have created. Double click one to select it for the
current operation.

Filter - Client Options

Enter Options to Set Client Filter

Description |LEAD SOURCE - NEWSPAPER

Filter List Client Optians | Appointment Options | Sales Options |

[]iActivate First Visit Date Filter: From To
[] Activate Last Visit Date Filter From To

[] Activate Anniversary Filter | J
[ Activate Birthday Filter | =l
[] Activate Preferred Stylist Filter | B
Activate Lead Source Filter |NEWSF'AF'ER J
[] Activate Client Type Fitter | =
[] Activate User Type Filter | J
[ Activate Client Range Filter From | | To | B
[] Activate Zip Code Filter From To
[] Activate State Filter From To
[] Activate City Filter From | To |
Select Gender Select EMail Select Active
@ All @ All @ All
O Male Only (O Wvith EMall Address O Active Only
O Female Only O Without Email Address O Inactive Only
Select Filter Options then press Ok button | 4 0K | | 3 cancel |

Use this screen to select various parameters about the clients. Select the type of filter you would like
to activate and then set the ranges or selections for the filter. If you are only setting one filter, make
sure that you do not have any other filters activated on any of the filter screens.
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Filter - Appointment Options

Enter Options to Set Client Filter

Description |LEAD S0URCE - NEWSPAFER . Actions ~
FiIterList] Client Options  Appointment Options lSaIes Options]
Activate Appointment Filter: From ,W‘
To ,W‘
With Empld  [ANNE CREW =l
Select Filter Options then press Ok button 4 0K | | 3 cancel |

Use this screen to select clients for their appointment activity.

Filter - Sales Options

Enter, Options to Set Client Filter

Description |LEAD S0URCE - NEWSPAFER
FiIterList] Client Options ] Appointment Options  Sales Options l

[] Activate No Activity in n Days
Activate Top n Most Active Sales Filter 10

Activate Product Sold Filter From ,W‘
To ,W‘

SoldByEmpld | =

Product 1 |EIIOSILI< FINISHIMG SPRAY FJ

Product 2 |EIIOSILI< FINISHIMG SPRAY PJ

|

Ak

Product 3 |E||OSILK FRUIT COCKTAIL J

Product 4 |EIIOSILK GLAZING GEL J

Product 5 C SILK POMADE 407 e

Option
(=) Select ProductsiServices Purchased
(O Select ProductiSerices Mot Purchased

Select Filter Options then press Ok button | 4 DK | | 3 Cancel

Use this screen to select clients for their sales activity.
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Merge and Print / Email
Merge and Print

Click the Merge and Print button to preview the document you will be sending to the clients that you
filtered out or to all of your clients. If you have not setup any filters, you will receive the following
message:

Confirm

&

Wou have not sek any Filker!

D viou wish ko send Hhis letker ko all clients?

Cancel

Click the "OK" button to send the document to all of your clients, or click the "Cancel" button to set a
filter.

If you have set a filter, the program will jump to the "Preview" screen and you will receive the following
message:

Infarmation

i ] Merge Complete!

Please preview the merged documents and
press the Print bukton when ready,

Click the "Print" button at the top of the Preview screen to print your documents.
Merge and Email

Click this button to merge the client information with your document and email this to the email
address available for your clients.

Email Subject

Enter a subject for this email that describes the email you are sending to your clients.
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Formula List

The Formula feature saves the instructions for custom mixing products to satisfy a particular client.

To enter the Formula List, click on "Client" on the Menu Bar and select "Formula List" as shown in the
image below. You may also use the "Formula" button located on the Tool Bar to open the Formula

List.

§3  Clisnt Guide

Client List

bd

Client Images

Merge Duplicate Clignts

Lookup Gift: Certificates | Prepaids

General Options

ﬁAdd { Edit Client Infarmation

e;

Gift: Certificates

‘Word Processor

&) & &

Farmula Lisk N

Lead Source ﬁ%a Lisk
Client Type List
Ocecupation Type List
User Type List

Edit ]
Description
Chient Il
Service ld
Employee Id

Date

Formula Specifics

Formulas

The following screen will appear after clicking "New" or "Edit" from the Formula List:

@5!] Enter Client Farmulas

®Wnrd F'rnggs

Lookup Gift Certificate / Prepaid

_

@=. Balances

or - Perform Mail Merges

= view f Edit all Gitt Certificates

|ANNE PEMBROOKE

|COLOR

|BARBARA DUNTS

1111 6/2004 -

L Le L |

i
[dx}
2
o

Save &

*
=
o
S

ancel

x
L]

v

MNext

i

4 Previous

DOUBLE BLONDE

AB +40VOL

6GB + 6GG + 10 V0L (HALF AMD HALF)

Use the screen above for entering Client Formulas. This screen can be reached by selecting either
"New" or "Edit" from the Formula List.

Description

Enter an abbreviated description of the formula. This description should be easily understandable
from the formula listing.

Client ID

Select from the drop down list the Client this formula applies to. Click the small button to see the list of

clients.

If this client isn't in the system, you may add them in the Client List.
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Service Id
Enter the specific service that this formula applies to.
Employee Id

Click the small button to see a list of employees. Select the employee that developed the formula or
who uses the formulation of products for the client.

Formula Date

Today's date is automatically inserted, but you may click the drop down arrow in this field and select
another date from the calendar. You may also type the date straight into the field in this format:
10/15/05.

Formula Specifics / Print Button

Type the description of the formula in this space. Be as specific and clear as possible. In the future,
someone else may have to duplicate the formula for this client.

Click the "Print" button to get a paper copy of this formula.

Lead Source Type List
The Lead Source Type List is used to enter how a client heard about your business.

To enter the Lead Source Type List, click on "Client" from the Menu Bar and select "Lead Source Type
List" as shown in the image below.

§3  Clisnt Guide

Client List

bd

_ Client Images

Merge Duplicate Clients

Lookup Gift: Certificates | Prepaids
Gift: Certificates

‘Word Processor

Farmula Lisk

% & 3

Lead Source Type List " ‘

Client Type List b
Occupation Type List

User Type List

This following screen will appear. This is an example of what the Lead Source Type List will look like:
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Click on the "New"
button to add a new
Lead Source or click
on the "Edit" button
to edit a Lead
Source in this list

L] Mew ©

Click on the "Actions"
button for a drop down
menu of options

Edit | 48 First 4 Previous ® NMext ® Last | o Actions - | B+ Exit

Lead Source

[ OMER REFERRAL
EMPLOYEE REFERRAL

_|INTERNET Right click anywhere in
| |NEWSPAPER this list for the same 1
_|reDIO menu options as the
_|REFERRAL "Actions” menu
ALK

YELLOW PAGES

The following screen will appear when you select "New" or "Edit" from the Lead Source Type List:

Edit ]

Source Description |I NTERMET

Monthly Adv Budget | 0.0o

Enter the sources that are applicable to your business. Also enter the amount you pay (monthly) for
advertising with this source.

Note: The items you enter here are what create the selections on the various drop-down lists
in the Client screens.

Client Type List
Client Types are used to organize your clients into logical groups you may wish to target with specific
advertising or promotions. Types can also be names such as "Corporate" to identify a person who can
bring in other people from his or her company. Wholesale and Retail might be Types you would use.

To enter the Client Type List, click on "Client" in the Menu Bar and select "Client Type List" as shown
in the image below.

§3  Clisnt Guide

Client List

bd

 Client Images

Merge Duplicate Clients

Lookup Gift: Certificates | Prepaids
Gift: Certificates

‘Word Processor

Farmula Lisk

& & 3

Lead Source Type List

Client Type List N

Oceupation Type lf?gt
User Type List

The following screen will appear. This is an example of what the Client Type List will look like:
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Click on the "New"
button to add a new
Client Type or click
on the "Edit" button
to edit a Client Type
in this list

,j ey

Client Types

Click on the
"Actions" button
for a drop down
menu of options

Edit | 4@ First 4 Previous ® Next W Last | o Actions - | & Exit

Right click anywhere in
this list for the same
menu options as the

"Actions" menu

INACTIVE
FPROSPECT

The following screen will appear when you select "New" or "Edit" from the Client Type List:

Edit ]

ClienmtType

Note: The items you enter here are what create the selections on the various drop-down lists
in the Client screens.

Occupation Type List

Enter basic occupation fields. For example instead of Waitress/Waiter you might want to enter "Food
Industry - Wait", "Food Industry - Chef", "Food Industry - Other", etc. When you are looking for where
to place your advertising dollars, or where to distribute flyers, running a report by occupation of your
current clients will reveal where to concentrate your efforts.

To enter the Occupation Type List, click on "Client" from the Menu Bar and select "Occupation Type
List" as shown in the image below.

§3  Clisnt Guide

Client List

bd

Client Images

Merge Duplicate Clignts

Lookup Gift: Certificates | Prepaids
Gift: Certificates

5

‘Word Processor

Farmula Lisk

% &

Lead Source Type List
Client Type List

| Occupation Type List I
by

User Type List

The following screen will appear. This is an example of what the Occupation Type List will look like:
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Click on the "New"
button to add a new
Occupation Type or click
on the "Edit" button to
edit an Occupation Type
in this list

| Mew

Cccupation

Click on the "Actions"
button for a drop down
menu of options

Edit | 40 First 4@ Previous ® nNext ® Last | < Actions - | [+ Exit

Right click anywhere in
this list for the same
menu options as the

"Actions" menu

HOSTESS
MANAGER
OFFICE STAFF
SECRETARY

The following screen will appear when you select "New" or "Edit" from the Occupation List:

Edit ]

COccupation

Note: The items you enter here are what create the selections on the various drop-down lists
in the Client screens.

User Type List

Many businesses have memberships or "Preferred" customer levels to encourage the clients and to
make them feel a part of your business. If you use these designations for your clients, enter them

here. An example of another User Type is "5 Year Customer", "3 Year Customer", "Year Round",
"Winter Visitor", etc.

To enter the User Type List, click on "Client" from the Menu Bar and select "User Type List" as shown
in the images below.

§3  Clisnt Guide

Client List

bd

Client Images

Merge Duplicate Clients

Lookup Gift: Certificates | Prepaids
Gift: Certificates

5

Word Processor

% N

Formula Lisk
Lead Source Type List
Client Type List

Qocupation Type List

User Type List [

The following screen will appear. This is an example of what the User Type List will look like:
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Click on the "New" button

to add a new User Type
or click on the "Edit"
button to edit a User Type
in this list

Click on the
"Actions" button for
a drop down menu of
options

] Mew = Edit =48 First 4 Previous ® MNext 9 Last | = Actions - | E* Esit

User Types Right click anywhere in

this list for the same
menu options as the
"Actions" menu

_|F0LD MEMBER
SILVER MEMBER

The following screen will appear if you select "New" or "Edit" from the User Type List:

Edit ]

User Type BROMZE MEMBER

155

Note: The items you enter here are what create the selections on the various drop-down lists

in the Client screens.

Appointments

Appointment Calendar Overview

The Appointment Calendar can be reached by clicking on the "Calendar" button, located on the Tool
Bar. This is the quickest and easiest method available for opening the Appointment Calendar. You
may also click on "Appointment Calendar" under "General Options" on the Appointment Guide window

or click on "Appointment" on the Menu Bar and select "Appointment Calendar" from the drop down
menu.

ﬂg] Appointment Guide

| Appointment Calendar | Schedule o

Appointment Yiewer s
Appointment Walk-In Queue

=] Send Automated Appointment Confirmations

@ Setup Rooms | Equipment Resources
Calendar Setup Resource Categories

Tanning | Massage Bed List

General Options

Eg] Appointrnent Cilendarf Schedule

@ Appointment Walk-ln Cueue

@Appuintment igwar

@ Send Appointment Confirmations
& Print Work Tickets

&

The key to using the Calendar is to double-click on an available time slot or on top of an appointment

to edit or create an appointment.
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Today - Thursday, October 27, 2005 | & Treatment | €6 Resources | @ Theme | - Actions
Carrie Anne Barbara Andrew Jonathan Conner Joline Sarah Brenda Today 1 2 3 4 5 6
Connor Crew Dunts Kelly Kirby Marlow Meyers Pilot Ridges
NAIL TECHL3 ESTHETIC L3 STYLIST L3 NAILTECHL4AA | ESTHETICL3 | MASSAGE THER.. | MASSAGE THER.. MASSAGE THER.. | STYLISTLZ [ goob onne
; ;
(L3 Beth Manner Sharens#| ¢ M T W T F &
10 |- e ne Dollar symbol shows that the 10208M - 1110 AH S ;
3o - vancoee POS Checkout option has been Kary Browin -
20 p IO 2 | | selected for this appointment and [d Joanna Lare . BODY REPS Gray dollar ; 130 141 152 153 174 185
30 [, 5745123651 the sale was completed .+ BRIGHTENING « PhonaHo.: 4076523569 symbol means
o N ENHANCEMENT ; 18 that the sale has | 15 17 18 13 20 21 22
40 Birthday Today
E not been 23 24 25 2o El2e 29
50 JEdparbyMoris *Checked In at- 10:20 &M completed 30 31
10 00 + EVEBROW WA * Service Started at: 10:20 AM P! N ber 2005
10 * Service Completed at: 12:42 PM S MTWTFGS
? % ¥ Karry Br... [J2achariah ... | 57 ; ; 130 1“1 152
30 J B Anne Pe... « BODY WRAPS « MEN
o L | 131415161718 19
o 4076523569 « 3219569305
0 + PARTIAL I 20021 2223 2435
50 HIGHLIGHTS 37 3 2 10
i N
1100 Appointment
10 booked with December 2005
20 Service Delay S M T W 1T ; g
g 3 -split- Anne... ‘ 45 678 910
40 - Completion of Split 1112131415 1617
50 F [ 161920 21 22 23 24
12 00 Icon of people 62 Charlene M. 25 26 27 28 29 30 3
10 shows that the + 1 HOLR MASSAGE
20 e — client is being + MASSAGE ROOM elanus e
20 §5Bethany Je... serviced 1 S MTWTFS
30 + PEDICURE . + 4072356845 12345687
40 hEEI R 591011 12 13 14
50 - 4078123657 1516 17 18 13 20 21
oo A 22 23 24 25 26 27 28
10 Current Time 2330 7
20 Band
i View Single Empl
30 iew Single Employee
W L -
50 Book Multiple
200 Services or Packages
g
20
z
30
10 Check Waiting List
50 This area of the calendar will display [ standing Appts__ |
300 the percent of time booked for each
n employee on the selected day b
8 ) " >

B o | I 2% | B 1% | B e | N % I | B 1% | B &% | B =%
View All Departments ESTHETICIAN HAIR STYLIST MASSAGE THERAPIST MAIL TECH ight Click Fe .
Employee Department Tabs Right Click for More Options
allow you to switch to a

single department view

Employees and Resources

Today - Wednesday, Novemnber 16, 2005 Today - Wednesday, November 16, 2005

Carrie Anne Barbara
Connor Crew Dunts HOT STONES MANICURE STATIL.. | MANICURE STATI...
MAIL TECH ESTHETICIAN HAIR STYLIST
M " 000 1 o L
Employee Resource Colum
Column Heading Heading
20
30 30
40 40
50 50

The top row of the Appointment Calendar displays the Employee's or Resources you have available for
appointments. The employees will have their scheduled time (set employee schedules by selecting
"Employee Schedule" from the "Employee" menu.) shown in yellow or the color you set with the
"Theme" button. Their off time will be shown in gray or the color you set with the "Theme" button.
When you rest your mouse arrow over the employee's column heading, a magnifying glass will appear
with either a minus or plus symbol. When this is visible you may left click to either make the column
width larger or smaller depending on the symbol that is displayed on the magnifying glass.

Right Click Options

When you right click on an employee's column heading on the top row of the Appointment Calendar,
you will receive the following menu options:
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&= Switch to Single Employee Weekdy View

Switch ko Resource Only visw

!!l View Employee Mokes

!} add | Yiew Daily Employes Note

& Print Schedule
& Print Calendar

157

e Switch to Single Employee Weekly View: Select this option to change the calendar view to
display a full week schedule for the selected employee.

¢ Switch to All Employee Daily View: Select this option to switch back to the regular calendar view
when you are using the Single Employee Weekly View.

e Switch to Resource Only View: Select this option to display appointments by the resource. The
resources will be displayed in the employee columns.

o View Employee Notes: Select this option to view any notes that you may have entered into the
employee list for the selected employee. You may also add or edit notes that you have entered for
the selected employee.

e Add / Edit / View Daily Employee Notes: This option will allow you to add, enter, or view a daily
note for the selected employee.

¢ Print Schedule: Select this option to print the selected employee's schedule.

¢ Print Calendar: Select this option to print the employee's schedule in the calendar format. This
printed schedule will look like the Appointment Calendar.

Appointment Calendar Time / Time Slots

Appointment Calendar Time

Joline
Meyers
MASSAGE

15
30
45

10 00

15

3 Jonathan Anne

e Kirby Crew
_ 54 SKIN Wax
11 00

15

30

- R

15

30

45
“100

15

30

45
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The time you have set for your store hours when you setup the program, are the range of times shown
on the column on the left. You set store hours by selecting "Setup Program Preferences" from the
"Company" menu. The off white and white blocks indicate that the employee is available for those
hours. By default, this will encompass the Store Hours you set. By going to the Employee Schedule
and entering the working hours for each employee, you can change the hours available for an
employee. If the employee is not scheduled to work, the area of their column that they are not
scheduled for will be grayed out. For example, in the image on the previous page, Anne Crew isn't
scheduled to work until 11:00AM. Her hours from 9:00 to 11:00 are grayed out in her column.

Appointment Time Slots

These are the time slots (shown in the image on the previous page) that are available for booking
appointments. Just double click on a time slot under an employee's column and a "Schedule
Appointment" window will open for you to book an appointment. You may also left click on the start
time of an appointment under an employee's column so that the time slot is highlighted and then right
click in the calendar and select "New Appointment" from the menu. You can also click on a time slot
and holding down the mouse left click button, drag the cursor over multiple time slots to select them.
This comes in handy for blocking out some time that an employee isn't available for appointments.
Drag down the time slots and then click the "Block Employee Time" button and the times will be
automatically entered for you.

Note: Double click any available time slot on the calendar and you will be able to create a new
appointment.

Delay Service Appointment
|

o PARTIAL
HIGHLIGHTS \

Appointment
Booked With
Service Delay
it— AN...
- Completion of
Split -
icon of ol

Edit lEricinu, Gty & Commission | Price Time Exceptions ] Motes ] History]

Description |HOT STOME MASSAGE

Barcode | [v Mon-Taxable tem

Department |ru1AS SAGE - SPECIALIZED J

Class |ru1 ASSAGE J [ Require Resource Selection
Sales Account | J

Defer Account | J Iv Enable Service for Online Booking
1stResource |rIJ1AS SAGE BED J Product / Service Required again

2nd Resource |HOT STOMES
Edit Service Time Options (HH:MM)

in 05 weeks.

Service Type
IMASSAGE - SPECIALIZED  ~|

Initial Delay Complete
|01:00 i‘ |on:00 il |no:0

™
You may override these
times when you schedule
the appointment

A delay service is a service that requires a period of time to elapse between the first part of the service
and the final part. For example, if you have a service for hair coloring, it takes an amount of time to
apply the color, then it must process in the hair for a set period of time, and then it must be neutralized
to finish the service. If it takes 30 minutes to apply the color and then it must process in the hair for 30
minutes, and finally, it is neutralized which takes 30 minutes, this is what the appointment looks like.
This program allows this type of Inventory Service item so that the employee is available for other
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appointments during the delay. If you move this appointment, both parts move since the program
treats both parts as one appointment. Shown is a screen shot of a Delay Service item being added in
Inventory.

Calendar Display / View
Calendar Note Popup

10:00 Ak - 11:00 Ak
Charlere b athis B

*Semvice: 1 HOUR MASSAGE
*Resource: MASSAGE ROOM 1 ||
*Home Ma.: 4072356845 -
* Requested Employes
* Initials: MD —
!—L * Birthday Today
2

Hover your cursor over an appointment to see more information about the appointment that is booked.
This is useful if you are not able to see the entire name of the client that is coming in, or if you need to
view the client's phone number, time, or the service that is booked.

Appointment Calendar Icons

There are different icons that are used in the Appointment Calendar to display information about the
appointment. Below is a listing of the different icons:

- appears on the appointment when you have right clicked on top of the appointment and selected
"Confirm Appointment - Talked to Client.

- appears on the appointment when you have right clicked on top of the appointment and selected
"Confirm Appointment - Left Message.

- appears on the appointment when you have right clicked on top of the appointment and selected
"Check In".

- appears on the appointment when you have right clicked on top of the appointment and selected
"Begin Servicing Client".

- appears on the appointment when you have right clicked on top of the appointment and selected
"Finish Servicing Client".

- appears on the appointment when you have right clicked on top of the appointment and selected
"POS Check Out".
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- appears on the appointment when a client has a balance due from the "On Acct" payment type. This
means that the "On Acct" payment type was selected as payment for one of this client's sales
transactions and payments were not made on the "Pay On Account" screen to eliminate the balance
due.

- appears when you have not selected Check In, Begin Servicing Client, Finish Servicing Client, or
POS Check Out from the right click menu options.

O

- This icon will appear when the sale for the service scheduled has not been completed.

- appears if you have disabled Appointment Confirmations for the selected client.

o)

- appears on the appointment if the client has a birthday anytime within the week that their appointment
is scheduled for.

£

- appears on the appointment when a note has been entered on the "Daily" tab of the client notes area
of the schedule appointment screen.

- appears on the appointment when resource colors are displayed in the calendar instead of the
standard colors and the client is a New Client.

- appears on the appointment when resource colors are displayed in the calendar instead of the
standard colors and the client requested the service provider they are scheduled with.

Calendar Column Percentages

\ 0% 1] 22% |l 14% I 1% 1] 6% |l 22% I 22% 1] 1% 1] 0% ||

This area of the calendar will display the percent of time booked for each employee on the selected
day.

Calendar Department Tabs

View All Departments  BODY | HAIR MASSAGE FALS o SKIM WA '

This area of the Appointment Calendar will allow you to change the view of the employees to a single
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department. The tabs displayed here are all the employee departments that you have entered into the
program. When you click on a tab, the calendar will display only the employees that are associated
with the selected department. To create, add to, or edit this list, click on "Employee" from the menu
bar and select "Employee Department List" from the drop down menu. You may also choose which
department tabs will be available in the Appointment Calendar. The option "Show Department in
Appointment Calendar" is available when adding or editing a department in the Employee Department
List.

Appointment Dates

Today 1 2 3 4 5 6
4 February 2005 »
SMTWTF S
123 48
6B 7T B 910112
EERTRERT 17 RERE]
002122232425 26
2T
March 2005
S M T WwWTF 5
12 3 44
B 7 8 9101112
13141516 17 18 13
2002 22 23 24 25 26
27 2329 30 A
Apnl 2005
SMTWTEF S
12
34567893
o112 "3 14 15 18
17 81920 21 22 23
24 X5 26 37 28 23 30
May 2005
SMTWTEF S
123 44567
g 9 10°1 1213 14
15 "6 17 "8 13 20 21
220X 24 315 6 I A
2330 3

Use these calendars to select the date you wish to set appointments for. The single arrows at the top
will jump 1 month ahead or behind. Just click any day displayed to switch the appointment schedule to
that day. Click the word "Today" to force the calendar to today's schedule. This is handy after you
have been setting appointments for various dates in the future and want to display today's schedule of
appointments.

Note: The small blue word "Today" with the numbers 1 to 6 above the calendar jump exactly 1,
2 or up to 6 weeks ahead on the calendar.

View Single Employee

View Single Employee

| -

Select either All Employees or a Single Employee to display on the appointment calendar. If you
choose Single Employee, you must select an employee using the Employee ID field. Click the small
button with the down arrow to display a list of your employees.
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Calendar Buttons

Book Multiple Services or Packages

Book Multiple
Services or Packages

Click this button and the program opens a screen that allows you to select a Service or Package and
have the program automatically scan for an open appointment time. This is a very fast way to find an

open appointment time while dealing with the clients call.

Block Employee Time

Block Employee Time Il

Click this button to set a period of time that the employee is not available. If you first drag across a
block of time on the schedule for an employee, then click this button, the times will be filled in

automatically.

This optien allows you to bleck a range of dates / times on the
Appoint t Calendar for All Employ or a Single
employee.

Select Employee or Leave Blank for All

Employee || J

Select Starting Date / Time / Days to Block

Starting With Date |21 7/2005 -

From Time ‘01 00 PR To Time |01:15PM
No. of Weeks 1=
Select Days to Block

[ Monday [] wednesday [ Friday ] Sunday
[ Tuesday [ Thursday [ Saturday

Reason

Block Multiple Time Slots 3

This screen allows you to block off all or one of your employee's times in the Appointment Calendar.
Select and enter your options and click the "Block" button to block off the times in the calendar.

Waiting List

Waiting List Il

This button allows you to place clients on the waiting list.

Check Waiting List

Check Waiting List II

Click this button and the program will automatically check the waiting list and employee time slots and

present you with appointments that can be booked.
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Standing Appts

Standing Appts I'
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This button allows you to manage your listing of Standing Appointments. The screen that appears will

allow you to add standing appointments to the Appointment Calendar.

Menu Options - Actions Menu / Right Click on Available (Empty) Time

Slot

J Mew Appaintrent
@ Book Multiple Services | Package
Block Employee Time

J Add to Waiting List
Yiew Waiting Lisk

Check Waiting List

@ Standing Appaintrments

View Client's Daily Agenda
Vigw Client's Next Appaintment
J View Daily Cancellations
ﬁ> Check Service Price

& Print Schedules
& Print ‘Work Tickets
& Frint Calendar

Vigw Audit Screen
View Color Legend

Switch to Resource Only Yiew
Show ! Hide Month Calendar
E Go ko Today's Date

Set Front Desk Operator (FDOY
Salon Schedule
@ Refresh Appoinkments

This menu will appear when you click on the Actions button or when you right click on an available

time slot in the Appointment Calendar.

Note: Double click any time slot on the calendar and you will be able to create a new

appointment.

New Appointment

Schedule Appointment E
Step 1- Select a Client Client Retention 3 e & e
A0 | = g) O New Client
Salon Client Balance Due
Name RepeatRequest GC Outstanding
Phone (O Referral

Appointment . Book Multiple Services | Slots Available  Prepaids | Purthases | Formulags — Cancel f No Shows
Step 2 - Enter Appointment Details
Appt Date Appt Time (HH:MM) Employee ld

[t1nezoos > | [1zz0Pm [ R 3;)

Service Id - Zg [] show All Services
Required Resource hd

Initial Setup  Process Complete

Adjust Service - - a N Book & .
e [oa:10 EI [o0.00 Z‘ [o00 EI Appointment Booked By <& e
Book &
£l Caontinue

]

WD

I‘W

Aned

b4 Cancel
Booked On 11/16:2005 12:16 PM Updated on 11/16:2005 12:16 PM by ASHASA

Select this option to schedule an appointment in the calendar. The difference between selecting this
option and double clicking a time slot is the Schedule Appointment screen is blank when the "New

Appointment" option is selected. Double clicking a timeslot will open the Schedule Appointment

screen with the Employee, Date, and Time entered.
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Book Multiple Services / Package

Book Multiple Services or Packages for a Client 3]

Step 1- Selecta Client -m-m
‘ B o

Book Multiple Services  Time Slots Available ~ Prepaids | Purchases  Formulas  Cancel [ No Shows

Step 2 - Select one or more Services | Pack and Assign Employ
[ ~| Inttials:
) Process ~Q
Service [Select Employee . |
C|
v Q

Step 3 - Select Starting Date / Time and number of days to search for a opening
Start Search From [11/16/2005 = | Enter No. of Mon Fi

Days to
Search From 09:00 At Search Tue Sat ,/O Click to Start Scan
SearchTo 06:00 P = GiED 40
[] Limit Search to Starting - Ending Times

Click this button and the program opens a screen that allows you to select a Service or Package and
have the program automatically scan for an open appointment time. This is a very fast way to find an
open appointment time while dealing with the clients call.

Block Employee Time

X

Block Employee Time

Date 11016/2005 -

Employee |BARBARA DUNTS - |

From Time |11:00 AM
To Time 12:00 PM

Reason Lunch

|v 0K ||x Cancel |

Click this button to set a period of time that the employee is not available. If you first drag across a
block of time on the schedule for an employee, then select this option by either right clicking on the
time you would like to block or clicking the actions button, the times will be filled in automatically.

Add to Waiting List

Add Appointment Waiting List &l

ClientId MARGARET GONNELL 3}

CONHELLY, MARGARET

H: 3218547893 W: 3218547893

From Date 11117i2005 B [‘5
To Date 1141712005 -
Employecld  [ANNE CREW - &

[] Requested Employee?

Serviceld  [ROSEMARY MINT AWA+ +
Resourceld [ |

Edit Service Time Options (HH:MM)

Initial Delay Complete
00:45 o000 [oo:00

Click this button to add a client to the Waiting List. Enter the necessary information for the
appointment you are adding to the Waiting List.
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View Waiting List

Appointment Waiting List

List of Clients waiting for Appointment (Dbl Click item to Display Available Times}

View Listfor Date [11/17/2005 - Update View [ View AN

3

Available
Times

Service

Start Date

‘Empluyee End Date

w

Name: COMNMNELLY, MARGARET

Mobile No.

Phone No. 3218547893 1 Add

165

Click this button to view the Waiting List. You may add or remove appointments from the Waiting List

if needed, or change the date and click the "Update View" button to view the list for a different day.

Check Waiting List

Waiting List Opening FZ|
An Opening has Become Available @
An opening has become availabie on 1/31/2006 Available

Times
Client Id CHARLENE MATHIS 000 AN
: ~
Name MATHIS, CHARLENE 1915 am
Phone 4072356845 09:30 AM
Mobile Eggg im
Work 1015 &M
Sernvice MANICURE 10:30 AM
Employee  ANDREW KELLY 10:45 A
11:00 AM
Select an available time and press Book to scheduls an 1115 AM
appointment. 11:30 A
Press Delete to rernove frorm Waiting List. 1145 8
Press Cancel o Skip. w Book | | £ Dejste ‘ | % Cancel |

Click this button and the program will automatically check the waiting list and employee time slots and
present you with appointments that can be booked. Select the correct time and click the "Book"

button. If you would like to remove the appointment from the Waiting List, click the "Delete" button.

Standing Appts

Appointment Standing List X
View Listfor Date [10/£/2005 - Update View
List of Clients with Standing Appointments Scheduled Appointments

‘cnem [

Employee Id ‘SEMCE I ‘Slarl Date ‘End Date

2 JAXTEANDREW KELLY  |MANICURE
KATHERINE BAXTEAMDREW KELLY  PEDICURE 10MBI2005

w |12/872005 10:00AM &

Name:  BAXTER, KATHERINE Frequency Weekly

Phone No. 8453356932 ) Add

Mobile No.

Work No. ‘@ Edit ‘ |“% Remwe| ‘ " Close |

Click this button to create or edit a Standing Appointment. Click the "Add" button to add a standing

appointment or click the "Edit" button to edit a standing appointment. After adding a standing
appointment, the scheduled appointments will appear in the Scheduled Appointments area.
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View Client's Daily Agenda

Appointment Agenda

Clientld |

~ B

Time Employee Service Resource

Price

Service Total

135.00

First Service
Time
Employee
Service

Resource

‘& Wark Ticket H& Agenda |

| &= Move to Appointment |

[v o]

Print Preview.

8 #h DEAEM:

YOUR SALON

Charlene Mathis

* Agenda Especially Prepared For *

Schedule of Services
Service Time  With

November 18, 2005
Resource

AROMATHERAPY MANICURE 1000am  AndrewK
AROMATHERAPY PEDICURE 1080am  Andrewk
ALPHA BETA PEEL FACIAL 11:40am  Amne C

Notes

Retail Purchase History
Product Description

Date

BIOSILK GLAZING GEL BioSilk Glazing Gel
BIOSILK HYDRATING SHAMPOO _ BioSilk Hydrating Shampoo

age 1of 1
=

1111712005
11/17/2005 v

Select this option to view a client's Daily Agenda. Select the client in the Client Id area to view their
Daily Agenda. Click the "Work Ticket" button with the printer icon to print work tickets for the selected
client. If you would like to print out the agenda for the client, click the "Agenda" button with the printer

icon.

View Client's Next Appointment

Search for Client Appointments X

cient |~ 3) & Dymo

Appointment Listing for:

|; Move to Appointment "& Print Appointment List | ‘\/ 0K |

Select this option to view a client's next appointment. Select the client in the Client Id area to view
their future scheduled appointments. Click the "Move to Appointment" button to jump to that date on
your Appointment Calendar, or click the "Print Appointment List" button to print a list of the selected

client's future appointments.
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View Daily Cancellations

Appointment Cancellations El

Cancelled Appointment List  11/16/:2005

ca“gﬁ"*” Cﬂ“;:"e“ Client Id D:";"""“’"‘i'i‘:"e Employee | Service ‘ Initials Notes ‘ e

YT el CR ASHASA  BETHANY JEWE 10727:2005 01:00 PM_ANNE CREW  BACK TREATH
041052005 04-1(ASHAS  ANDYWARSAW 452005  12:00 PM_ANNE CREW | EYEBROW WA
041052005 04:1(ASHAS  AMBER THOMA 452005  0:00 PM_CONNER MARI 1 HOUR MASS
02/17:2005 09:5: ASHAS BETHANY JEWE 2/17/2005 12:00 PM ANNE CREW 1HOUR MASS
12/20/2004 12:01 ASHAS JULIEMORRISO 12/20:2004 02:00 PM JOLINE MEYEF 1 HOUR MASS
1210612004 04:0: ASHAS  ANNE PEMBRO(1272004  12:00 PM JOLINE MEYEF 10 MIN. HAND
1210672004 04:0; ASHAS  ANNE PEMBRO(127:2004  10:00 AM JOLINE MEYEF 1 HOUR MASS
1210672004 04:0; ASHAS  ARLENE MAGER 12712004 10:00 AM JOLINE MEYEF 1 HOUR MASS
111182004 04:3 ASHAS  AMBERTHOMA 11/18:2004 10:20 AM JONATHAN Kl 1 & 12 HOUR AES
111172004 01:3¢ASHAS  AMBER THOMA 11/17:2004 09:20 AM ANDREW KELL1 & 1.2 HOUR
101082004 12:31 ASHAS  KATIE MENNON 10:62004  09:00 AM BRENDA RIDGIWOMEN
101042004 05:2ASHAS  AMBERTHOMA 1042004 12:30 PM _BAREARA DUN & 12 HOUR
08/19:2004 10:5! ASHAST AMBER THOMA 8/19/2004 11:00 AM JOLINE MEYEF 1 HOUR MASS

Each time you cancel an appointment the program stores that information. Any time you wish, select
this choice and see all the cancellations for the current day.

Check Service Price

Check Service Price

x
Employee ki | J

Service Id |

Level Price 0.00

|V Check Price ‘ |x Close ‘

When setting appointments you often need to check the price of the service. Select this option and
select a service. Since the program allows various prices for different levels of expertise of
employees, you can enter an employee level to see the Service price for different levels.

Print Schedules

Print Appointment Schedule

Select Option
(&) Print Selected Column Schedule
) Print All Schedules on Separate Pages

Cancel

[] Omit Phone No.'s

Selecting this option will present you with the above screen, offering two choices. You can print a
schedule for the column you have selected or you may select to "Print All Schedules on Seperate
Pages".
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Print Work Tickets

Envision Report

X

Work Ticket
Print Options ) Preview
(* 11 Service Per Page " 3 Services Per Page
" Client Work Ticket Print

Select Date x Cancel
Date 10282005 ~

Select Employee Range
+ Al Employees

" Single Employee J

Select Client Range
+ All Clients:

" Single Client J

Show History For
' 90 Days " 30 Days
" &0 Days " No History

Select Report Options
| Display all Formulas for Each Client

[ Max no. of Lines for Notes

WORK TICKET AMBER THOMAS October 27, 2005
Client Bar Code Product/service history for the past 90 days
Current
Date Service Employee Price Paid rice
0172005 WANCURE ANDREW KELLY Z0 50
Appointments Today 10470005 PEDICURE ANDREW KELLY 20 xmw
10082005 HAR COLOR BARBARA DUNTS Qo o
Time Service Employee Resource 100612008 BROW OR LASH TINT BARBARA DUNTS 15.00 1500
PErnr—— aAREARA DUNTS 0082005 e BARBARA DUNTS W o
OZHBPM  ALPHA BETA PEEL FA ANNE CREW 0032005 MANCURE ANDREW KELLY 200 W
0032005 PEDICURE ANDREW KELLY 20 xmw
03702005 1 HOUR MASSAGE JOLIE MEVERS om0 10000
OUISP005  ALPHA BETAPEEL FACIAL ANNE CREW 00 13500
[ BARBARADUNTS W o
082005 FULLHGHLIGHTS BARBARA DUNTS Qo o
Client Information Formulas

Formula: AMBER'S COLORFORMULA  Date: 111672004  Employee: BARBARA DUNTS
Client No: 81 DOUBLE BLONDE AB + 40 VOL

6B + B35 + 10 YOL (HALF AND HALF)

Stylist: DUNTS, BARBARA Formula: AMBERSHLTFORMULA  Date: 1042004  Employee: BRENDA RIDGES
. SR + 20VOL

Inital\ist: 712012004 FACEFRAME HILITES : RK BLEACH + 30 vOL

Lastvisit 101712008 RINSE AND EMULSIFY T0 TONE HLITES

Birthday: 0200512004

Balance Due:  124.20

Client Notes

This client may cal for a short notice appaintrment. She is avery good customer and all effort should e made to help her.

This choice allows you to print (with a screen preview) the work tickets for a single employee or all
employees. You can select a date and choose to display 30, 60, or 90 days history.

Print Calendar

Print Appointment Calendar

Select Option
) Print Selected Column Schedule

Print All Schedules on Separate Pages

) Print All Schedules on Single Page

You may choose to print the Selected Column Schedule or All schedules on separate pages or on a
single page. This is similar to the Print Schedules option, however the format of the print out is
exactly like the Appointment Calendar.
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View Audit Screen

Appointment Audits

Select Options Sort By
O Show All (O Edited Appointments (O Action / Client/ Emplayee
(@ MNew Appointments O Cancelled Appointments O Action f Employes

(® Employee | Action

For Date | 2i2/2006 -
[@  Refresh

&

QK

Select this option to view information about the booking of appointments. The Appointment Audit

169

screen will tell you if an appointment was deleted, canceled, or created and will also display the initials

of the person that booked the appointment if you require this information to be entered when booking

an appointment.

View Color Legend

Calendar, Color Legend

dard Col Sl Resource Colors ]

Blocked Employee Time

New Client with Request Employee

RepeatRequested Employee

New Client

Split Appointment

Salon Client

** Note: If you checked Color by Resource in Preferences then
you must refer to the Resource Colors tab to determine colors.

4 OK

Each resource used can be shown with a different color. These colors are setup using the "Setup
Calendar Resources" choice on the "Appointments"” menu. This choice allows you to review the

colors.

Switch to Resource Only View

Select this option to display appointments by the resource. The resources will be displayed in the

employee columns.

Show / Hide Month Calendar

Click this choice to alternate between showing or hiding the entire right pane of the screen that
includes the small monthly calendar. This will leave more room to display appointments. To

re-display the right pane, click the "Actions" button and click once more on this choice.

Go to Today's Date

Calendar Color Legend g\
Standard Colors { Resource Coi

Description Color ‘ *
M| MANICURE STATION 1 [wwhite
_|[MANICURE STATION 2 W rRed
| MASSAGE ROOM 1 O MoneyGreen
_|[MASSAGE ROOM 2 W Teal
_[MICRODERMABRASION MACHINE O silver
_|PEDICURE STATION 1 [ J=InT
_|PEDICURE STATION 2 Cvellow
_|TANRNING BED 1 O skyBlue
_|TANNING BED 2 W Fuchsia
|| TANMING BED 3 Oagua 2

4 OK

During a busy scheduling period you may be making appointments for weeks ahead. When you need
to quickly see the current day's schedule, select this choice.
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Set Front Desk Operator

Set Front Desk Operator,

Employee Id ||

< o] [xoma]

This option allows you to set an employee as the Front Desk Operator. This allows the program to
record and give credit to the selected employee for any add on services. Setting the Front Desk

Operator is required for salons that are working with KRS Consulting.

Salon Schedule

= Salon Schedule

Clients Scheduled for Today

Time Chent Name Status

slie Checked Cut
12:00 FM  Bethany Jewvel Mo Shiow
12:45PM Amber Thomas Checked In
01:45 P AndyWarsaw Checked In
02:45 P Arlene Magenta Checked In
0345 FM Beth Manner Checked In

& Checkin
View Agenda

& Work Ticket

E POS Check
ot

3 Cancel Appt
[#  Refiesh

i« Close

[ autoshow Screen

[] Hide Checked Out
Clients fram List

Select this option to open the Salon Schedule screen. Please refer to page for more information on

how the Salon Schedule works.

Refresh Appointments

Select this choice when more than one user on a network is making appointments. This option will

refresh your screen to reflect the latest information.
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Menu Options - Right Click On Appointment (Current Date)

Iz Edit Appointment

[5B Edit Client Card

ﬂ; iew Client Images

¥ Highlight all Appointments
View Client's Daily Agenda

ﬁ Confirm Appointment - Talked to Client
& Confirm Appointment - Left Message
@ Send Appointrment Confirmation (Email, SMS)

4 CheckIn

ﬁ Begin Servicing Client
W Finish Servicing Client
&3 Pos Chedk out

Move Appointment

Repeat Appointment

Move | Repeat All Appointments
@ Make this a Standing Appointment

'ﬂu Cut & Copy Sppointrent
% capy Appomntment

W Cancel Appaintment

= Print Wark Ticket

& Print Client Agenda (Traveler)
View Client's Mext Appointment

Prink Menu 4
Ltility Menu 4
Wiew Menu 4

@ Refresh Appointments

This menu will appear when you right click on top of an appointment on the current date (date that is

set on the computer's clock).

Note: Double click any time slot on the calendar and you will be able to create a new

appointment.

Edit Appointment

Schedule Appointment

Appointment ' Prepaids Purchases  Formulas — Cancel ! No Shows
Step 2 - Enter Appointment Details

Appt Date Appt Time (HH:MM) Employee Id (Prefers: BARBARA DUNTS)
[t1A7E005 > | [10:50 A [anDRE KELLY - 3}
Service Id FROMATHERARY PEDICUR g [ Show Al Services

Required Resource -

Initial Setup  Process Complete

Aﬂill?l“:::’ice o0:50 é‘ [00:00 él [o0:00 é‘ Appointment Booked By

wany

Alea

Booked On 11/17/2005 11:36 AM Updated on 11/17/2005 11:41 AM by ASHASA

Step 1- Selecta Client Client Retention 0 &
Chientld | = @)= AT

(© Salon Client Balance Due 0.00
Name MATHIS, CHARLENE () RepeatRequest GC Outstanding 0.00
Phone H: 4072356845 W: O Referral

4 Book & Save

a Book &
= Continue

\a POS
Checkout

&

Select this option to edit the appointment that you are clicking on.
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Edit Client Card

Edit Client Information X
First Name {2nnel Middle Initial W OK
Last Name [Pembrocke ]

- -
Client Id APEMBROOKE * must be unique:
Address 1 4512 Brovm Tree St
Address 2 Open

- [Z@ Client Edit
city Grlando T

State FL
zip

Phone
Wobile Loyalty Plan GOLD PROGRAM
Work LoyaltyPts 7

Options . CCBilling

Birthdate 12/301899 -

Email

Gender

Lead Source EMPLOYEE REFERRAL -

Referred by Client
Referred by Emp  |BARBARA DUNTS -

cardld {1

Select this option to edit the client's information.

View Client Images

Client Images 3]
ciient 11 [[EEGAEONININNN - | $>  THomas, amBER
Image Options List of Images

View All Images

11A10/2008 11110/2008 11A10/2008
Reftesh Images
Compare Images |
EditTitle and Notes: |
Image Editor

08:21 Pl 08:21 Pl 08:21 Pl

Add Image from File
Add Image from Camera

Exit

Select this option to open the Client Images window. This option allows you to view the selected
client images and add or edit images to their file.

Highlight All Appointments

Andrew Sarah
Kelly Pilot
NAILS MASSAGE

s 1
+ 1 HOUR MASSAGE
s 1 HOUR MASSAGE |
o MASSAGE ROOM 1
¢ 4079850235
EBETH MANNER B HARVEY STOLE

+ 1 HOUR MASSAGE + 1 HOUR MASSAGE
s 1 HOUR MASSAGE s 1 HOUR MASSAGE |

+ MASSAGE ROOM 1 Be MASSAGE ROOM 1 |

s 5745123651 + 4073256528
o MANICURE o 1 HOUR MASSAGE
o Manicure "l 1 HOUR MASSAGE |

P+ MASSAGE RQOM 1 |

« PEDICURE
« Pedicure

QDDNALD FISHER

Select this option to highlight all the appointments that are scheduled for the day for the selected
client.
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View Client's Daily Agenda

Appointment Agenda @l

Client 1d | =~

Time Employee Service Resource Price

Senvice Total 135.00

First Service
Time
Employee

Service

Resource

‘& Work Ticket ”& Agenda | |; anelnAppmn(mEnt‘ ‘v oK ‘

Select this option to view the selected client's daily agenda.
Confirm Appointment - Talked to Client

Select this option to place an icon on the appointment that shows that this appointment was confirmed
and someone has spoken with the client.

Confirm Appointment - Left Message

Select this option to place an icon on the appointment that shows that this appointment was confirmed
by a message that was left for the client.

Email Appointment Confirmation

Select this option to send an appointment confirmation by email to the selected client. Your emalil
settings must be configured correctly and the client must have an email address entered in their client
file for this to work.

Check In

Select this option to place an icon on the client's appointment to show that they have arrived.

Begin Servicing Client

Select this option to place an icon on the appointment to show that the client is with the service
provider.

Finish Servicing Client

Select this option to place an icon on the appointment to show that the client's appointment is finished
and they are ready to be checked out.
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POS Check Out

Check out Anne Pembrooke El

Create { Update Point of Sale Ticket ﬁ

This option transfers services from the appointment calendar
(ﬁ!’l to the Point of Sale screen,

=4

[ Resend All Services to POS System: ‘ " Checkout Client

You can run this process several times on the same client if
you add services during theirvisit. [twill only transfer new
genices added since the lasttime you ran this procedure.

Additionally, you can resend all ofthe services by checking
the "Resend All Services”

| # Cancel

Select this option to Check the client out. This option will bring all the services that are scheduled for
the selected client into the POS (Point of Sale) window. All you will need to do is add any additional

services or retail and click the "Sale" button to finish the transaction.

Move Appointment

Move Appointment to Date E‘
Move an Appointment

Please select a date and press the Search Button,

A list of available times will appear. Select atime and press
the Ok Buttan.

From Date 10:27:2005 at 02:10 PM
Tobate  [1toeoos -] 4|2[a4]5]s]

List of Available Times

03:00 &M ~ F 1
03200 A0 - =
09:30 A0
09:40 AM
0350 Ahd
10:00 A0
1010 A0
1020 A0
10030 A
10:40 A0
10:50 AM
11:00 Ahi
1110 A0
11:20 80

11:30 20

11:40 &M o Move
11:50 46

1200PM
1210 P v ¥ Cancel

Select this option to move the appointment to a different date or time.

Repeat Appointment

Repeat Appointment E‘
Repeat an Appointment

Please select a date and press the Search Button,

A list of available times will appear. Select atime and press
the Ok Buttan.

From Date 10:27:2005 at 02:10 PM
Tobate  [1tteoos -] 1|2[a|4]5]s]

List of Available Times

03:00 A ~ F 1
03200 A0 - =
09:30 A0
09:40 AM
0250 AW
10:00 a0
1010 A0
1020 A0
10030 AW
10:40 A0
10:50 AM
11:00 AW
1140 A0
11:20 80

11:30 &M
11:40 &M + Repeat
11:50 M
1200PM
1210 M v ¥ Cancel

Select this option to schedule the same exact appointment on a different date.
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Move / Repeat All Appointments

= Move / Repeat All Appointments E]E|E|
Move / Repeat All Appointments
Select a date, Option and press the OK button.
If there are any conflicts the system will automatically double
book the times and allow you to edit the individual
appoimtments as needed.
Client ATHOMAS
From Date 2222006

To Date 82006 - 1123|4586

Select Option
® move All Appointments to the above date:
(O Repeat All Appointments to the ahove date

|V 0K Hx Cancel

Make This a Standing Appointment

Add Standing Appointment E|
Client Id 3)
THOMAS, AMBER
H: 4079856235 W: 0T9856235
FromDate  |03M0172006 = m

To Dats [parzizooe -]
Appt Time [ioooaw
Frequency  [Weekly <]
Employseld  [ANDREWKELLY  +| 3)

[[] Repeat / Requested Employee?
Service ld AROMATHERAPY PEDI =
Resource ld -

Edit Service Time Options (HH:MM)

Initial Delay Complete
00:45 [po:00 o000

Select this option to make the existing appointment a standing appointment.
Cut & Copy Appointment

Select this option to remove the appointment from the current time slot so that you may paste the
appointment in a different time slot.

Copy Appointment

Select this option if you would like to make a copy of the appointment so that you may paste the
appointment in an additional time slot. This is similar to the Repeat Appointment option.

Paste Appointment
Select this option to paste the appointment that was cut or copied.
Cancel Appointment

Select this option if you need to cancel the existing appointment. This option will remove the
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appointment from the calendar.
Print Schedules

Clicking this button will present you with a screen offering two choices. You can print a schedule for
the column you have selected or you may select to print "All" schedules.

Print Work Ticket

WORK TICKET AMBER THOMAS October 27, 2005
Envision Report %] Client Bar Code Productiservice history for the past90 days

Curront
Work Ticket Date Sorvice Employee. Prico Paid___ Price
T0n72005  MANCURE ADRENKELLY B0 50
5 Appointments Today 1072005 pEDICURE AOREWKELLY s 50
Print Options T 10062005 HARCOLOR BARBARA DUNTS 8000 8000
o = + Time _ Servico Employeo Rosource 10067005 BROWORLASHTNT  BARBARADLNTS S0 1500
(= 1 Service Per Page; " 3 Senvices Per Page 200m somEN ARBARA NS 10062008 BARBARA DUNTS om  aom
. y Q210PH  ALPHA BETA PEEL FAr ANNE CREW 10032005 MANCURE ANDREWKELLY 30 250
( Client Work Ticket = Print et . 1003m00s PEDICURE AORENKELLY Z0 50
09C070S 1 HOUR MASSAGE JOLIE MEVERS o 10000
0UNSAN0S  ALPHABETAFEEL FACKL ANNECREW 300 3500
Select Date X Cancel [ BARBARA DUNTS w0 o
0901005 FULL HGHUOHTS BARBARA DUNTS @m0

Date  |10i28/2005 -

Select Employee Range
@ All Employees

- s Client Information Formulas
Enaeibrploves Formul AVBERS COLORFORMLA  Dater 11162004 Employoe: BARBARADINTS

Clontho: 82 DOUBLE BLONDE AB + 40V0L
66 + 866 + 10 VOL (HALF AND HALF)
Select Client Range Stylist: DUNTS, BARBARA Formula: AMBERSHLTFORMULA  Date: 1042004  Employee: BRENDARDGES
) SR+ 20 V0L
Al Clients ol 712912004 FACEFRAME HLITES | RKBLEACH +30V0L

- LostVisit 101712005 RINSE AND EMULSIFY TOTONE HUITES
Single Client
g Bithday: 02052004

Balance Due: 12420

Show History For

+ 90 Days " 30 Days Client Notes

 §0Days  No History Ths clent ray calfor 3 shot o alettont nelp e
Select Report Options

v Display all Formulas for Each Client

[ Max no. of Lines for Notes

This choice allows you to print (with a screen preview) the work tickets for the selected appointment
or the selected client's appointments. You can select a date and choose to display 30, 60, or 90 days
of history.

Print Client Agenda (Traveler)

Print Preview (8=
E) #H DAR®: O Close
YOUR SALON
* Agenda Especially Prepared For *
Charlene Mathis
Schedule of Services November 18, 2005
Service Time  With Resource
AROMATHERAPY WANICURE 1000am  Anerew K
AROMATHERAPY PEDICURE 1050am  Andrewk
ALPHABETAPEEL FACIAL Ha0am e
Notes
Retail Purchase History
Product Description Date
BIOSILK GLAZING GEL BioSilk Glazing Gel 117772005
BIOSILK HYDRATING SHAMPOO _ BioSilk Hychrating Shampoo 11772005 v
page 11

Select this option to print the client agenda. This is useful for the client so that they have a print out of
their schedule for the day.

Print Calendar

You may choose to print the Selected Column Schedule or All schedules on separate pages or on a
single page. This is similar to the Print Schedules option, however the format of the print out is
exactly like the Appointment Calendar.
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Print Document

Merge and Print Document g]
Step 1- Select a Client

[ATHOMAS = 3:)

Step 2 - Select one or more Documents to Print

8] Birthday Letter RTF

1) Birthday with Graphic.RTF
B number 10 Envelope.RTF
B sample Bhys Card. RTF

Select this option to print a document for the selected client from the Appointment Calendar.
Check Service Price

When setting appointments you often need to check the price of the service. Click this button then
select a service. Since the program allows various prices for different levels of expertise of
employees, you can enter an employee level to see the Service price for different levels.

View Client's Next Appointment

When you have a client name highlighted on the appointment calendar, click this button and that
client's next appointment will be shown.

Switch to Resource Only View

Select this option to display appointments by the resource. The resources will be displayed in the
employee columns.

View Menu

Switch ko Resource Only Wiew
WViews Cancellation List

WView Client Formula's

Yiew Client Prepaid Items

Yiew Client Sales History

View Audit List

Yiew Color Legend

View Cancellation List: Each time you cancel an appointment the program stores that information.
Any time you wish, select this choice and see all the cancellations for the current day.

View Client Formula's: Select this option to view the selected client's formulas.

View Client Prepaid Items: Select this option to view the selected client's prepaid items.

View Client Sales History: Select this option to view the selected client's sales history.

View Audit List: Select this option to view information about the booking of appointments. The

Appointment Audit screen will tell you if an appointment was deleted, canceled, or created and will
also display the initials of the person that booked the appointment if you require this information to be
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entered when booking an appointment.

View Color Legend: Each resource used can be shown with a different color. These colors are

setup using the "Setup Calendar Resources" choice on the "Appointments" menu. This choice allows
you to review the colors.

Refresh Appointments

Select this choice when more than one user on a network is making appointments. This option will
refresh your screen to reflect the latest information.

Schedule Appointment Screen
Details Tab

This is the working screen for the Appointment Calendar. By double-clicking any time slot, you will see
this screen. You may also click the "New Appointment" button to get to this screen. There are many
powerful features loaded onto this screen. We suggest that you click the different controls, buttons,

etc., in the below screen shot to she how they work and learn the potential time saving available by
using these features.

Schedule Appointment

Step 1- Selecta Client (D G [ A ‘ ‘@ Edit ‘
ClientId [CHARLENE MATHIS 1 S .

Salon Client Balance Due 0.00
Name MATHIS, CHARLENE @) G GC Outstanding 0.00
Phone H: 4072356845 W @IEEARL

Details Book Multiple Services Slots Available FPrepaids Furchases ' Formulas - Appointments Cancel ! No Shows

Step 2 - Enter Appointment Details

Appt Date Appt Time (HH:MM) Employee Id (Prefers: BARBARA DUNTS)
[zerz006  ~ | [1o:00am [ANME CREW | 3)
Service Id |PROFESSIONAL MAKEUP APP | zg [] Show All Services
Required Resource | g Treatment Id
Required Resource | g T
Adjust Service Initial Se(up‘ Process . Complete . )
e [on 2 [oooo 2 fomoo 2 AppointmentBookedBy | &
Meeds Makeup Application for Photo Shaoot... o @ C%Dlﬁilrife
]
5
= =

b4 Cancel
Booked On 2/8/2006 01:25 PM Updated on 2:8:2006 01:25 PM by ASANTIAGO _

Step 1 - Select a Client

Step 1- Selecta Client Client Retention 0 A ‘ ‘@, =0 |
Client Id [CHARLENE MATHIS - & © New Client

Q salon Client Balance Due 80.00
Name MATHIS, CHARLENE () RepeatRequest

GC Outstanding 107.00

Phone H: 4072356845 W: () Referral

Client Id

This field allows you to select a client if a client has not already been selected. Start typing in the
name of the client to narrow down the search. This will populate names into the Client ID field. If there
are similar names in your Client List the program will narrow down the search by every additional letter

© 2006 Ennoview, Inc.



Appointments 179

you enter. You may also click on the drop down arrow in the "Client I1d" field to get a drop down list of
clients you may select from. Click on the button to the right of the Client ID field shown in the image
below to populate the Client Search screen.

*]

This button will open a list of your clients. Click the "Add New" button to add a client to this list. Once
a client is selected, their information will be displayed in the Client Selection area.

Client Search

search || Sort [Client I
Client No. |Client Id Full Name Home Phone Card Id ‘Stylist e
] AMBER 40 ] COMNMNER MARLOYY
91 ANDY WARSAW WWARSAN, ANDY 4072416512 0 ANME CREW
: 70 ANME PEMBROCPEMBROOKE, ANME 3215248622 0/ SARAH PILOT
50 ARLENE MAGEMN MAGENTA, ARLENE 4078561248 0 ANDREW KELLY
] 104 ASHASANTIAGD SANTIAGO, ASHA 4078123547 0 AMNDREW KELLY
51 BETH MANNER MANMER, BETH 8745123651 0 ANDREW KELLY
: 40 BETHANY JEVWEIJEWEL, BETHAMNY 40781236487 0 JONATHAN KIRBY
54 CHARLENE MAT MATHIS, CHARLEME 4072356845 0 BARBARA DUNTS
: 12 CHARLIE CLEOQ CLEQ, CHARLIE 2452360242 0 MARVIN MARTIAN
25 CHISTOPHER D DOMALDSOMN, CHRISTOPHER 8412356985 0 JOMATHAMN KIRBY
: a7 CHRISTIME MILL MILLER, CHRISTINE 4072652369 0 AMME CREW v

[ ‘ - ‘ > ‘ » ‘ o | ] AddNew |v 0K HXCancel

Client Retention Selection

Client Retention
() New Client
() Salon Client

) Referral

Select the type of retention for the client here.

Add Client Button

Add New Client X

First Name Middle Initial v 0K
Last Name |

, ,
Client Id | * must be unique

Address 1

Address 2
City
State

Zip

Phone

Mobile

Work

Cptions . CCHilling Infarmation

Gender

Birthdate - O male
Email O Female
Lead Source - O child
Referred by Client - Gender Preference
Referred by E O
eferred by Emp -
L) A v O Male
Cardld oy O Female
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Click this button to add a client to your client list. The above screen will appear. Enter the information
that the client provides and click the "OK" button.

Edit Button

Edit Client Information E|
First Name Migdewiial | | | ok
Last Hame [Pemisrocke |
Client Id APEMBROOKE * must be unique
Address 1 4512 Brown Tree 5t
Address 2 Open
City Orlando @ CJ\‘f?:I;EV?I“
State FL
Zip
Phone
Mobile Loyalty Plan  GOLD PROGRAM
Work Loyalty Pts 7

Cptions . CCHilling Infarmation

Birthdate 1213061899 -

Email

Lead Source EMFLOYEE REFERRAL -

Referred by Client -
: Referred by Emp  (BARBARA DUNTS A
= Ve,

k cardid L O Female

Click this button to instantly access the client's information. Thi is very useful for changing telephone
numbers, address, etc. "On the Fly".

Balance Due / GC Outstanding

Balance Due 80.00
GC Outstanding 107.00

This area of the Schedule Appointment window will show you if there is a balance due from the
selected client if the "On Acct” payment type was selected for any of their sales transactions and no
payments were applied on the "Pay on Account" screen. This area will also show if the selected client
has outstanding gift certificates.

Step 2 - Select Employee / Appointment Time

Step 2 - Enter Appointment Details

Appt Date Appt Time (HH:MM) Employee Id (Prefers: JONATHAN KIRBY)
[11i18a008 v [10:00 An |JOMATHAN KIRBY v gj
Service Id |PROFESSIONAL MAKEUP A+ [] Show All Services
Required Resource | A

Employee Id

Select the employee that will perform this service by clicking the small button and choosing from the
list. If you double-clicked a time slot to get to this screen, the employee will be filled in automatically.
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Appt Date/Time

If you double-clicked a time slot on the schedule to get to this screen, the date and time are entered
automatically. You may change them to anything you wish.

Booked By

Initials of the employee that is booking the appointment may be entered into this field. This may be
useful if there are any discrepancies of who booked an appointment.

Step 3 - Select Service and Associated Resource

Service Id |PROFESSIONAL MAKEUP A w Zg [] Show All Services
Required Resource | -
Service Id

Click the small button and select from the listing the service to be performed for this appointment.
Resource Id

If a resource such as a Massage Room is required for this service, click the small button and select
the resource from the listing. If you have selected a Resource Category for the service you have
selected for this appointment, the resource field will show the selected resource category grayed out.

Show All

Check the "Show All" box if you would like all services displayed on the drop down arrow menu instead
of only the qualified services for the selected employee. These are the services that are listed under
the "Services" tab in the Employee List for each employee. If this box is not checked, only the services
that the selected employee is qualified to perform, that are in their services list, will show up when you
click on the drop down arrow.

Service Delay Options

Adiust Sen Initial Setup Process Complete
L enice - > - - - N
Times |U1-DD EI |DD.DD EI |DD_DD E‘

When you enter a service into Inventory, you may insert a delay if required. For example, a Perm may
require a 30-minute wait with the permanent solution in the client's hair. Then you may need another
30 minutes to finish the appointment. The values you entered into Inventory are shown here. If for
some reason you wish to change the times, you may do so in these fields (perhaps this employee
needs closer to 30 minutes instead of 15 to finish the service).

Appointment Notes

Meeds makeup application for photo 5huul.|

waing

feq
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Client Notes: Any notes that you have entered for the selected client in the Client List will appear in
this field.

Daily Notes: You may enter a daily note for the selected client in this field.

Book / Book & Continue / Cancel Buttons

4 Book & Save

i

Book & Save: This button will save the information you have entered, close this screen, and bring you
back to the Appointment Schedule screen.

Boak &
Caontinue

\\@

Book and Continue: Click this button to book the first service, the schedule appointment screen will
remain open with the same client, Employee and Date selected. The time will change to the next
available timeslot. All you will need to do to book an additional service is select the service under step
3 and edit the service time if necessary.

b4 Cancel

i

Cancel: Click this button to cancel any changes you have made and return to the Appointment
Schedule screen.

Book Multiple Services Tab

Use this tab to book multiple services or packages.

Schedule Appointment

Step 1- Selecta Client (DAL TR [ am || e
. 3) () New Client
Client Id |CHARLENE MATHIS - e —— Balance e P
Name MATHIS, CHARLENE O RepeatRequest GC Outstanding 0.00
Phone H: 4072356845 W: @
Details m Slots Available Prepaids Furchagses ' Formulas -\ Appointments Cancel ! Na Shows
Step 2 - Select one or more Services | Packages and Assign Employees
Service |AROMATHERAPY PEDICURE =
Service Select Employee g'rodgfss * @
_|1 HOUR MasSAGE JOLINE MEYERS 1
_|AROMATHERAPY MANICURE ANDREW KELLY 2
| AROMATHERAPY PEDICURE ’ 2 3
~ O
Step 3 - Select Starting Date / Time and number of days to search for a opening
Start Search From |2/8/2006 - En[t;;;sNto';of Mon Fri
Search From 05:00 AM Search Tue sat ‘ ,/O Click to Start Scan ‘
Search To 08:00 PM T = =t Sy ‘ - — ‘
V] Tt ance
[] Limit to Start - Ending Times Selected “I
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Slots Available Tab

Schedule Appointment

Step 1- Selecta Client

Client Retention

Details

ate February 08, 2006

+-Appointment: Date February 08, 2006
- Appeointment:

- Appointmer

+-Appointment: Date February 08, 2006 at 9:30:00 AM Cli

: CHARLENE MATHIS
nt: CHARLENE MATHIS

i ) New Client
Client 1 [CHARLENE MATHIS - D & Salon Clent
Name MATHIS, CHARLENE O RepeatRequest
Phone H: 4072356845 W: O Referral

Book Multiple Services Slots Availabl, FPrepaid Furchase Formulas

Anpaintments
Enter Booked By Initials

Ly A H@ Ecit ‘
0.00
0.00

Balance Due
GC Outstanding

Cancel/ Mo Shows

at 9:45:00 AM Client: CHARLENE MATHIS

+- Appointment:

Date February 08, 2006 at 10:00:00 AM Client:
Date February 08, 2006 at 10:15:00 AM Client:
ate February 08, 2006 at 10:30:00 AM Clent:
ate February 08, 2006 at 10:45:00 AM Client:
ate February 08, 2006 at 11:00:00 AM Client:
+-Appointment: Date February 08, 2006 at 11:15:00 AM Client:
- Appointment: Date February 08, 2006 at 11:30:00 AM Client:
+-Appointment: Date February 08, 2006 at 11:45:00 AM Client:
- Appointment: Date February 08, 2006 at 12:00:00 PM Client:
+-Appointment: Date February 08, 2006 at 12:15:00 PM Client:
Date February 08, 2006 at 12:30:00 PM Client:

CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS
CHARLENE MATHIS

Select an appointiment and press the Book Button ===

The program will jump to this tab when you use the Book Multiple Services feature. This screen will

183

provide you with a listing of available appointment times for multiple services. Click the "Book" button

after selecting an appoin

Prepaids Tab

tment time.

Schedule Appointment

= i Client Retenti
Step 1- Select a Client Dei Gtz e 0 e 2
) Mew Client
Client Id - g:) :
O salon Client Balance Due 0.00
Name PEMBROOKE, ANNE O Repeat/Request GC Outstanding 150.00
Phone H: W: O Referral
Details Book Multiple Services Slots Awailahle - Prepaids ' Purchases ~ Formulas - Appaintments Cancel f Mo Shows
4 Select Prepaid Service | | 4  Add Al Prepaid Services |
Item Type | Eourt | [atel Expires -
| mrial | Remain | Starts Ends \
L 1HOUR MASSAGE C 1 1 1272006 17272056
_|1HOUR MASSAGE C 1 1 2/32006 2/3/2056
_|ULTIMATE SPA MANICURE C 1 11272006 1272056
_|ULTIMATE SPA MANICURE C 1 1 2/372006 2/3/2056
_[ULTIMATE SPA PEDICURE C 1 1 1272006 12772056
|_|ULTIMATE SPA PEDICURE C 1 1.2/3:2006 2/3/2056
h

Use this screen to view a client's prepaid items. You may also select these items when scheduling

appointments for the selected client.
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Prepaid List

[ldl

Item

|_|PEDICURE

Type _ Count i Date s
Initial Remain Starts Ends

C 5 4111872005 11182055 11/18/2055

C 5 4/11/18/2005 11/18/2055 11/18/2055

This is a listing of prepaid items that the selected client has purchased.

Select Prepaid Service

& Select Prepaid Service Il

Click this button to select the highlighted service for the appointment you are booking. This option will
automatically move you to the "Appointments" tab and the prepaid service will be entered into the
Service Id field.

Add All Prepaid Services

%  Add All Prepaid Services Il

Click this button to move all of the prepaid services into the services fields on the "Book Multiple
Services" tab.

Purchases Tab

Schedule Appointment

Select a Client

Step1-
ClientId

Phone H:

Details

Name PEMBROOKE, ANNE

W

Book hultiple Services

Slots Available Prepaids

Show Select Group of Purchases
(® Show ANl O Retail Only O Service Only (O Tanning Only O Packages Only

O Referral

Purchases  Formulas

Client Retention

epeat/Request

LY Adg Hg Exit ‘

Balance Due
GC Owutstanding

0.00
150.00

Appointments Cancel ! Mo Shows

w Select Service

Location

MAIN
MAIN
MAIN
MAIN
MAIN
MAIN
MAIN
MAIN
MAIN
MAIN
_|mam
| [mam

2/32006
2/32006
2/3/2006
2/3/2006
232006
1272006
1272006
3162005
316/2005
3122005
12772004
9/302004

04:01 PM
04:01 PM
04:01 PM
04:01 PM
04:01 PM
01:36 PM
02:08 PM
03:24 PM
03:25 PM
01:48 PM
1211PM
0237 PM

Employee

SPRAY TAN SESSION

CAMILLE SWANSON BIOSILK HAIR WATER H:

ANDREW KELLY DAY AT THE SPA
CAMILLE SWANSON | FULL HIGHLIGHTS
ANDREW KELLY PERMANENT

ANDREW KELLY PHOTOGRAPHY MAKEUR
INHOUSE TANNING MEMBERSHIP
INHOUSE DAY AT THE SPA
BARBARA DUNTS HAIR COLOR.
BARBARA DUNTS HAIR COLOR.

INHOUSE GIFT CERTIFICATE
CARRIE CONNOR GIFT CERTIFICATE
ANDREW KELLY MINI MANICURE

Oty |Price Tan Bed

22.50| TANNING BED 1
18.00
150.00
72.00
63.00
72.00
150.00
150.00
80.00
80.00
85.00
50.00
20.00

T I I E Y N =T Y -

oo 2 o 2 9 o 2o o o oo

Click this tab to view the products and services that the selected client has purchased. You may also

schedule an appointment for one of the services listed.
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Purchases List

Date Time Employee Item Oty  |Price Tan Bed Tan Min
21111872005 g JONATHAN KIRBY PHOTOGRAPHY MAKEUP 1
11/18/2005  11:36 AM JONATHAN KIRBY GIFT CERTIFICATE 1 107.00
11/18/2005  01:51PM JONATHAN KIRBY MANICURE 5 25.00
11/18/2005  01:51 PM JONATHAN KIRBY PEDICURE 5 25.00
11/18/2005  01:51 PM JONATHAN KIRBY PROFESSIONAL MAKEUP 1 70.00
11/18/2005  01:53 PM JONATHAN KIRBY PROFESSIONAL MAKEUP 1 T70.00
11/18/2005  01:53 PM ANDREW KELLY MANICURE 1 25.00
11/18/2005 01:53 PM ANDREW KELLY PEDICURE 1 25.00
11/23/2004  09:41 AM CONNER MARLOW SALT GLOW 1 65.00

o oo o o o o =]

This is a listing of the items that the selected client has purchased. You
list to book for the selected client.

Show Select Group Of Purchases

Show Select Group of Purchases
) Retail Only O Service Only O Tanning Only ) Packages Only

Select the type of purchases that you would like to display in this list.

Select Service Button

i Select Service |I

may select an item from this

Click this button to select the highlighted service for the appointment you are booking. This option will
automatically move you to the "Appointments"” tab and the service will be entered into the Service Id

field.
Formulas Tab

Schedule Appointment

Phone H: W: O Referral

Step 1- Selecta Client Client Retention ] A & e
A[NINE PEMB E 3) & LTl
Client 1d  |&KIEISNES0 1 2 i
O salon Client Balance Due 0.00
Name PEMBROOKE, ANNE O Repeat/Request GC Outstanding 150.00

Details Book Multiple Services Slots Available FPrepaids Furchases | Formulas ~ Appointments Cancel ! No Shows

Description Service Employee

L HIGHLIGHT FORMULA FULL HIGHLIGHTS BARBARA DUNTS
COLOR FORMULA HAIR COLOR BARBARA DUNTS

GR 20VOLUME
SLICED THICK CHUMNKS

Click this tab to view the selected client's formulas.
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Formula List

These windows will show the formulas and formula specifics for the selected client. Click on a formula
(must be highlighted) to display the formula specifics.

Appointments Tab

Schedule Appointment

Step 1- Selecta Client

Client Retention

L) A H@ Eclit ‘

(O New Client
Client 1d  |BETH MANMNER - 3:) .
| J O salon Client Balance Due 0.00
Name MANNER, BETH O RepeatRequest GC Outstanding 0.00
Phone H: 8745123651 W: @G
Details Book Multiple Services Slots Available FPrepaids FPurchases ' Formulas | Appointments ~ Cancel!MNo Shows
Appointment List  *Red =Mo Showe  * Purple = Standing Appt
s
Date Time Employee service Booked i oatment
B o000 PM ANNE CREWY FULL LEG ¥Ax
10/8i2004 9:00:00 Ak CARRIE COMMOR MANICURE
11052004 101500 AWM | ANDREW KELLY 172 HOUR MASSAGE
111172005 34500 PWM JOLINE MEYERS 1 HOUR MASSAGE
111152005 4:45:00 PM  JOLINE MEYERS AROMATHERAPY FEDICURE
111152005 5:30:00 PM JOLINE MEYERS BEARD TRIM
21172005 10:00:00 AW ANDREWW KELLY 1 HOUR MASSAGE
A

This screen can be used to view the client's list of appointments. Double left click on top of an
appointment in the list to move to that appointment in the Calendar. This can be useful if you need to
edit an appointment and need to quickly locate that appointment in the Calendar.

Book Multiple Services or
Book Multiple Services Tab

Book Multiple Services or Packages for a Client

Step 1- Select a Client
[APEMBROOKE - gj
Prepaids

PEMBROOKE, ANNE

Book Multiple Services . Time Slots Available

| =l

Furchases

Packages

lj A

Farmulas

Step 2 - Select one or more Services | Packages and Assign Employees

Appointments

X

Cancel f Mo Shows

Initials

Service

—

1|1 HOUR MASSAGE
_|VLTIMATE SPA MANICURE
| |ULTIMATE SFA FEDICURE

Start Search From |2/22/2006 - Enter No.
- Days to
Search From 09:00 AW Search

Search To

03:00 P 1 <

[] Limit Search to Starting - Ending Times

FIRST AVAILABLE

of Mon Fri
Tue Sat
Wed Sun
Thu

v O

Step 3 - Select Starting Date / Time and number of days to search for a opening

‘,O Click to Start Scan ‘

‘ X Cancel ‘
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A powerful, timesaving feature of the program is the ability to automatically book services or
packages. With one click of the "Book Multiple Service or Packages" button on the Appointment
screen, you can instantly find available appointments that have the resources and qualified employees
available.

As shown in the image on the previous page, this is a simple 3 step process. There are however, a
few special features you can do while performing this process. These are shown below

e You can continue to add Services and Packages to the Service / Package listing by repeatedly
selecting from the "Select Service Package" field. The program will then scan for times it can
concurrently schedule these services.

¢ If you selected more than one service, you may use the Process Order column to the right of the
Selected Employee column to move individual items up or down the list. This will determine in what
order the services will be automatically scheduled by Envision.

e The date and time you set in the "Start Search From" fields will determine how the scan works. It
defaults to the current date and time. When you click "Scan" it will start searching from the date and
will only search each day from the time you have set. For example if you set "Days" to 3 and the
"Start Search From" fields are today's date and 1:30 PM, the scan will search for available slots for
the next 3 days but only FROM 1:30 PM each of those days! To search the entire day for the
amount of days you have entered, change the "Start Search From" time to your opening time.

Step 1 - Select a Client

Step 1- Selecta Client
[<ARRY BROWN R o

BROWN, KARRY Home: 555-555-5555

e Client Id

This field allows you to select a client if a client has not already been selected. Start typing in the
name of the client to narrow down the search. This will populate names into the Client ID field. If
there are similar names in your Client List the program will narrow down the search by every
additional letter you enter. You may also click on the drop down arrow in the "Client 1d" field to get a
drop down list of clients you may select from. Click on the button to the right of the Client ID field
shown in the image below to populate the Client Search screen.

L3

This button will open a list of your clients. Click the "Add New" button to add a client to this list. Once
a client is selected, their information will be displayed in the Client Selection area.

Search | Sort [Client Id -
Client No. |Client Id Full Name Home Phone Card Id ‘S‘yliﬂ A
82 |AMBER THOMAS) AMBER ARLOWY
1 ANDY WARSAW | AMNDY 0 ANME CREW
70 AMME PEMBROCPEMBROOKE, AMME 3215248622 0 SARAH PILOT
40 ARLEME MAGEN MAGEMNTA, ARLENE 4078561248 0 AMDREWY KELLY
104 ASHASANTIAGO SAMTIAGOD, ASHA 4078123547 0 ANDREWY KELLY
51 BETH MANMNER MAMNMER, BETH a745123851 0 ANDREW KELLY
40 BETHAMY JEVVEIIEWEL, BETHANY 4078123657 0 JOMATHAM KIRBY
64 CHARLEME MAT MATHIS, CHARLEME 4072356845 0 BARBARADUNTE
12 CHARLIE CLEQ CLEO, CHARLIE 8452360242 0 MARVIM MARTIAN
25 CHISTOPHER Dn DOMALDSON, CHRISTOPHER 8412356985 0 JOMATHAM KIREY
A7 CHRISTIME MILL MILLER, CHRISTINE 4072652369 0 AMME CREW ~

=

’|b|u‘("JA(I(INew vOK
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e Add

[]  Add

Client Button

Add New Client
wade i [

First Name.

=

]

oK

Last Name.

Glentta T

must be unique.

Cancel

x

Address 1

Address 2

city

R
e ——

Options ~{ cCBlling Information

. 7]

Gender
O male

Email

O Female

Lead Source.

O child

Referred by Client

Gender Preference

Reforra by Emp
k cardid =

O Male
O Female

Click this button to add a client to your client list. The above screen will appear. Enter the information
that the client provides and click the "OK" button.

e Edit Button

(& Edit

it Cllet Information =
fistome o it v o
Losthame [Pombroois ‘

g
Client Id APEMBROOKE “ must be unique e

Address 1 4512 Brown Tree 8t

Address 2

city orlando

State L
zp

Phone

options " cCBlling Information

Mobile LoyatyPlan  GOLD PROGRAN
Work LovatyPts 7

Birthdate 1213011839 -

Gender
O male

Email O Female
Lead Source [EMPLOYEE REFERRAL O child
[—— | comterpreterence
Retertodby Enp [ BRBARADUNTS ~] [Srer
G O romate

Click this button to instantly access the client's information. Thi is very useful for changing telephone

numbers

Step 2 - Select Services / Packages and Assign Employees

e Select Service / Package

, address, etc. "On the Fly".

Step 2 - Select one or more Services | Packages and Assign Employees

| j Initials
. Process 5 @
Service Select Employee Order ‘
_|1 HOUR MASSAGE FIRST AVAILABLE 1
_|ULTIMATE SPA MANICURE FIRST AVAILABLE 2
M| ULTIMATE SPA PEDICURE FIRST AVAILABLE 3
~ O

Select Service / Package. Once again, click the small button with the drop down arrow for a list of all

your services and packages. Or you may click the small button next to it for a complete inventory list.
You may select more than one service or package in this window.
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e Assign Employees

Service

LILTIMATE EPA MAMNICURE AMDREW KELLY 2

¥/ 1 HOUR MASSAGE
| |ULTIMATE SPA PEDICURE ANDREW KELLY 3

Select an employee for each service or package shown. This is critical since the program will search
forward in time only for open time slots for those employees. You may also select "Any" for the
employee and the program will search for available times with any employee. If you have the program
setup to check for qualified services, the program will only search through the employees that have
the selected service listed as a service that they are qualified to perform.

e Process Order

Process
Order

2
3

These fields allow you to specify the order of the services you are booking. For example, if you would
like the first service to be booked as the second service, enter a 2 into the Process Order field. You
may also right click on top of the services and click either "move up" or "move down" to move the
selected (highlighted) service in the list.

e Initials (Booked By)

Initials of the employee that is booking the appointment may be entered into this field. This may be
useful if there are any discrepancies of who booked an appointment.

Step 3 - Select Starting Date / Time and number of Days

Step 3 - Select Starting Date [ Time and number of days to search for a opening
Start Search From |11/18/2005  «| Enter No. of Mon Fri

Days to .
Search From 09:00 AM sﬁf;c,, Tue Sat ‘ p Click to Start Scan ‘
Search To [02:00 P [ =] o] gL
Thu ‘ X Cancel ‘

Limit Search to Starting - Ending Times

e Start Search From

The default is today's date and 12:00AM. If you wish to search for times starting at a specific time for
the amount of days you enter, change this to that specific time. Change the date if needed.

e No. of Days to Search

Select the number of days to scan ahead. Remember that the start Date and Time for each of these
days to be scannned is determined by the "Start Search From" date and time you set.
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e Click to Start Scan Button

Click this button to start the scan for available appointments. When the scan is complete the program
will automatically move to the "Slots Available" screen and you may then select an appointment to
book.

Time Slots Available Tab

Book Multiple Services or Packages for a Client

Step 1- Selecta Client
|APEMBROOKE =l 33

Book Multiple Services - Time Slots Available ~ Prepaids  Purchases “ Farmulas  Appointments . Cancel f Mo Shows

PEMBROOKE, ANNE

List

IR Appointment Date  Wednesday February 22, 2006 at 9:00:00 AM  Client: APEMBROOKE ﬂ
+-Appointment Date Wednesday February 22, 2006 at 9:15:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 9:30:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 9:45:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 10:00:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 10:15:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 10:30:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 10:45:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 11:00:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 11:15:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 11:30:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 11:45:00 AM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 12:00:00 PM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 12:15:00 PM  Client: APEMBROOKE

+-Appointment Date Wednesday February 22, 2006 at 12:30:00 PM  Client: APEMBROOKE ﬂl
+-Appointment Date Wednesday February 22, 2006 at 12:45:00 PM  Client: APEMBROOKE -

Select an appointment and press the Book Button ===

Search Results

The result of the scan will be displayed here. Click on one that is suitable and click the "Book" button.
If you searched for multiple services / packages, click the small box with the "+" sign to drop down the
appointment times for these various services. The time, service, employee and resource will be
displayed.

Book Button

This button will save ask you if you are sure you would like to schedule these appointments, schedule
the services, and bring you back to the Appointment Calendar.

Cancel Button

Click this button to cancel any changes you have made and return to the Appointment Calendar
screen.
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Prepaids Tab

Book Multiple Services or Packages for a Client g|
Step 1- Select a Client
[WPEMBROOKE R @
PEMBROOKE, ANNE
Book Multiple Services  Time Slots Available  Prepaids “ Purchases “ Farmulas  Appointments  Cancel f No Shows
[ o  Select Prepaid Service | | W AddAll Prepaid Senvices |
[ Count [ Date [ )
It T E
em ‘ Y€ " witial | Remain | stans Ends | IS
: 1HOUR MASSAGE C 1 1 1272006 127/2056
_|1 HOUR MASSAGE C 1 1/2/3/2006 2/3/2056
_|ULTIMATE SPA MANICURE C 1 1/1/27:2006 1127/2056
_|ULTIMATE SPA MANICURE C 1 1/2/3/2006 2/3/2056
_|ULTIMATE SPA PEDICURE C 1 1/1/27:2006 1127/2056
|_|ULTIMATE SPA PEDICURE C 1 121312006 2/3/2056
v

Use this screen to view a client's prepaid items. You may also select these items when scheduling
appointments for the selected client.

Select Prepaid Service Button

Click this button to select the highlighted service for the appointment you are booking. This option will
automatically move the selected service to the "Book Multiple Services" tab into one of the Service Id
fields.

Add All Prepaid Services Button

Click this button to move all of the prepaid services into the services fields on the "Book Multiple
Services" tab.
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Purchases Tab

Book Multiple Services or Packages for a Client g|
Step 1- Select a Client
[WPEMBROOKE R @
PEMBROOKE, ANNE
Book Multiple Services  Time Slots Available  Prepaids | Purchases “ Formulas  Appointments . Cancel / Mo Shows
Sho ct Group of Purchases
®5 | O Retail Only O Service Only O Tanning Only O Packages Only
Location Date Time Employee Item Oty (Price Tan Bed Err" &
SPRAY TAN SESSION 1 22.50 |TANNING BED 1
_|MAIN 2/3/2006  |04:01PM  CAMILLE SWANSON BIOSILK HAIR WATER F 1 18.00 0
_|MAIN 2/3/2006  |04:01PM  ANDREW KELLY DAY AT THE SPA 1 150.00 0
_|MAIN 2/32006  |04:01PM  CAMILLE SWANSON FULL HIGHLIGHTS 1 T72.00 0
_|MAIN 2/3/2006  |04:01PM  ANDREW KELLY PERMANENT 1 63.00 0
_|MAIN 2/32006 | 04:01PM  ANDREW KELLY PHOTOGRAPHY MAKEL 1 72.00 0
_|MAIN 1272006 01:36 PM  INHOUSE TANNING MEMBERSHIP 1 150.00 0
_|MAIN 1272006 02:08 PM  INHOUSE DAY AT THE SPA 1 150.00 0
_|MAIN 3162005 03:24 PN BARBARA DUNTS HAIR COLOR 1 £0.00 0
_|[MAIN 3162005 03:25PM BARBARA DUNTS HAIR COLOR -1 £80.00 0
_|MAIN 3/2/2005  01:48PM INHOUSE GIFT CERTIFICATE 1 £5.00 0
_|MAIN 1272004 12:11PM CARRIE CONNOR GIFT CERTIFICATE 1 50.00 0
_|MAIN 9/30:2004 02:37 PM  ANDREW KELLY MINI MANICURE 1 20.00 0
|_|MAIN 9/30/2004 02:37 PN ANDREW KELLY PEDICURE 1 25.00 0
v

Click this tab to view the products and services that the selected client has purchased. You may also
schedule an appointment for one of the services listed.

Show Select Group Of Purchases

Show Select Group of Purchases

(® Show All: ) Retall Only ) Service Only () Tanning Only () Packages Only

Select the type of purchases that you would like to display in this list.

Select Service Button

»*  Select Serice ||

Click this button to select the highlighted service for the appointment you are booking. This option will
automatically move you to the "Book Multiple Services" tab and the selected service will be entered
into one of the Service Id field.
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Formulas Tab

x

Book Multiple Services or Packages for a Client

e

Time Slots Available  Prepaids ~ Purchases - Formulas  Appointments  Cancel f Mo Shows
. ~

Employee

Step 1- Select a Client

[WPEMBROOKE -] 3}

PEMBROOKE, ANNE

Book Multiple Services

A DUNTS 112 4}
112792006

Description

BARBAR.

FULL HIGHLIGHTS R
BARBARA DUNTS

&[HIGHLIGHT FORMULA
HAIR COLOR

COLOR FORMULA

6R 20 VOLUME
SLICED THICK CHUNKS

This screen is the same exact screen that is available on the Schedule Appointment window. You may

use this screen to view clients' formulas.

Appointments Tab

x

Book Multiple Services or Packages for a Client
Step 1- Select a Client
R @
STOLE, HARVEY Home: 4073256528
Book Multiple Services  Time Slots Available ~ Prepaids  Purchases “ Farmulas - Appointments  Cancel f No Shows
AppointmentList  *Red = Mo Show  * Purple = Standing Appt
~
Date Time Employee Service EEE Treatment =
10:00:00 Ak | SARAH PILOT 1 HOUR MASSAGE
211072006 11:00:00 Ak | COMNMER MARLOW 1T HOUR MASSAGE
b

This screen can be used to view the client's list of appointments.
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Cancellations Tab

Book Multiple Services or Packages for a Client E|
Step 1- Select a Client
STOLE, HARVEY Home: 4073256528
Book Multiple Services  Time Slots Available ~ Prepaids  Purchases “ Farmulas  Appointments  Cancel fNo Shows
Cancelled Cancelled | Appoint; it \ C . . ~
on By | Date Time ‘ E ‘ Service Initials Notes
ld
v
No Show No Show 5 L
on ‘ At ‘ Employee Service =
l 21072006 11:00:00 A COMMER MARLOW 1T HOUR MASSAGE
v

This screen is the same exact screen that is available on the Schedule Appointment window. You may

use this screen to view clients' cancellations.

Waiting List

Appointment Waiting List E
View List for Date |10/6/2005 = Update View | O viewan
Available
List of Clients waiting for Appointment (Dbl Click item to Display Available Times) Times
‘cnem Id ‘Emplwee Start Date  |End Date
A/
Name: LARE, JOANMNA ; :
Phone No. 9523526585 ) Add | |V B3 |
Mobile No. -
Work No. [ Intetnet Appt | P Re'“'m| | ¥ Cancel |

This screen allows you to view and manage the waiting list.

Waiting List I'

This screen can be reached by clicking on the "Waiting List" button below the calendars on the right

hand side of the Appointment Calendar (shown above).
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Add an Appointment to the Waiting List

B

Click the "Add" button as shown in the image above to add an appointment to the Waiting List.

The following screen will appear:

Add Appointment Waiting List §|

Client Id [KORINADONOVAN | 3)
DOHOVAN, KORINA

H: 3215826528 W: 3215826528

FromDate  |10/27/2005 ~] @
To Date [10i27/2005 ~|
Employeeld  [BARBARADUNTS  +|
[] Requested Employee?

Service Id |COLOR CONDITIONINEﬂ zg
Resource Id | j
Edit Service Time Options (HH:NN)

Initial Delay Complete

00:30 0016 |00:30

|V Ok ||X Cancel|

Client ID

Click the small drop down arrow to see a list of Client ID's and Names. If you wish to see a complete
list click the small search button to the right of the Client Id field. A search list will open for you to
select a client and you will also be able to Add a new client "on the fly."

From and To dates

These fields set the range of dates for how long the appointment will remain in the Waiting List. The
From Date and To Date should be the same if you are adding a single appointment or if you are
adding an appointment for one day.

Employee ID & Requested Employee

Click the small button and select from the drop down list the employee who will perform the service for
this appointment.

If the client requests a specific employee, select the employee from the list as instructed above, then

check the "Requested Employee?" check box. This will provide a warning at the time of the
appointment if you try to move this client to another employee.

Service and Resource ID's

Select from the drop down lists the service to be performed for this appointment and if any resources
are required (such as a massage bed), select this as well.
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Edit Service Time Options

Adiust Sen Initial Setup Process Complete
L enice - > - - - N
Times |D1-DD v:I |UD-UD :I, |DD.DD E‘

These three fields are available to schedule appointments for services that require a delay or if the
service time needs to be changed. Enter the time it takes for the initial portion of the service, then the
time for the delay and finally the time it takes for the final (Completion) portion of the service. When
you enter a service into Inventory, you may insert a delay if required. For example, a hair color service
may require a 30-minute wait with the color in the client's hair. Then you may need another 30 minutes
to finish the appointment. The values you entered into Inventory are shown here. If for some reason
you wish to change the times, you may do so in these fields (perhaps this employee needs closer to 30
minutes instead of 15 to finish the service).

Check Waiting List for Available Appointments

Waiting List Opening g]
An Opening has Become Available @
An opening has become available on 1/31/2006 Rvailable

Times

Client Id CHARLENE MATHIS

09:00 A A
Name MATHIS, CHARLENE 0915 A
Phone 4072356845 (09:30 At
Mobile ?ggg m
ot 10715 AN
Senvice MANICURE 10:30 AM
Employee  ANDREW KELLY 10:45 AN

11:00 AM
Select an available tire and press Book to schedule an 11:15 A
appointment. ngim
Press Delete to remove from YWaiting List. : e
PSS CRIEE D SR |4~ Book | | 2 Delete | | b4 Cancel|

View List for Date
Select the date for which you would like to display appointments in the Waiting List.
Update View Button

The Update View button will refresh the screen when you change dates or Add / Remove clients from
the list.

View All

Check the "View All" check box if you would like to view all appointments in the Waiting List.
List of Clients Waiting for Appointment

This area of the screen displays all the clients you have placed on the Waiting List. Double Click a
name to see available times for the service the client is waiting for. Note: You must enter times that
your employees are available in the Employee Schedule before Available Times will appear.

Available Times

Note: You must schedule your employees before available times will be displayed.

This area of the screen shows the time slots available for the date you select. After you select a client
and service and enter the appointment in the Waiting List, viewing this screen will display available
times that you can Book the client for. Double click the appointment in the list to see available times.
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Client Information

The area below the Client Id field displays information about the client you have selected. You may
edit the client's information from the Client List.

Remove / Book / Cancel Buttons
Select an appointment from the Waiting List by left clicking on the appointment.
You may click the "Remove" button to remove the highlighted appointment from the Waiting List.

To book an appointment from the Waiting List, double click on the appointment to display the available
times. Select a time from the listing on the right and click the "Book" button.

Click the "Cancel" button to close this screen with no actions.

Standing Appointments

Appointment Standing List El
View List for Date |1 /612004 j | Update View |
List of Clients with Standing Appointments Scheduled Appointments
f i 25 Appt I 25
Client Id Employee Id Service Id Start Date  |End Date Date Time

4|FATHERINE BAXTEANDREW KELLY  [MANICURE 10062005 120 0 AN
KATHERIME BAXTE ANDREW KELLY  PEDICURE 10062005 12431/2006 10/ 32005 10:00 AM
10/200200% 10:00 AM
T0/27i200% 10:00 AM
11/3r2005  10:00 AM
111002005 10:00 AM
111702005 10:00 AM
117242005 10:00 AM
12152005 10:00 AM
we | (120802005 10:00 AM | w

Name: BAXTER, KATHERIMNE Frequency Weekly

Phone No. 3453356932

Maobile No.

Work No. ‘@’ Edit ‘ ‘“3' Remwe‘ ‘,/ Close ‘

This screen allows you to manage your listing of Standing Appointments. This screen will allow you to
add standing appointments to the Appointment Calendar.

Standing Appts Il

Click the "Standing Appointments" button below the calendars on the right hand side of the
Appointment Calendar (shown above).

Add a Standing Appointment

|

Click the "Add" button as shown in the image above to add a standing appointment.

The following screen will appear:
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Add Standing Appointment §|

Client Id [KATHERINE BAXTER  ~ | 3}
BAXTER, KATHERINE

.
H: 8453356032 W: 8453356032

FromDate  [11/21/2005 ~| m
To Date |11i21/2008 ~|

Appt Time 10:00 A

Frequency |2 Weaks j
Employeeld |[ANDREWKELLY  +| 3)

Repeat | Requested Employee?:
Service Id IMANICURE

Lelle
b

Resource ld |MANICURE STATION -

Edit Service Time Options (HH:MM}
Initial Delay Complete

00:45 o000 |o:00

|V 0K ||X Cancel

Client ID

Click the small drop down arrow to see a list of Client ID's and Names. If you wish to see a complete
list click the small search button to the right of the Client Id field. A search list will open for you to
select a client and you will also be able to Add a new client "on the fly."

From and To dates

These fields set the range of dates for the standing appointment.

Appointment Time

Enter the time of the appointment in the format 1:30PM.

Appointment Frequency

Select the frequency of the standing appointment from the drop down menu. If the client would like the
appointment to be scheduled every week, "weekly" will be the frequency. If the appoinment will be
scheduled every other week, the frequency will be 2 weeks.

Employee ID & Requested Employee

Click the small button and select from the drop down list the employee who will perform the service for
this appointment.

If the client requests a specific employee, select the employee from the list as instructed above, then

check the "Requested Employee?" check box. This will provide a warning at the time of the
appointment if you try to move this client to another employee.

Service and Resource ID's

Select from the drop down lists the service to be performed for this appointment and if any resources
are required (such as a massage bed), select this as well.
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Edit Service Time Options

These three fields are available to schedule appointments for services that require a delay or if the
service time needs to be changed. For example, you may do a wash then delay 15 minutes for dry
time before styling. Enter the time it takes for the initial portion of the service, then the time for the
delay and finally the time it takes for the final (Completion) portion of the service.

Edit Service Time Options

Adiust Servi Initial Setup  Process Complete
djust Senice : " _ . : -
Times |':'1-':”:I E‘ |EIEI.EIEI E‘ |l:||:|_|:||:| E‘

These three fields are available to schedule appointments for services that require a delay or if the
service time needs to be changed. Enter the time it takes for the initial portion of the service, then the
time for the delay and finally the time it takes for the final (Completion) portion of the service. When
you enter a service into Inventory, you may insert a delay if required. For example, a hair color service
may require a 30-minute wait with the color in the client's hair. Then you may need another 30 minutes
to finish the appointment. The values you entered into Inventory are shown here. If for some reason
you wish to change the times, you may do so in these fields (perhaps this employee needs closer to 30
minutes instead of 15 to finish the service).

Salon Schedule

This screen will pop up every time you open the Appointment Calendar if you have the "Autoshow" box
checked. This screen is very useful if you would like to see a quick list of the appointments you have
scheduled.

='Salon Schedule

Clients Scheduled for Today &  Checkn

Time Client Name Status

[ view Agenda

AW |Daonna Misslie Checked Qut
12:00 PM | Bethany Jewel Mo Show & Work Ticket
12:45 PM Amber Thomas Checked In E POS Check
01:458 PM | Andy Warsaw Checked In Out
02:44PM  Arlene Magenta Checked In 3¢ Cancel Appt
03:45 PM  Beth Manner Checked In

[#  Refresh

i Close

[ Autoshow Screen

[] Hide Checked Qut
Clients from List

Salon Schedule List

This is the list of clients with appointments for the current day. The status of the appointment will
appear under the status column to the right of the client's ID.
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Check In Button

Click this button to check the selected client (highlighted in the list) in when they have arrived.
View Agenda Button

Click this button to open the selected client's agenda window. This will show information for all the
services they have scheduled.

Work Ticket Button

Click this button to print a work ticket for the select client. The following window will appear. Select
your options and click either the print or preview button.

POS Checkout Button

Click this button to check the client out. This option will bring all the services that are booked for the
selected client on that day into the POS (Point of Sale) window. All you will need to do is add any
additional services or retail and click on the "Sale" button to complete the sale.

Cancel Appointment Button

Click this button to cancel the selected client's appointment.
Refresh Button

Click this button when more than one user on a network is making appointments to refresh your Salon
Schedule to reflect the latest information.

Close Button

Click this button to close the Salon Schedule window.

Transparency Bar
This bar will allow you to make the Salon Schedule transparent to your preference.

Autoshow Checkbox

Check this box if you would like the Salon Schedule to open every time you open the Appointment
Calendar.

Hide Checked Out Clients

Check this option if you would like the checked out clients hidden on the salon schedule. This allows
you to view a smaller list and only the appointments scheduled that have not been completed.

Appointment Viewer

The Appointment Viewer looks exactly like the Appointment Calendar, however you are not able to add
or edit appointments or make any changes in this screen except for Blocking Employee Time.

The Appointment Viewer can be reached by clicking on "Appointment” on the Menu Bar and selecting
"Appointment Viewer" from the drop down menu. You may also click on "Appointment Viewer" under
"General Options" on the Appointment Guide window.
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General Options (<]

Eg] Appointment Calendar f Schedule
ﬂg] Appointment Guide

Appointment Calendar | Schedule

| Appointment Yiswsr 1. @ Appointment Walk-ln Cueue

Appointment Walk-In Gusus @ A Vi
=] Send Automated Appointment Confirmations i i

Setup Rooms [ Equipment Resources

. @ Send Appointment Confirmations
Sekup Resource Cakegories

Tanning | Massage Bed List % Print Wark Tickets

The Appointment Viewer is for viewing purposes only, however you do have some right click menu
options available. These options will allow you to print schedules, view the client's next appointment,
view the client's agenda, etc.

Appointment Queue

The Appointment Queue allows you to add Walk-In clients to a list without having to book an
appointment for them in your Appointment Calendar. You will not need to add the walk-in client to
Client List if you use the Appointment Queue.

To enter the Appointment Queue, click on "Appointment" from the menu bar and select "Appointment
Queue" as shown in the image below. The Queue can also be reached by clicking on "Appointment
Walk-In Queue" under "General Options" on the Appointment Guide window or click on the "Queue"
button located on the Tool Bar.

General Options (<]

Eg] Appointment Calendar f Schedule
ﬂg] Appointment Guide

Appointment Calendar | Schedule
Appointment Viswer @ Appointment YWalk-In Queue
| Appaintment Walk-In Queus . @ Appaintment -

=] Send Automated Appoinkment Chrifirmations

Setup Rooms [ Equipment Resources =

. @ Send Appointment Confirmations
Sekup Resource Cakegories ueue

Tanning | Massage Bed List % Print Yark Tickets

] add Mew | | o start Senice | 2 check out I Actions _~

Time

| Edit

Senviced

02:22 P

Add New

Click the "Add New" button to add a Walk-In client to the Queue.

Edit

Click the "Edit" button to edit a Walk-In appointment that is already listed in the Queue.

Start Service
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Click the "Start Service" button to mark the time that the service was started for the highlighted
appointment in the list.

Check Out

Click the "Check Out" button to transfer the Walk-In client's service to the Point of Sale so that you
may take their payment.

Add New

Click the "Add New" button at the top of the Appointment Queue to open the following screen:

Appointment Queue E|
Select from List or Enter Walk-In Name

Client Id | v 3)

Wallk-In Name |SARAH

Gender ~ Male * Female

Select Primary Service

service Id 1 HOUR MASSAGE -

Select Employee to Perform Service

Employee Id LOLINE MEYERS = 3)

Enter Notes

|V Ok HX Cancel

Client Id

If the Walk-In Client is in your client list you may select them for the appointment or you may add the
new client to your list. Click on the "Add" button to do this.

Walk-In Name

If the Walk-In Client does not want to be added to your client list, enter a name in this field and select
their gender.

Select Primary Service
Select the service that they have come in for.

Select Employee to Perform Service

Select an employee that is available for this service.

Click the "OK" button to add this Walk-In appointment to the Queue.
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Send Email Confirmations

This screen allows you to send a mass emailing to all appointments between a set of dates you

choose. This is the reason to get an email address for every client.

The Email Confirmations window can be reached by clicking on "Appointment" on the Menu Bar and
selecting "Send Email Confirmations" from the drop down menu. This screen can also be reached by
clicking on "Email Appointment Confirmations" under "General Options" on the Appointment Guide

window.

General Options

[@ Appointment Calendar / Schedule
@ Appointrent Guide

Appointrient Calendar [ Schedule
Appoinkment Yiewer @ Appointment YWalk-In Queue

Appointrient Walk-In Queue @ Appointment Viewer

& send Automated Appointrment Confirmat;

Setup Rooms [ Equipment Resources

SR e Ealag s @ =end Appointment Confirmations
C= Print Waork Tick;S

Tanning | Massage Bed List

o

As shown on the sample screen below, it's intended purpose is to ask for appointment confirmations to
reduce the number of no-shows. You must be connected to the Internet before clicking the "Send"
button.

Send Automated Appointment Confirmations

From Date

Send a Confirmation to all Appointments between the following dates: (2 Sendvia Email
: = [E Sendwia
To Date 1182005 - @ Messaging

Service

Click here to create an account and start

Enter additional text to be sent with the Appointment Information

If far any reason you need to cancel ar change this appointment,
please call us atleast 24 hours in advance. Thank youl

From Date / To Date

uging the E nvision Messaging S ervice

E——

You may manually enter the "From Date" and "To Date" or click the small calendar button and use the
two calendars below to set the range of dates for this screen. This calendar screen appears

throughout the program to make it quick to set a "From / To" range of dates.

Email Text Message

Enter the message you would like to be sent to all recipients of this email. Each client will receive this
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exact message in their email inbox.

Point of Sale

Invoice

This is also one of the most used windows of the program. From here you sell every product including
Gift Certificates. If you've equipped your station with a cash drawer, display pole, and receipt printer,
they will be controlled from this screen.

The Point of Sale window can be reached by clicking on the "POS" button, located on the Tool Bar or
you may click on "Accounting” on the Menu Bar and select "Point of Sale" from the drop down menu.
This window can also be reached by clicking on "Point of Sale Window" under "General Options" on
the Accounting Guide window.

@- #ccounting Guide

TEY Payrall

Commission Plans

|E Point of Sale I |

Credit Card Preauthorization

Perfarm Manual End of Dayv Batch Settement

=% Enter Bills General Options A

Quick, Yiew E Point of Sale - Register
Send Owner Statistics via Email [ SMS

EBEC Process Cradit Card Preauthorizations

Chart of Accounts

% Enter Bllls and Expenses

Coupon Lisk
Discount Plan List [% Print Expense Checks
E_ Pay Adjustrnent List
@ Calculate Payroll
POS Enter Payroll History
k T —— [% Print Payrall Checks

You can view this screen 2 ways.

Click the Actions button and choose to display either with product buttons or without. Displayed on the
following image is the view with product buttons.

Show Product Butko

Options | 5ales Tax Adjustments
Modify Client Retention

Return [ Credit a Gift Certificate
Employes Purchase
Z - Cuk

Recall Ticket
‘oid Ticket
Actions - h Remove Ticket

The view with product buttons is used for touch screen monitors. Both views work exactly the same,
but the view without product buttons gives more details about the products. Also, if you sell hundreds
of products the display below might become too cluttered. However, you may find that it is easier to
click on a button when selecting a service or retail product compared to searching for the item with the
"ltem Search" button.
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Point of Sale [1/9] B options I 4 Open Drawer I =l 7 - Out W‘E

Client Ild [ANNE PEMBROOKE -] @ searcn | o [0 | Employee 1d | || % Empioyes Search |
Account
BalDue: 0.00 tem to. | v © temsearch |
Anne Pembrooke 0 -
4512 Brown Tree 5t. TEST fﬂ’”BCDKB’”‘R LRSS (5158 I
oOrlando, FL 32837 - i ESTHETIC - ADDL 5
TANHING MEMBERSHIP ESTHETIC - MOKEL
[ Images i lNotes [ Add i Edit | e ro
Ead
Employee Oty  |Description Price Extenil HAIR - CHEMIGAL
3 1 |FULL HIGHLIGHTS HAIR - GEMERAL
BARBARL DUNTS 1 BioSik Recovery Trestment 15.30 15.30 MASSAGE - ADDL 5
MWASSAGE - SESSIC
MASSAGE - SPECI
RAILS - ADDL SERY
MBILS - PEDICURE
PACKLGE
TAMMING
HAIR RETAIL
ESTHETIC - FACIAL
RRILS - MARICURE
W
OTHER.
Retail 15.30 Gift Cert 0.00
Service 72.00 Subtotal 37.30 TAN RETAIL
Tanning 0.00 Taxes 1.07
Membership 0.00 Tips 0.00 ESTHETIC - WAXES
Total Due 88.37 Put On & —
Change 0.00 ‘ E‘f? e @ Sufjust H & 1o Sale @ ravou ‘
Sell & Gift Sell a Wiy Future Wigwy Cn Sale ! g Vicw
— )
% certificate || B Morship ‘ Histary ‘ LEMErs | s ‘ ‘ Hold @ Dscart H ﬁ ash Out ” Prepaid

The Client must be selected for this invoice if you are selling any product that is a "Package". Also you
need to select a client if you are selling a "Gift Certificate”. You may click the "Search" button and
select from a list of your clients, or you may start typing the first characters of the Client ID. As you
type each letter, the search will instantly narrow down. When in the "Client Search” window you may
click the "Client ID" bar and it will change in alphabetical order of the Client ID's in your list. If you are
looking for a client and only know their telephone number, click the Home Phone bar to sort by phone
numbers and start typing their number. Each number you type, "Zeros" in on the one you want.

Note: Click the "Add New" button to quickly add a client "On the Fly".
Client Display Area

This area of the screen (located below the Client Id field) will display the Clients Name, Address, and
other information, once you have selected a client. You may also click the Add or Edit buttons to add a
new client or edit a current client's existing record.

Employee Information

An Employee must be associated with each sale. This might only be the cashier, but the cashier must
be selected. Since the program is sensitive to commissions, an Employee is required. You may
choose to create an "In House Sales" employee for sales when an employee will not be receiving
commission.

Click the Employee Search button and select the employee from the listing of all the employees you
have entered. You may also start typing the first characters of the Employee ID. As you type each
letter, the search will instantly narrow down.
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ltem Search

Click the Item Search button and select the product you wish to sell from the listing. If you have
chosen "Display Product Buttons" from the Actions menu, you may use the buttons instead. The
button to the left of the item selection field can display either Item Id, Item No. or Barcode. If the button
displays "ltem Id" you may start typing in the Item Id of the service, product, or package you would like
to select and the program will narrow down the search with each character you type in. If the button
displays "ltem No.", you may type in the ltem No. When the button displays "Barcode" you may scan
the product's barcode when your cursor is blinking in this field. The product will automatically appear
in the Invoice area to the left.

Department Tabs

The tabs below the Item Search button represent the Departments you have created from the
Inventory menu. When you created them, you decided to display them here by checking the "Display
on POS" box. Click the Department tab for the product you want and all the products in that
Department will have a button displayed.

Product Buttons

The buttons to the left of the Department tabs represent the products for the Department selected.
Click the Product you want and it will automatically be entered on the invoice at the left.

Invoice Listing

This area of the screen (below the Client Information area) lists all the products you have chosen for
this sale. It also displays the quantity and Employee. To see a more complete listing, uncheck "Show
Product Buttons" on the Actions menu.

Invoice Breakdown

This area of the screen (below the Invoice Listing) displays a detailed breakdown of the sale in
progress. It instantly updates with changes you make.

Actions Menu

v Show Product Buttons

Options | Sales Tax Adjustments
Madify Client Fetention
Return [ Credit a Gift Certificate

Erploves Purchase
Z - Cuk

Recall Ticket
‘oid Ticket
Remaowve Tickek

This menu allows you to change the display from showing the large Product buttons to using a Product
listing. On the following page is information about the options available from this "Actions" menu.
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Options / Sales Tax Adjustments

Setup Options / Tax Adjustments for this Ticket [Z|
Ticket Discount Plan {Applies to All kems }
Discount Plan |GOLD MEMBER |
Options
Master Employeeld | -
Lead Source | -
Gender ) Male @3: ) Child [~ Walk In Client

Select US / Canadian / EU / Other Tax Setup

(%) US Sales Tax () Australian (GST)
(O Canadian Tax (PST/GST) ) New Zealand (GST)
) European (VAT)

Setup Tax Rates

Tax Rate 1 Tax Rate 2
Retail Products v Taxable | 7oo0 | | o000 4
Service ltems [~ Taxable | J | J
Tanning Products | Taxable | = =l
[ Tax ncluded in Product Price [~ Remove Tax Line on Receipt

‘V 0K | ‘XCancel

Select this option to change the Sales Tax setup for the ticket that is open or to apply a Discount Plan
that you have entered in the system.

Return / Credit a Gift Certificate

Select Gift Certificate to Credit / Return fg|
[ Only Show Active Gift Cerdificates Search Sort |Giﬂ Certificate Mo. j
. i Gift Certificate ~
Cert No. Client g:: d Sold On Notes Ilnitial |Use d |Value -
| 9 MALIREEMN CLAYTOMN 25634 843172004 Test a0.00 21.40 28.60
10 MARJORIE KELP 53124648 8/31/2004 Test 50.00 0.00 50.00
] 12 AMBER THOMAS 0 2524j2005 TEET a0.00 50.00 0.00
O ialwecrmiowss | Oftiemossl | oo oon  so00
| 14 AMBER THOMAS 0117162004 a0.00 0.00 50.00
| 21 ANME PEMBROOKE 5236 12/7/2004 50.00 0.00 5000
| 23 AMBER THOMAS 0252452005 200.00 g0.00 120.00
| 25 AMBER THOMAS 0 2424/2005 50.00 0.00 50.00
| 28 ANME PEMBROOKE 035272004 100.00 0.00 100.00
| 29 AMBER THOMAS 0 32142005 100.00 0.00 100.00
32 CHARLENE MATHIS 0/ 11/18/2005 107.00 0.00 107.00 )«

Hv QK I ‘x Cancel

Select the Gift Certificate that needs to be returned or credited.

Employee Purchase

Check this option to apply an employee prices to the items selected in the invoice area.

© 2006 Ennoview, Inc.



208 Envision Users' Guide

Z-Out

Select this option to open the Z-Out screen. This screen can also be accessed by clicking on the
"Z-Out" button to the left of the "Actions" button.

Recall Ticket

Choose this option to make changes to a ticket that has already been cashed out. You may add items
to the ticket, change any of the employees that are associated with any of the items in the ticket,
change the price of the items or discounts, tips that have been entered, as well as the payment types.
The changes that you make to the ticket will not affect the current drawer, only the drawer that the
ticket is in. This option requires the Manager Override Password.

Void Ticket

Voiding the ticket will make the total amount due a negative amount. History of this ticket will remain in
the program. This is an option that you may choose if you would like to void the transaction and credit
the amount back to a client's credit card account. You must enter the Manager Override Password for
this selection as well.

Remove Ticket

Removing a ticket will delete the transaction from the history. There will be no trace of the selected
transaction. You will be required to enter the Manager Override Password.

Point of Sale Buttons
Sell a Gift Certificate Button

Click this button to sell a gift certificate through the Point of Sale. The following screen will appear for
you to enter information about the gift certificate that is being sold. A client must be selected in the
POS before clicking this button.

Sell Gift Certificate X]
Gift Certificate Sale
Purchased For |ru10LLY SPOCN J
Sold by Employee |FRANCINE BOOME J
Note | |
Amount froo.oo
[] Add Sales Tax to Amount of Gift Certificate
Starts On 1152142005 A
Expiration Date 1121520148 -

[] Check here to autematically Comp this Gift Certificate

Sell a Gift
i Certificate l ] Make Gift Certificate Taxable

1. Enter who the Gift is for. Click the small button in the "Purchased For" field to see a list of your
existing clients. If the person to whom the gift is intended is not on your client list, click the "Add New"
button on the client list screen and add at least their name and address. This ensures that if the card
is lost, the gift can still be redeemed.

Note: Before clicking the "Gift Certificate" button on the POS screen, you must select the
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client who is purchasing this gift certificate. If they are new to your shop, take this opportunity
to get their name and address and add them to your Client list. Do this the same way as
described above for the recipient of the gift.

2. Enter the Employee selling the Gift Certificate. This is required for ALL sales, not only Gift
Certificates. Click the small button and select the Employee from the list of your employee's.

3. Enter the Amount of the Gift Certificate. Click the small button for a calculator, or just enter the
amount directly.

4. Today's date is entered as the "Starts On" date for the Gift Certificate, but you may change it to any
date in the future. Select a date that the Gift Certificate will expire. You definitely want to set a firm
date the Gift Certificate expires. This encourages the recipient to visit your store, and prevents the
certificate from being redeemed extremely far into the future.

5. The "Gift Card #" field allows you to enter your own choice of gift certificate numbers. If you leave

this blank the program sequentially numbers the Certificates as you sell them. This is useful for
pre-printed Gift Certificates with serial numbers.

Sell a Membership

Click this button to sell a Membership to a client. The following screen will appear for you to enter
information about the Membership Program that is being sold.

Sell a Membership E|
For Client [NNE PEMBROCKE -]
Sold by Employee ||NH0U5E - |

Select Membership Program

Mermbership Plans Type Amount

MASSAGE MEMBERSHIP Maornthly 0.00
TANNING MEMBERSHIP Wanthly 50.00

b

‘V Ok HXCancel

1. Select the Client that Membership Program is being purchased for.
2. Select the "Sold by Employee".
3. Select a Membership Program from the list (must be setup first).

4. Click the "OkK" button.
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View History Button

Wiy
History I

POS Transaction History

Purchases for: Amber Thomas  Selected Ticket Histary }

Select Range of Tickets to Display Start Date: 4 -

() show Today's Tickets -
@ Show Tickets for a Date Range E L 11/21/2005 ]' p Refrash

() Show Current Client's Tickets

© Show Selected Clients Tickats Double Click Ticket to Reprint Receipt

B3

Ticket: 147 on 102772005 &t 12:40 PM Client BETH MAMMER Total: 25.00 Pay 1: VISA Pay 2 CASH

Ticket: 148 an 1002772005 &t 1241 PM Client DARBY MORRIS Totak 00 Pay 1: DISCOVER Pay 20 CASH

Ticket: 143 on 102772005 &t 12:41 PM Client ANNE PEMBROOKE Total: 8000 Pay 1: MASTERCARD Pay 2 CASH
Ticket: 150 on 102772005 st 12:42 P Client JOANNA LARE Total: 2000 Pay 1: WISA Pay 2 CASH

Ticket: 151 on 102772005 &t 12:42 PM Client ZACHARIAH ULLYSSES Total: 35.00 Pay 1: CHECK Pay 2: CASH
Ticket: 152 on 102772005 st 02:37 PR Client TESTCLIENT Total 135.00 Pay 1: WISA Pay 2: CASH

Ticket: 153 on 102772005 at 05:55 PR Client BETHANY JEWEL Total: 100.00 Pay 1: VISA Pay 2 CASH

Ticket: 1589 on 11.7/2005 &t 05:30 PM Cliert KARRY BROWN Tatal: S00.00 Pay 1: VISA Pay 2 CASH

Ticket 154 on 1118/2005 &t 11:36 AM Cliert CHARLENE MATHIS Total: 5000 Pay 1: O ACCOUNT Pay 2 CASH
Ticket: 155 on 1148/2005 &t 11:36 AM Cliert CHARLENE MATHIS Total: 107.00 Pay 1: WISA Pay 2 CASH

[ [ [ [

Use Arrow Keys to Select Ticket, + /- Keys to View Details

LI

This screen provides a convenient way to view a history of transactions that have occurred on this

POS station. Click the areas below to see how to view history by Date or Customer.

e Product Sales Tab

POS Transaction History E|

Purchases for: Amber Thomas ] Selected Ticket History }

Show Select Group of Purchases

(=) Show All ) Retail Only () Service Only ) Tanning Only ) Packages Only

Date Time Employee ftem Oty  (Price Tan Bed Tan Min
E 3/21/2005 (02:27 PM (INHOUSE GIFT CERTIFICATE 1 85.00 0
_[3/112005  09:51 AM ANDREW KELLY BIOSILK HAIR WATER + 1 10.00 1]
_[3/112005  |09:51 AM CONNER MARLOW BODY WRAP WITH 1.2 | 1 100.00 0
_[3/112005 | 09:51 AM CONNER MARLOW SALT GLOW WITH BOD 1 120.00 0
_[3/112005  |09:51 AM CONNER MARLOW THE ULTIMATE VICHY S 1 215.00 0
_|272472005  12:37 PM INHOUSE GIFT CERTIFICATE 1 200.00 0
_|272472005  [12:37 PM  CONNER MARLOW TEST PACK NON PREPI 1 130.00 0
_|272472005  12:38 PM BARBARA DUNTS FULL HIGHLIGHTS 1 £0.00 0
_|2/24:2005  01:30 PM ANDREW KELLY AROMATHERAPY MANI 1 25.00 0
_|2/24:2005  01:30 PM ANDREW KELLY AROMATHERAPY PEDI 1 25.00 0
|_|2/24/2005 |03:00 PM BRENDA RIDGES 1 & 12 HOUR MASSAG 1 100.00 0.

4 QK

This screen displays a list of purchases by this client. Click the "Selected Ticket History" to see more
information about all sales tickets.

e Select Range of Tickets to Display

Select Range of Tickets to Display
() Show Today's Tickets

(& Show Tickets for a Date Range
() Show Current Client's Tickets
() Show Selected Client's Tickets

Show Today's Tickets: Click this choice to see all the transaction for the current date. When selected

the 3 fields to the right (Start/End Date and Customer #) have no effect.

Show Tickets for a Date Range: When selected you must select a Start Date and End Date to
establish the range of dates.
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Show Current Client's Tickets : This choice will show all tickets for the client selected on the POS
screen. The 3 fields to the right (Start/End Dates and Customer #) have no effect when this option is
selected.

Show Selected Customer's Tickets: When you choose this option you must select a customer using
the "Client Id" field to the right. Click the small button in that field and select from the list of clients.

e Start and End Dates

Start Date: |8/1/2005 ~]
End Date:  [11/21/2005 ~

Enter dates into these fields (use the small button in each field to show a calendar). These fields will
only appear when you have selected "Show Tickets for a Date Range".

e Client Id

Clientld | -

Click the small button in this field and select a client. All the tickets for this client that are in the system
will be displayed below. This field will only be displayed if you have chosen "Show Selected Client's
Tickets" to the left.

e Refresh Button

O Refresh I

Click this button if you change your choice under "Select Range of Tickets to Display" at the left of this
screen. This will force the system to parse through the system and update the tickets displayed to
match your request.

e Transaction Listing

This area of the screen will display all the transactions that match the criteria you have chosen using
one of the 4 "Select Range of Tickets to Display" choices in conjunction with the "Start Date, End Date,
and Client Id"

Click the small "+" sign next to an item to see more details about that item.
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Letters Button

X

Merge and Print Document

Step 1- Selecta Client

e

Step 2 - Select one or more Documents to Print

B Biosilk Silk Pomade Instructions RTF
B Birthday Letter RTF

lﬂﬂ Birthday with Graphic. RTF

B EstheticProma RTF

B Facial Infarmation. RTF

B Mumber 10 Envelope RTF

B sample Bhys Card.RTF

B TestRTF

e |

This screen is used to merge and print a document to a single client from the Appointment Calendar or
POS (Point of Sale) window. Normally, you would use the Word Processor to merge and print a
document, however you would need to set a filter for your clients to print to certain clients. This option
allows you to print a document to one single client without having to filter out that single client.

e Step 1 - Select a Client

Select the client that you would like to print a document for. You may click the search button to the
right of this field if you would like to select the client from a list or if you need to add a client to the
listing. The client that you have selected in the Point of Sale will automatically appear in this field.
e Step 2 - Select a Document to Print

Select a document from the list. If you do not want to use any of the documents in this list, you may
create a document with the program's Word Processor.

e Print/ Close Buttons

Click the "Print" button to print the selected document for the client you have selected.

Click the "Close" button to close out of this screen.
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Future Appointments Button

Search for Client Appointments r5_<|

Client1d [ERIN'WRIGHT ~ & ™ o

Appointment Listing for: WRIGHT, ERIN

121 5 [10:00 AM i
12019/2005 | 10:00 AM AMDREWY KELLY
1212006 10:00 AM ANDREW KELLY MANICURE
1/16/2006  10:00 AM ANDREW KELLY MANICURE
1/30/2006 | 10:00 AM ANDREW KELLY MANICURE
2/13/2006  10:00 AM ANDREW KELLY MANICURE
212712006 | 10:00 AM ANDREW KELLY MANICURE
_|3M13/2006  10:00 AM ANDREW KELLY MANICURE
| [327i2006  10:00 AM ANDREW KELLY MANICURE v

|& Print Appaintrant List | W 0K

Click this button to view the selected client's future appointments. The screen shown below will appear
with a listing of the selected client's future appointments. This feature is useful for situations when a
client may ask when their next appointment is.

Put On Hold Button

@ Put On
Hold I
This button allows you to store a ticket with the client's name and clear the POS terminal. The next

time you bring up this client in the "Client Id" field, you will be reminded of this stored invoice and you
can restore it to complete the sale.

You may also use this button to combine tickets. When you place more than ticket "On Hold", you
have the option to select the tickets that you would like to combine. This is useful when you have
clients that came together on two seperate tickets. This feature will allow you to place both clients'
transactions on one ticket.

View On Hold Button

View Tickets on Hold ]
Select Ticket to restore and press Ok
Combine |Client Id ‘Date ‘Time ‘rmm "-‘
¥ |AMBER THOMAS 11/21/2005  |10:49:32 AW 0.00
Ol SANDYMORRIS 1M 52004 |4:53:04 FM

v

* Double Click to check funcheck select tickets to combine

@ Wiewy On
Hald I (=] ‘ < ‘ .

Click the "View On Hold" button to restore a ticket or to combine more than one ticket. To combine
tickets, double click each ticket to place a check in the "Combine" box next to the ticket and click the
"Combine" button. Click "Ok" button when you are asked if you would like to restore the on hold

L] o & Remove

&8 Combine

||./ o] ||X Cancel
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tickets.

Discount Button

Enter, Discounts rz|
Select Discount Type
(=) Ho Discount
O Discount By a Percentage
(O Discount By a Fixed Amount
() Set Price to a Fixed Amount

Discount %

Discount By Fixed Amount

Set Price To

Note

@ Dizcount l ‘ 0K ‘ ‘ X Cancel

This screen allows you to apply a discount to this sale on the fly. When you select one of the 4
choices at the top of the screen you determine which of the fields at the bottom of the screen is
activated. If you select "No Discount" none of the fields work. If you select "Discount By a
Percentage" then only the "Discount %" field will allow an entry. Selecting By a Dollar Amount" will
activate the "Discount By Fixed Amount" field and disable the other two. The last choice allows you to
set the item being sold to a Fixed Amount and enables the last field at the bottom of the screen, "Set
Price To". Click the "OK" button when done.

No Sale Button

9 Clear Ticket...

\.,_f/ Are you sure?

ﬁ% Mo Sale '

Click this button to clear the invoice and return to a blank POS screen. You will be asked to confirm
this action with the Manager Override Password.

Pay Out Button

Enter Pay Out E|

Enter Cash Pay Out/ Pay In Information

Employee Id |CLEANING J

Amount 10000 Select Type

(*) Pay Out [Remave Cash|
() Pay In [4dd Cash)
Reason

Cleaning Payment

@5 Pay ou ' [« ok | [x cancel|
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Click this button to make Cash Payouts and Pay Ins from the cash drawer. You may need to do this if
you are paying somebody with cash from your drawer or if you need to pick something up at your
nearby supply store and the money you are using to purchase the items you need you will be removing
from the cash drawer. As shown on the screen shot below, select the employee from the Employee Id
field and enter the amount and the reason. Itis a good idea to enter the number of the receipt.

Select the check box for either "Pay Out (Remove Cash)" or "Pay In (Add Cash)".

Then click the "OK" button to save or the "Cancel" button to discard.

Prepaid Button

Prepaid Item List E|
Prepaid ltems Available for Amber Thomas
ftem Tvpe Count Date Expires |
Initial Remain Starts Enids

L 1 HOUR. MASSAGE C 4 1 8/19/2004 8/19/2054 8192054
_|1HOUR MASSAGE C 1 1 2/24/2005 2i24/2055
_|BODY WRAPS C 3 3 8172004 8172054 8172054
_|FACIAL C 5 5 11/18/2004 11/18/2054 11/18/2054
|_|SALT GLOW C 2 2 12/32004 12372054 12/3/2054

Wign
N3] Prepaid l

Click this button to see what items are prepaid for the client you have selected. If no client is selected,
you will be prompted to select one. A sample of the screen is shown below. Not all fields are
applicable to all prepaid packages or items but are shown here with data for explanation purposes.

ITEM: What prepaid package or item was purchased. There can be more than one and hopefully will
be many.

TYPE: Type will display "C" or "W" depending upon whether you selected "Count" or "Weeks" when
you entered this product into inventory. If a client chose to prepay for an item that is not part of a
package and the quantity is more than one, the type will be "C" for "Count" as well.

COUNT Initial: If the Prepaid Package was entered into Inventory as a Count, the initial count when
purchased is shown here. An example of a Prepaid item that is purchased by count could be, Hair Cut
- Blow Dry Package (5). When entered into inventory this Prepaid Package would reduce the price of
this service if the customer paid for 5 of them in advance. The "Initial" field would display 5.

COUNT Remaining: For Prepaid items measured by Count, this field shows how many are left in this
Package.

DATE Starts: If the Prepaid Package is measured by days, this field displays the starting date for the
Package. For example, if you created a Prepaid Package in Inventory that gave 1 years worth of
Manicures for a discounted price, the customer would be able to have unlimited manicures for the year
starting on this date.

DATE Ends: This field shows the ending date for Prepaid Packages that are measured by time.
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EXPIRES: This date is used for limiting how long a client can use the Count in Prepaid Packages that
you entered into Inventory that are measured by Count. For example, the COUNT Initial paragraph
above described a Hair Cut - Blow Dry package that allowed 5 of this service. If you wanted to limit the
time the customer could take to use all 5 of the Hair Cut - Blow Dries, you would enter the number of
weeks the package was good for when you added it to your Inventory.

e Sale / Cash Out Button

,ﬁ Sale !
Cazh Out l

Click this button when you have completed this invoice and are ready to take payment. After clicking
this button the screen will change and provide areas for payment.

Adjust Button - Service Iltem
Price and Qty Tab

This button allows you to adjust any product you have placed on the Invoice. Click the Product you
wish to Adjust in the Invoice area to select it (must be highlighted), then click the Adjust button. You
may also double left-click the item to open the window shown below. Make any adjustments you wish
or even click "Delete" to remove the item from the Invoice. You will see the below screen when a client
has been selected and when the selected item type is a service.

Edit Selected ltem x)

Employee I el [ME=g=Y O Price 80,00
Description |FULL HIGHLIGHTS |

Price & Oty ' Discount -~ Loyalty ' Coupon . Cost & Commission

oty T+ ( -
Oty Prepaid* ~

Back Bar Amount 0.00

* There are currently 0 prepaid items available.

Service Type

[] Prepaid (Series) HAIR - CHEMIC AL -
Mot Taxable

2 Delete

‘v QK HX Cancel

Adjust Employee Id
You may use the drop down arrow to select a different employee for the sale of the selected item.

Adjust Price

You may edit the price of the selected item if needed. The price will be grayed out if the item that is
selected is set to have no price overrides.

Adjust Quantity / Quantity Prepaid

You may use this field to adjust the quantity of the selected item you are selling. Use the yellow arrows
to adjust the quantity if the client is prepaying for these items. This will automatically change the
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guantity in the "Quanitity Prepaid” field.
Adjust Backbar Amount

Enter an amount into this field if a specific dollar amount is used for backbar for the selected service.
This amount will be added to the cost of the service when you run a sales report and check the option
"Display cost and profit figures on the report”. The cost amount displayed in these reports are a total
of the labor, overhead, and back bar costs for the service.

Prepaid Selection

Check this box if the client is prepaying for the selected item / items.

Non-Taxable Item

Check this box if the Inventory item is non-taxable. Some states charge sales tax on products but not
services.

Service Type

The Service Type is used by salons that work with KRS Consulting. You do not need to select a

Service Type if you are not working with KRS. This Service Type must be set for each service so that

KRS reports can be generated with accurate information about the services that have been sold.
Discount Tab

Edit Selected Item 3

Employee I [Sil]INESg: ON Price 30.00
Description |FULL HIGHLIGHTS |

Price & Gty | Discount ' Loyalty ~ Coupon !\ Cost & Commission
Select Standard Discount Options
(*) No Discount
() Discount By a Percentage
() Discount By a Fixed Amount

Amount 0.000

() Set Price to a Fixed Amount Note
Optional Additional Line tem Discount Amounts
Amount 1 0.00
Additional Membership Discount Amount 2 000
Amount 3 n.oa
Amount 4 0.00

2 Delete

‘v Ok HX Cancel

Discount Type

When you select one of the 4 choices provided, you determine which of the fields to the right of the
screen is activated. If you select "No Discount” none of the fields work. If you select "Discount By a
Percentage" then only the "Discount %" field will allow an entry. Selecting By a Dollar Amount" will
activate the "Discount By Fixed Amount" field and disable the other two. The last choice allows you to
set the item being sold to a Fixed Amount and enables the last field, "Set Price To".

Discount Amount

Enter the amount of the discount depending on the type you selected on the left.
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Discount Note

Enter a note for the discount if you need to keep information on record for the discount you are

applying.
Loyalty Tab

Edit Selected ltem X
Employee Id |E|?“«RE|AR?“\ DUNTS - | Price | 30.00 |
Description |FULL HIGHLIGHTS |
Price & Oty Discount - Loyalty ' Coupon ' Cost & Commission
Loyalty Points Available T
Loyalty Points Used this Ticket 0
Loyalty Points Remaining 7
Number of Loyalty Points this item costs 81
Loyalty Points Used on this item 0 ¥ Useal

‘ o 0K | ‘ 3 Cancel | |2/ Delete

This screen allows you to use Loyalty Points that a client may have available for the item selected.

Coupon Tab
Edit Selected ltem 3
Employee Id !I Price 80.00
Description |FULL HIGHLIGHTS |
Price & Oty Discount ~ Loyalty | Coupon ' Cost & Commission
Amount | 0.on
‘V K | ‘X Cancel | | .2/ Delete

Select Coupon ID and Enter Amount

Select the Coupon that you would like to apply from the drop down list. The coupons available in this
list can be created in the program's "Coupon List". This list can be reached by clicking on "Accounting"
from the menu bar and selecting "Coupon List" from the drop down menu. Enter a new amount if the
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amount entered for the coupon is not correct for the amount you wish to apply to the selected item.
Remove Coupon Button
Click this button to remove the coupon. The amount to be discounted will no longer apply.

Cost & Commission Tab

Edit Selected Item 3

Employee Id  [SEUIIMESE N Price 80.00

Description |FULL HIGHLIGHTS |

Price & Oty Discount ~ Loyalty ' Coupon - Cost & Commission

[] Comp ttem and Include in Commissions

Overhead Cost Commissions / Costs
(*) Use Commission Plan Defaults ] commission Override
() Subtract Overhead hefore commissions EOTTiEio 0
() Subtract Overhead after commissions

Overhead 0.0n
Labor Cost Labor o0
(® Use Commission Plan Defaults
N New Acct Ded 0.o0
() Subtract Labor before commissions
(O Subtract Labor after commissions Back Bar 0.00

2 Delete

‘v Ok HX Cancel

Comp Item and Include In Commissions

Check this box to comp the item (sets the price to a zero dollar amount) and the employee that is
associated with the item will receive full commission on the original price of the item.

Commissions / Costs

These 4 fields allow you to enter Overrides for the various items shown. If you check the "Commission
Override" box you must enter an amount into the "Commission” field directly below it. The check box
and the field act together. The "Overhead" and "Labor" fields are associated with the "Overhead Cost"
and "Labor Cost" choices to the immediate left of these fields. The "New Acct Ded" is a dollar amount
to deduct from an employee's commission when they sell this service to a new client. This is used to
offset the advertising costs associated with obtaining new clients.

Overhead / Labor Costs

If you wish to retain a small amount of money from the employee's commission each time this item is
sold, check these boxes. Often shop owners will do this to offset their Overhead or Labor or both.
Considering that the shop provides the A/C, Lights, and power for the employee's machinery, and
often times provides cleaning service, and general store maintenance labor, this is a common practice.

The amount you will subtract is set in the fields to the right under "Commissions/Costs". Enter a dollar
amount into either or both of the "Overhead" or "Labor" fields.

Click "Neither" for no subtraction.

Click "Subtract Overhead / Labor before commissions" to subtract the dollar amount from the total
sales of this item before calculating the ommission.
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Click "Subtract Overhead / Labor after commissions" to take the dollar amount directly from the
calculated commissions.

OK / Cancel Buttons

Click the "OK" button to save your changes or the click the "Cancel" button to cancel the changes you
have made.

Delete Button
Click this button to delete the selected item from the invoice.
Adjust Button - Retail Item
Price and Qty Tab

The following screen will appear when the selected item type is retail:

Edit Selected ltem

£

Employee Id Price 20,00

Description |Eli08i|k Hair Water H20 |

Price & Oty ' Discount -~ Loyalty ' Coupon . Cost & Commission

oty T+ ( -
Oty Prepaid* ~

Size 0

* There are currently 0 prepaid items available.

1 Prepaid {Series)
] Not Taxable
[] Back Bar {In House Use)

‘v K | ‘X Cancel 2/ Delete

Adjust Employee Id

You may use the drop down arrow to select a different employee for the sale of the selected item.

Adjust Price

You may edit the price of the selected item if needed. The price will be grayed out if the item that is
selected is set to have no price overrides.

Adjust Quantity / Quantity Prepaid

You may use this field to adjust the quantity of the selected item you are selling. Use the yellow arrows
to adjust the quantity if the client is prepaying for these items. This will automatically change the
guantity in the "Quantity Prepaid" field.

Adjust Size

This field allows you to edit or enter the size of the product you are selling.
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Non-Taxable Item
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Check this box if the Inventory item is non-taxable. Some states charge sales tax on products but not

services.
Back Bar (In House Use)

Check this box if the item selected is being used as a back bar item.

Discount Tab

Edit Selected Item 3
Employee ld  [CAMILLE SWANSON -] Price | 2000]
Description |Eli08i|k Hair Water H20 |
Price & Oty m Loyalty - Caoupon  Cost & Commission

Select Standard Discount Options
(*) No Discount
D?scount By a P_ercentaue Amount m
() Discount By a Fixed Amount
() Set Price to a Fixed Amount Note
Optional Additional Line tem Discount Amounts
Amount 1 0.00
Additional Membership Discount Amount 2 000
Amount 3 n.oa
Amount 4 0.00
‘ o 0K | ‘ ¥ Cancel 2/ Delete

Discount Type

When you select one of the 4 choices provided, you determine which of the fields to the right of the
screen is activated. If you select "No Discount” none of the fields work. If you select "Discount By a
Percentage" then only the "Discount %" field will allow an entry. Selecting By a Dollar Amount" will

activate the "Discount By Fixed Amount"” field and disable the other two. The last choice allows you to

set the item being sold to a Fixed Amount and enables the last field, "Set Price To".

Discount Amount

Enter the amount of the discount depending on the type you selected on the left.

Discount Note

Enter a note for the discount if you need to keep information on record for the discount you are

applying.
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Loyalty Tab
Edit Selected Item X
Employee ld |BARBARA DUMNTS i | Price | 20.00 |

Description |Eli08i|k Hair Water H20 |

Price & Aty ' Discount  Loyalty ' Coupon . Cost & Commission

Loyalty Points Available T
Loyalty Points Used this Ticket 0
Loyalty Points Remaining T
Number of Loyalty Points this item costs 21

Layalty Points Used on this item 0 ¥ Useal

2 Delete

‘v QK HX Cancel

This screen allows you to use Loyalty Points that a client may have available for the item selected.

Coupon Tab
Edit Selected Item X
Employee ld |CAM|LLE SWANSON i | Price 20.00

Description |Eli08i|k Hair Water H20 |

Price & Qty ' Discount . Loyalty | Coupon . Cost & Commission

L £ OME GET ONE FREE - |

Amount 2000

‘v K | ‘X Cancel | | 2/ Delete

Select Coupon ID and Enter Amount

Select the Coupon that you would like to apply from the drop down list. The coupons available in this
list can be created in the program's "Coupon List". This list can be reached by clicking on "Accounting"
from the menu bar and selecting "Coupon List" from the drop down menu. Enter a new amount if the
amount entered for the coupon is not correct for the amount you wish to apply to the selected item.

Remove Coupon Button

Click this button to remove the coupon. The amount to be discounted will no longer apply.
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Cost & Commission Tab

Edit Selected ltem x)

Employeeld  |CAMILLE SYWANSON - | Price | 20.00]

Description |Eli08i|k Hair Water H20 |

Price & Aty ' Discount . Loyalty Coupon - Cost & Commission

Comp ltem and Include in Commissions
Product Cost mm U com

Commissions ! Incentives
[] Commission Override

Commission a

Incentive 0

Starts On 12r30/13849 A

Ends On 12130M3849 hd

2 Delete

‘v QK HX Cancel

Product Cost

This is the cost of the product that you entered on the "Pricing, Qty & Commission” tab in your Retail
Product List. You may enter a new product cost if the cost has changed for this product at the time of
sale. This will not change the cost of the product in the Retail Product List, however it will show up as
the Cost in Reports.

Comp Item and Include In Commissions

Check this box to comp the item (sets the price to a zero dollar amount) and the employee that is
associated with the item will receive full commission on the original price of the item.

Commissions / Incentives

If you wish to pay a commission to employee's that sell this product, check the "Commission Override'
box and enter a dollar amount in the "Commission" field. This will override any commission
percentages you may use for an employee.

If you wish to pay an "Incentive" amount for employee's selling this product, enter the amount here.

Normally an incentive is offered for a limited time. Enter the "Starts On" and "Ends On" dates to set
that period of time.

OK / Cancel Buttons

Click the "OK" button to save your changes or the click the "Cancel" button to cancel the changes you
have made.

Delete Button

Click this button to delete the selected item from the invoice.
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Adjust Button - Package
Price and Qty Tab

This screen will appear when you select the adjust option for a package:

Ed

Edit Selected ltem

Employee Id |ANDREW KELLY - | Price 150.00

Description |DaW\tThe Spa |
Package ' Loyalty ' Coupon ' Cost& Commission

Prepaid (Series)

Expires after | Dl |Days - | Total Cost 0.00
Treat Pkg as a Service
~
Item Id Oty Retail Price Extend
(41 HOUR MASSAGE a80.00 0.588 70549
ULTIMATE SPA MANICURE 1 35.00 30.882 30.88
ULTIMATE SFA PEDICURE 1 54.00 43.530 48.53
w
'&. Remave [tem ‘ g Ok | ‘ # Cancel 2/ Delete

Adjust Employee Id
You may use the drop down arrow to select a different employee for the sale of the selected item.
Adjust Price

You may edit the price of the selected item if needed. The price will be grayed out if the item that is
selected is set to have no price overrides.

Package Expires After

Select Days, Weeks, or Months from the drop down arrow for the amount you enter in the field to left if
you would like to set an expiration period for the use of the package.

Prepaid (Series)

When this box is checked it is set in the program that this package will be used up when the client
checks out at the Point Of Sale (POS) the number of times equal to the "Qty" you set on the "Package
Details" screen for each item listed in the package. This also allows you to track the usage of the
items the client has prepaid for. If the client will be using all the items that are listed in the package the
same day they are purchasing the package, it would be best to uncheck this box.

Remove Item Button

Click this button to remove the item that is highlighted in the package listing.
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Loyalty Tab

Edit Selected ltem

Employee Id |EIAREIARADUNTS v| Price |

150.uu|

Description |Dav At The Spa |

Package  Loyalty ' Coupon ' Cost& Commission

Loyalty Points Available T
Loyalty Points Used this Ticket 0
Loyalty Points Remaining T
Number of Loyalty Points this item costs 150

Layalty Points Used on this item 0 ¥ Useal

‘v QK HX Cancel

2 Delete

This screen allows you to use Loyalty Points that a client may have available for the item selected.

Coupon Tab

Edit Selected ltem

Employee Id |ANDREW KELLY - | Price

Description |Dav At The Spa |

Package * Loyalty  Coupon ' Cost& Cormmission

cowontd | N, - | Remove Coupon

Amount | 0.00]

X

150.00

‘v QK HX Cancel

2 Delete

Select Coupon ID and Enter Amount

Select the Coupon that you would like to apply from the drop down list. The coupons available in this

225

list can be created in the program's "Coupon List". This list can be reached by clicking on "Accounting"

from the menu bar and selecting "Coupon List" from the drop down menu. Enter a new amount if the
amount entered for the coupon is not correct for the amount you wish to apply to the selected item.

Remove Coupon Button

Click this button to remove the coupon. The amount to be discounted will no longer apply.
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Cost & Commission Tab

Edit Selected ltem x)

Employee Id |ANDREWKELLY v| Price | 150.DD|

Description |Dav At The Spa |

Package  Loyalty ' Coupon | Cost & Commission

m ] Comp item and Include in Commissions
[] Prepay Commissions on Package

Product Cost

Commissions ! Incentives
[] Commission Override

Commission a

Incentive 0

Starts On 12r30/13849 A

Ends On 12130M3849 hd

2 Delete

‘v QK HX Cancel

Product Cost

This is the cost of the product that you entered on the "Pricing, Qty & Commission” tab in your Retail
Product List. You may enter a new product cost if the cost has changed for this product at the time of
sale. This will not change the cost of the product in the Retail Product List, however it will show up as
the Cost in Reports.

Comp Item and Include In Commissions

Check this box to comp the item (sets the price to a zero dollar amount) and the employee that is
associated with the item will receive full commission on the original price of the item.

Prepay Commissions on Packages
Check this option to prepay commissions when this package is sold.

Commissions / Incentives

If you wish to pay a commission to employee's that sell this product, check the "Commission Override
box and enter a dollar amount in the "Commission" field. This will override any commission
percentages you may use for an employee.

If you wish to pay an "Incentive" amount for employee's selling this product, enter the amount here.

Normally an incentive is offered for a limited time. Enter the "Starts On" and "Ends On" dates to set
that period of time.

OK / Cancel Buttons

Click the "OK" button to save your changes or the click the "Cancel" button to cancel the changes you
have made.

Delete Button

Click this button to delete the selected item from the invoice.

© 2006 Ennoview, Inc.



Point of Sale

227

Payment

After you have completed the invoice, and you click the "Sale" button the POS screen reconfigures
itself as shown below.

Point of Sale [1/9] @ Options I f." Open Drawer
Client Id | | & 2
BalDue: 0.00 Loyality Pts: T Account |IF g ! (= | OnAcet
n —
VISA

Anne Pembrooke
. ArAERIGAN|
- EXERESS

4512 Brown Tree 5t,

EEEEOE
(S
()

Orlando, FL r
& TANHING MEMBERSHIP n S Gift | Debit -
| Images || Hotes | | Adld || Edit | @
Other 2 L)
”~ Backspace
Employee Oty |Description Price Extend P
Fast Cash Keys
BARBARA DUNTS [ 1 [FULL HGHLIGHTS
BARBARA DUMTS 1 Bio=ilk Hair Water H20 18.00 18.00 | ¥ || $5 || $10 || $20 || ¥50 || 100 |
BARBARS DUNMTS 1 Day At The Spa 15000 150.00
Payment 1& 2 ~ Payment 3 & 4
I
VISA  Payment 1 EE . : Payment 2
I —
[150.00 | [141.26 |
Authorize No. Check No.
w Enter negative {-} amount for credit or Refund
Retail 18.00 Gift Cert 0.00 Employee Print % Cash Return
Service 222,00 Subtotal 240.00 | | Deduction Ticket Out POs
Tanning 0.00 Taxes 1.26
Membership 0.00 Tips 50.00
Total Due 291.26 | Total Tips Allocated 50.00
Change 0.00 Total Due 201.26
Change 0.00

Method of Payment Buttons

n o= Bift Debit

Other 1

Other 2

Click one of these buttons to select the method of payment for either payment key you have selected

(Payment 1 or Payment 2). The screen will reconfigure slightly depending upon which method you
select. For example, if you select any Credit Card a small field will be available for you to enter the

"Approval Code" or "Authorization No.". But, if you select Check, a field will be available for you to
enter the Check number.
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Keypad / Tips / Amount Due
Keypad

3
Backspace
Tips  5.00

Click these keys just as you would a calculator's. As you click the numeric keys the amount will be
entered into either the Payment 1 or Payment 2 field, depending upon which one is highlighted.

Tips / Amount Due Display

Total Tips Allocated 5.00
Total Due 27.50
Due 27.50

The amount due and the amount you have entered using the "Tips" button will be displayed here.

Fast Cash Keys

I 45 [ ["$10 | ["$20 [ ["$50 | 5100 |
If the Client is paying cash and hands you a specific bill, just click the key matching the denomination
of the bill and the sale is complete. The amount of change owed will display for 30 seconds.

Payment1&2,3&4

| Payment 1&2 | Payment 3 & 4

Other 1 Payment 2
5| o

92.00] = |100.00 | 100.00)

Authorize No. | CheckNo. s

| | Tips | | | ‘
The program has the ability to split a payment between four methods. Click either Payment 1 or
Payment 2 and select the first type of payment. Enter the amount that the client will be paying with
the first payment type and then click the second payment button and select the second payment type.
Enter the amount that the client will be paying with the second payment type. When you select any
payment type other than "Cash" the amount due will automatically be filled into the Payment Type

fields. You may enter a small note in the note area for some payment methods. It will be stored with
the transaction.

[ 1
¥isA | Payment 1
I
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Credit Card Button

IC-Verify - Scan Credit Card

Amount Due 92.00

Card Number |

(Uzed for Manual Entry Only)

Name on Card |

Approval Code

Please swipe the credit card
or manually enter the
information and press the
process button.

Address |

Expiration Date | hd | | - |
Zip Code I:l

CWV Code I:l

| o Process| | # Cancel |

This button will only be available if you have purchased the Credit Card Processing feature of this
program. This feature allows you to process credit card transactions through a program on your
computer. Envision is compatible with a program called X-charge. X-charge authorizes and performs
electronic draft capture for all major credit cards. The image shown below is the window that will pop
up when you click on the credit card button. You may swipe the card for processing as soon as this
window opens or you may manually enter the credit card information and then click the "Process"
button. When the card has been processed and approved the Authorization No. will be entered into

the field available on the Payment Screen.

Employee Deduction

Employee
Deduction

Select an Employee rz|
iSelect from List of Employees : Select using Touchscreen
Search | Sort |Emp|0yee Id -
~
|Emp Mo. ‘Emplwee Id Full Name Dept ‘Phune
5[ANDREW KELLY |KELLY, ANDREW MNAIL TECH
n 2 AMME CREWY CREW, ANME ESTHETICIAN
| 4 BARBARA DUNTS DUNTS, BARBARA HAIR STYLIST
n 20 BREMDA RIDGES RIDGES, BREMDA HAIR STYLIST
| 33 CAMILLE SWANS( SWANSON, CAMILLE STYLIST L1
n 1/ CARRIE COMMOR COMMOR, CARRIE MAIL TECH
| 44 CLEANING \
n 25 COLLEEM MORRI MORRIS, COLLEEM STYLIST L4AA
| 8 COMMER MARLOYMARLOW, COMNER ESTHETICIAM
a 32 DAMIKA COLLING COLLING, DAMIKA STYLIST L4
n 24 DEBRA COLE COLE, DEBRA STvLIST L4
| 10 DOMNA MARTIN G MARTIN, DOMNMNA FROMT DESK L4
35 ERIKAFISHER  FISHER, ERIKA STvLIST L1 v
F"/‘P‘H‘("‘ ‘V OKHXCanceI

Envision has the ability to automatically apply purchases made by employees to be deducted from their
payroll. When you click this button you will see the screen below. Click the employee making the
purchase and then click the "OK" button. Use the scroll bar on the right to scroll through the list if it is
large. You may also use the Search and Sort fields at the top of the screen to locate an employee.
Click the "Select using Touchscreen" tab to format this window for Touchscreen monitors.
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Employee Tips Button

The following screen will appear when you click on the "Enter Tips" button from the Payment Screen.

Enter Employee Tips El
~ Enter Tip % Amount
Employee Tip Amit ‘ 0
__|BARBARA DUNTS 16.00 or Enter Total Tip Amount
Plannie crew EE—
Add Employes split By Pct of
Add Al Empl p o
MAREEE Semrvice Done

Remove Emploves

2 % Split BEvenly

Enter &
£
T Remove ltem v 0K

This screen is where you select an employee and enter the amount of the tip. You can have the tip
split between multiple employees at the client's direction. The total amount you enter here will show on
the POS under the numeric keypad in the area shown as "Tips".

1. Click the small button in the employee name field and you will see the Employee Search screen,
which is a listing of all your employee's. Select an employee to receive a tip. The program will
automatically highlight the employee that performed the first service on the invoice. You need to select
more than one employee, right click on top on the Employee column. The above options will appear in
the Enter Tips window for you to Add and Employee, Add All Employees, or Remove an Employee.

2. Enter the amount of the tip in the "Tip Amount" field. If there are multiple employees, you may enter
a specific amount for each employee in the "Tip Amt" field to right of their Employee Id, or you may
enter a "Total Tip Amount” in the field on the right. The "Total Tip Amount" is the total amount that the
client gives to you for more than one employee. You may also enter a "Tip % Amount". If you are
entering tips for only one employee or if you are entering a specific amount for each employee, click
the "OK" button after entering the tip amount.

3. Click either "Split By Pct of Service Done" or "Split Evenly". "Split By Pct of Service Done" will split
the tip according to the percent of service that was done by each employee. The employee that
performed a more expensive, time consuming or difficult service (depending on the price of the
service) will receive the larger tip. "Split Evenly" will split the total tip amount evenly for each
employee.

4. Click the "OK" button when finished. The Total Tip amount will automatically be added to the
Payment Type that is highlighted.

Cash Out Button

- Cash
Ot
Click this button to complete the sales transaction. If you have Point of Sale hardware installed on you

computer and configured in the program, the cash drawer will immediately open and a receipt will be
printed.

Return POS

Return
POS
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Click this button if you need to make changes to the invoice. This will remove the Payment Screen
and show either the full invoice screen or the invoice screen with the Product Departments and
buttons.

Pay On Account

Payment on Account g|
Amber Thomas Payment Date 1172172004 -
Payment Type Cash -
’ Payment Amount 50.00
4079856235
Note
Transactions |
L Amount | »~
1] Drat:
T € |Due Paid Balance |Apply |
| 111652004 42.80 20.00 22.80 0.00
a 1211452004 80.00 50.00 30.00 30.00
a 20222005 21.40 0.00 21.40 0.00
»| 2/2412005 £0.00 50.00 30.00 ST
212452005 20.00 0.00 20.00 20.00
[ v
Payment History |
Tran Date  |Description Payment Type Amount Paid ‘ -
1212212005 CASH 40.00
_|2rz4iz003 CASH 20.00
|_|2r24i2005 CASH 40,00
v
BalDue: 124.20 | ﬂg Woid History Payment| | CCard | "V 0K | | ¥ Close |

This screen appears when you click the "Pay On Account” button located on the POS screen. It allows
you to take a payment on a clients account. Click the various fields in the screen shot below for how to
use that field.

Client Information

This area (displayed to the left of the Payment Date, Payment Type, Payment Amount, and Note) of
the screen shows which client you have selected to receive a payment from. You must select a client
before you can view this screen.

Payment Information

These four fields allow you to enter the information about this payment.

Payment Date: Today's date is automatically filled in for you, however you may change this if needed.
Payment Type: Click the small button and select from the list of Payment Types.

Payment Amount: Enter the Payment Amount you are receiving against the account. Don't forget to
move to the "Apply" field in the "Amount" section below and enter how much of this payment is to be
applied to each ticket. We show only one ticket listed but there may be many if you regularly allow

customers to maintain accounts.

Note: You may enter any text you wish in this field.
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Transactions

Transactions
e Amount ~
Description o Due Paid Balance |App|y
| 11/15/2004 4280 20.00 2280 0.00
i 1201472004 B0.00 50.00 30.00 30.00
| 22202005 21.40 0.00 21.40 0.00
»| 2/24/2005 50.00 50.00 30.00 ST
] 22402005 20.00 0.00 2000 20.00
W

This listing shows all the invoices the client owes. If there is more than one, you must enter the part of
the payment (the amount you entered into "Payment Amount" above) to apply to each ticket in the
"Apply" field. you must select which tickets to pay by entering values into the "Apply" field. If you
receive payments by mail, you would use this screen to enter the payments into the system. If the
client doesn't specify the breakdown of the "Payment Amount" among the tickets, pay the oldest tickets
first. On this sample screen, there are three tickets and we have entered the total "Payment Amount"
into the "Apply" field for the oldest ticket.

Payment History

Payment History |

M
Tran Date  |Description Payment Type Amount Paid ‘
LZIEQIZDDS CASH A0.00
_|2r24r2005 CASH 2000
| | 262472005 CASH A0.00

This is a listing of the payments that have been applied to the transactions that were placed "On

Account".

Void History Payment Button

E woid History Payment |I

Click this button to void the payment history that is selected (must be highlighted).
CC Card Button

Ccard ||

Click this button to process the credit card payment.
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Z-Out

Z-Out is the standard term used for "Zero Out" of a cash register. This process is performed at least

at the end of each business day. There are 4 screens provided by the program to perform this
function. Starting with the screen shown on the following page, you will count the various items in your
cash drawer and enter the amounts in the indicated spaces below under the "Actual” column.
Discrepancies will become obvious.

Z-0ut Cash Drawer: 9

‘Drawer .Cash | Payment Checklist
ACTUAL

Starting Balance
cash
Tips Collected
Tips Paid 0.00
Checks 35.00
On Account 80.00
Visa 1207.00
Master Card 80.00
American Express 0.00
Discover 6.00
Gift Certificate 0.00
Dehit 0.00
Employee Deduct 0.00
Travel Checks 0.00
Other 1 0.00
Other 2 0.00
Subtotal 1608.00
Paid Out / Paid In
Ending Balance 1608.00
Difference 0.00

Sales
STATED

[200.00
0.00
0.00

35.00
£0.00
1207.00
80.00
0.00
6.00
0.00
0.00
0.00
0.00
0.00
0.00
1608.00
0.00
1608.00

Notes

& Print

Return to
POS

o Open
Drawer

.. Review
— Z-0ut
History

T4 Close Out
g Drawer

Actual Column and Fields

233

The Actual fields to the right of the payment types are the fields that you will use to enter the amounts

that you have counted from the cash in your drawer and any receipts or reports that you are using. If

these fields do not match what is displayed in the "Stated" column, there may be a credit card
statement or receipt missing, or a sale may not have been entered through the Point of Sale. Use the
information on these screens along with your Point of Sale reports to determine why there is an
amount other than "0.00" displayed as the difference.

Stated Column

The "Stated" column displays the amounts saved in the program for all of the transactions ran through

the Point of Sale for the current drawer. Compare this information to the actual amounts you have

counted.

© 2006 Ennoview, Inc.




234 Envision Users' Guide

Drawer Tab

Z-0ut Cash Drawer: 9 E

Drawer ' Cash ' Payment Checklist ' Sales ' MNotes |
Return to
ACTUAL STATED E POS
Starting Balance [200.00
Cash 200.00 0.00
Tips Collected 0.00 = Pt
Tips Paid 0.00
Checks 35.00 35.00 q Open
On Account 80.00 80.00 T
Visa 1207.00 1207.00
Master Card 80.00 £0.00
American Express 0.00 0.00
Discowver 6.00 6.00
Gift Certificate 0.00 0.00
Debit 0.00 0.00
Employee Deduct 0.00 0.00
Travel Checks 0.00 0.00 A
., Review
Other 1 0.00 0.00 —  Z-0ut
History
Other 2 0.00 0.00
Subtotal 1608.00 1608.00
Paid Out / Paid | 0.00
aid Ou aid In & Close Out
Ending Balance 1608.00 1608.00 ) Drawer
Difference 0.00

Starting Balance

The amount inserted automatically is based upon the amount you entered as a default setting in your
"Program Preferences". It is normally a fixed amount that is placed in the cash drawer at the start of
each business day. You can manually enter any amount you wish when you start your Z-Out. If you

would like to change the default setting, this can be done by selecting "Setup Program Preferences"

from the "Company" menu.

Payment Type Totals

The fields "Cash" down through "Employee Deduct" show the various methods of payment. Coupons
that have been redeemed are a method of payment as is Employee Deduct which is an item sold to an
employee they want deducted from their payroll. Pressing the "Employee Deduct" button on the POS
Payment screen does this. "Tips Collected" is the amount of tips entered into the program for the
selected drawer.

Subtotal
This number is the total amount of money taken into the business through the Point Of Sale (POS).

Paid Out / Paid In

The amount of cash taken out or put in the cash drawer during the day to make various payments (for
examples to vendors) is to be entered here. Normally this number would take the form of the Receipts
the Vendors gave in return for the payment.

Difference
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The number displayed here is the purpose of Zeroing out the cash drawer. Any discrepancies will be
shown in one of the totals above. If all the amounts that you entered are the same as the program is
displaying (in the right hand column) there has either been money taken out or put in the drawer
without entering it through POS, or documentation has been misplaced (such as a lost Vendor
Receipt, or Credit Card statement).

Cash Tab
£-Qut Cash Drawer: 9 E|
Drawer  Cash ' Payment Checklist ' Sales ' Notes
E Return to
Counts PO%S
100°s Jz - 0.00
50" 0% = 0.00
s ~ & Print
20's 0% = 0.00
10's 03| = 0.00
" ; Open
5's 02 = 0.00 D Drower
Count Coins
2.00 0= 0.00
1.00 0= 0.00
0.50 02| = 0.00
0.25 0% = 0.00
0.20 0% = 0.00 ]
o Review
0.10 0= 0.00 = Z-Out
History
0.05 03| = 0.00
Change Manually Entered (e Close Out
) Drawer
Total 200.00

Cash / Coin Counter

This screen helps you to count the cash and coins in the drawer. Enter the number of each
denomination bill and coin in the spaces provided and the program will total the amount for you. As
you enter bill and coin counts on this screen, they are automatically entered as the "Cash" line on the
"Drawer Totals" screen.
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Payment Checklist

This screen will allow you to check all of your receipts and ticket history for the different payment types.
Select a type of payment and double click each ticket to place a check in the box to the left of the
"ticket #" field. This will automatically place an amount in the "Actual" payment fields under the Drawer
tab. This feature makes it easier for you to make sure your receipts and ticket history match what the
program has recorded.

Z-0ut Cash Drawer: 9

Drawer ' Cash - Payment Checklist ' Sales ' MNotes

Select Transaction Type

) Check ) Am Express () Employee Deduction
() On Account (O Discover () Travelers Check

@ Visa! O Gift Certificate () Other 1

) Mastercard () Debit () Other 2

List of matching payments (Dbl Click to Check / Uncheck)

E Return to

& Prim

Ticket#  |[PWMEN |y orize No “
Amount

CiE 147 25.00
0r 140 2000
0r 152 135.00
~ 153 100.00
M2 155 107.00
0r 158 320.00
Dz 159 500.00

7 1207.00 Totals |+

3

POS

o Open
Drawer

Review
—  Z2-0ut
History

& Close Out
[
i Drawer

Transaction Type

Select the type of payment to populate a list of transactions that used the selected payment type.

Transaction Checklist

Check each ticket that you have matching receipts for. For each ticket that you check off, the amount
of the ticket will be added to the total of the "Actual" amount for the selected payment type. This total
is displayed at the bottom of this checklist. This amount is automatically entered in the "Actual” field
for the selected payment type under the "Drawer" tab. For example, if you need to check your Visa
receipts, select the Visa payment type and a list of all Visa transactions will show up in this list. Double
click each transaction that you have a matching receipt for to place a check next to the transaction.
The amount of the transaction will be added to the Total at the bottom of the checklist. If you click the
"Drawer" tab, this amount will also be added to the "Actual” field next to the Visa payment type.
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Sales Tab

This screen is for display only. It shows all the categories of sales with the amount of each that was

sold. This is an accurate accounting of the strength of your business activity for the day.

Z-0ut Cash Drawer: 9

Drawer ' Cash ' Payment Checklist - Sales ' Notes

Drawer Sales Information

Num of Tickets 13
Retail Sales 0.00
Service Sales 1301.00
Tanning Sales 0.00
Gift Certificate Sales 107.00
Tax 0.00
Total 1408.00

Sales breakdown

E Return to

& Prim

POS

o Open
Drawer

., Review
—  Z2-0ut
History

& Close Out
[
i Drawer

This screen is for display only. It shows the breakdown into the different types of sales you have
entered during the day on the Point Of Sale (POS) screen. This information is very valuable for
planning and measuring your business decisions. For example, did last weekends newspaper

advertisement for a discounted Wash, Cut, and Blow Dry, increase the "Service Sales" enough to

warrant it's $500 cost?

237
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Notes Tab
£-Out Cash Drawer: 9 [5__(|
Drawer ' Cash ' Payment Checklist ' Sales | Notes |
Z-0ut done because of mid-day power failure. b Retumn to
POS
Z-Out done by Marlena.|
& Prim
a  Open
Y Drawer
., Review
—  Z2-0ut
History
% Close Out
l'E. Drawer

Use this screen to record any information pertaining to the Z-Out of the drawer. Such as who
performed the counting, whether it was end of day or an unusual event triggered the count. When
done click the "Print" button to print this information, and then the "Z-Out" button to save and reset the
information to zero for another day's business.

Z-Out Buttons

Return to
POS

il

Click the "Return to POS" button to close the Cash Drawer and discard all changes you have made.
This cancels any entries you have made and closes the "Z-Out" screen.

= Print

¢

Click the "Print" button to get a hard copy of these screens.

q  Open
Y Drawer

i

Click "Open Drawer" button to open the cash drawer if it is connected to your computer and configured
correctly in the Station Configuration of Envision.
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- Review
— Z-0ut

History

Click the "Review Z-Out History" button to display information for a previous Z-Out.

Click the "Z-Out and Start New Drawer" button ONLY when you have made all your entries and printed
the information. This button resets the draw to its "Zero" state. You will not be able to make changes
to the information you have entered in the Actual fields after clicking this button.

Manager Override Password
Manager Override

Password |

|V (0] ||x Cancel|

It is required that you enter a Manager Override password for some actions taken in the Point of Sale.
As the password is entered it will be shown as asterisks to prevent anyone from viewing it.

Credit Card Preauthorization

The Credit Card Preauthorization feature allows you to process all outstanding Preauthorized Credit
Card transactions for tips. Use the screen below to process the tips when you are ready. This screen
is only available in the program if you have purchased the Credit Card Processing module and you

have an account setup with X-Charge.

This screen can be reached by clicking on "Accounting” on the Menu Bar and selecting "Credit Card
Preauthorization" from the drop down menu.

Process CC Preauthorizations E|
This screen allows you to process all outstanding Preauthorized Credit Card Transactions!

1. Please review each of the credit card slips below and enter the Tip Amount entered by the Client.
2. Select how you wish to allocate the Tip Amounts entered.
3. Press the Process button below to obtain final authorization for the new total amount.

Preapproved Credit Card Transactions

Ticket No. ‘Cliem Mame ‘Apprw’al ‘Amuurrl ‘Tmal Tip Entered
O 26 JOHN SMITH 133123 10000 115.00 LT
a 27 | JENNY ADAMS 123456 15000, 170.00 20.00

<

Allocate Tips to Employees &Prucess
() Split by Pot of Sewvice Completed
O Split Evenly among all Service Providers

1. Review each of the credit card slips for each of the transactions listed on this screen and enter the
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Tip Amount entered by the client in the "Tip Entered" field.

2. Select how you wish to allocate the Tip Amounts Entered. You have the option of splitting the tip by
the percent of service completed, or you can split the tip evenly among all service providers.

3. Press the "Process" button to obtain final authorization for the new total amount.

Accounting

Commission Plans

To enter the Commission Plan list, click on "Accounting” from the menu bar and select "Commission
Plans" as shown in the image below.

@- #ccounting Guide

T Payroll

| Commission Plans S

E Point of Sale e

Credit Card Preauthorization

Perfarm Manual End of Dayv Batch Settement

ﬁ Enter Bills

Quick, Wiew

Send Owner Statistics via Email [ SMS

Chart of Accounts
Coupon Lisk
Discaunt Plan List

Pay Adjustrnent List

Enter Payrall Histary

QuickBooks Integration

The following list will appear:

Commission Plans

L] Mew = Edit | 4 First € Previous ® Next # Last Actions - | EJ*  Exit

Description

l[FROMT DESK STAFF
SERVICE PROVIDERS
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Service Commission Tab

Commission Plan Name

Service Commission l Retail Commission ] Retail to Service Bonus | Manager Commission ]

Service Commission Options Save
Service Deductions W s

(§) Subtract Before Commizsion Calculation
() Subtract After Commission Calculation Devw

Plan Type |StraightCDmmissi0n j

[~ No Commission Overrides Allowed

[ Exclude Inv Overhead Deductions Add a Flat Charge per ltem oon ancel
[ Exclude Inw Labor Deductions
Add a Flat Charge per Ticket 0.0o P Mex

[ Exclude Inv New Account Deductions

Set all Overhead deductions to 0.0o
this percentage

Enter Lowe values first and increase the range § percentages ta the right

Service Commission Plan

Lewvel 1 Level 2 Lewvel 3 Level 4 Lewvel 5 Level 6

From Sales | 1] | 1}
ToSales 99993993 | o
Percent | 5000 | 0.00

Commission Plan Name

Enter a name for this plan. The name can be specific to the type of plan that you are creating. You
can enter an easy to recognize name in this field. This will allow you to easily select the correct plan
for the employee later in the setup.

Plan Type

There are two choices and they both use the Levels that you setup below. How they use these levels
is explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount. For example: Using
the numbers shown on this sample screen, if an employee had $2,345 in sales it would place them at
the range described by Level 4 and the program would multiply $2,345 by .16 to solve for the
commission.

Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission. Using the
numbers above: The %2,345 would be spread across the levels this way. There would be no
commission paid on the first $500, the second $500 would earn 10%, the next $500 would earn 12%,
the next $500 would earn 14% and the last $345 would earn 16%.

KRS Level Commission: If you have purchased the KRS Enhancements with the program, there is a
third Plan Type available. This plan type is a default setting for KRS Level System Reporting and will
already be selected when you create a new commission plan. Enter the KRS commission
percentages for each level in the fields provided.

Service Plan Overrides
The 4 checkboxes shown here allow you to turn off the overrides you might have placed on a Service

item in inventory. As you can see from the below pictures, when you enter a Service item into
inventory (such as a Perm) you can set overrides to reduce the amount of commission an employee
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receives for performing that service. On this screen you can turn off those settings for this commission
plan. If you do check these boxes and turn off the Inventory settings, any employee assigned this
commission plan would NOT have their commission money reduced.

Service Commission Options Commissions / Costs
j [ Commission Override

Plan Type |Straight Commission

[~ No Commission Overrides Alloweilﬂ jprmissin 0.00
[ iExclude Inv Overhead De(luclions;_.-——-""""’r gREIEs o.oo
[~ Exclude Inv Labor Deductions ——————""= Labor 0.00
[ Exclude v New Account Deductions——— New Acct Ded ’7990

r
From Commission Back Bar 0.00
Plan Screen A
From Inventory r—

Screen

Commission Deductions

If there are any costs associated with this inventory item that will be deducted from the employee's
commission, they can be deducted before or after the commission is calculated. ("After" reduces the
actual commission money the employee receives more than "Before"). When you are setting up your
commission plans, using these option buttons, you can override whatever was set in Inventory for an
item. Then when you assign this commission plan to an Employee, these settings will take
precedence over any settings in Inventory. This picture shows these fields with the associated

Inventory fields that these will override.

From Commission Plan

Screen
Service Deductions [
(%) Subtract Befare Commission Calculation: From |I'I'U'EI'I‘OI"5F
) Subtract After Commis=ion Calculstion Screen

Overhead Cost

(#) Use Commission Plan Defaults

) Subtract Cverhead before commissions
() Subtract Overhead after commissions

Lahor Cost
(®) Use Commission Plan Defaults

) Subtract Labor before commissions

() Subtract Lahor after commissions

Deductions

Flat Charge Per Item: Placing a dollar amount in this field will instruct the program to deduct that
amount from each item the employee sold. Depending upon the choice you made in "Service
Deductions" above, the amount will be subtracted Before or After the commission calculation for each

item is made.

Flat Charge Per Ticket: Placing a dollar amount in this field will instruct the program to deduct that
amount from each ticket that the employee sold.

Set All Overhead Deductions to This Percentage: This field allows you to enter an overhead
deductions percentage.
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Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay
an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.

Retail Commission Tab

Below is shown the Retail Commissions Plan screen. It functions nearly the same as the Service
Commission Plan screen except that some items that apply only to Service have been removed.

Commission Plan Name |AN DREYY KELLY

Service Commission Retail Commission l Retail to Service Bonus ] Manager Commission ]

Retail Commission Options

Select From / To Scale Calc Commission %
Plan Type |Straight Commission = (@ Total Retail Sales @® On Retai Sales
[~ Mo Commission Overrides Allowed () Total Retail Profit (O On Retail Profit
[ Exclude Service Deductions from RTs% O Total Service Sales O 0n Service Sales 3 Cancel
[ Exclude Tanning Sales Minimum Service Sales Required | 0

[~ Exclude Gift Certificate Sales Mest

4 Previous

v | I
| wm
Emm

Maximum RTS Commission % 0
0

Minimum RTS % Required

Retail Commission Plan

Enter Low values first and increase the range f percentages ta the right

Level 1 Level2  Level3  Level4  Level5  Level6

From Sales 0] | 0| 0| 0| 0| 0
ToSales  |08958995 | 0| 0| 0| 0| ]
Percent’ | 1000 | 0.00 | 0.00 | 0.00 | 000 | 0.00

Plan Type

There are two choices and they both use the Levels that you setup. How these levels are used is
explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount. For example: Using
the numbers shown on this sample screen, if an employee had $2,345 in sales it would place them at
the range described by Level 4 and the program would multiply $2,345 by .16 to solve for the
commission.

Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission. Using the
numbers above: The %2,345 would be spread across the levels this way. There would be no
commission paid on the first $500, the second $500 would earn 10%, the next $500 would earn 12%,
the next $500 would earn 14% and the last $345 would earn 16%.

Retail to Service %: When the program is enabled with KRS Level System Reporting a specific plan
type called "Retail to Service %" has already been selected for your Retail Commission plan. There is
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no need to select a Plan Type for Retail Commission.
Excluded Sales

Check any items that you do not want to pay commission on.
No Commission Overrides Allowed

Check this box so that anything that was set in Inventory for a product as a commission override
(reducing the commission paid to an employee) will have no effect on any employee assigned this
commission plan. This will effectively increase the amount paid on commission.

Select From To Scale / Calc Commission %

These radio buttons work in conjunction with the "From Sales", "To Sales", and "Percent %" table at
the bottom of the screen.

Total Retail Sales / Total Service Sales: These buttons determine whether the Level (1 to 6) is
determined by the Retail or Service sales. Some shops want to pay a commission based upon the
Service sales an employee makes. The commission percent is still multiplied against the retail sales
of that employee, but if you check "Total Service Sales" the level is determined by the Service sales
they've made.

For example: An employee sold $800 worth of Retail products and $2,000 worth of Service products.
Assume you have Level 1 set for $500 - $1000 with a 1% commission and Level 2 set for $1000 -
$2000 with a 2% commission. If you checked "Total Retail Sales" the commission would be 1% times
$800 or $8.00. If you checked "Total Service Sales" the commission would be 2% times $800 or
$16.00. Notice that the commission percent is still multiplied against the Retail sales amount but the
level (and therefore the %) is determined by which button you click.

Calc Commission %: When the commission level is determined, this choice will determine whether it
is multiplied against the Gross "Retail Sales" (Total) or the Retail Profit only.

Minimum Service Sales

If you want any employee assigned this plan to sell a certain amount of Service items before they can
earn commissions on Retail sales, enter the amount here.

Maximum RTS Commission %

Enter a Maximum Retail to Sales Commission % if required.
Minimum RTS % Required

Enter a Minimum Retail to Sales % if required.
Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay
an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.
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Retail to Service Bonus Tab

Commission Plan Name |AN DREW KELLY

Service Commission ] Retail Commission Retail to Service Bonus | Manager Commission ]

Retail to Service Bonus Plan K save
Enter Low values first and increase the range ! percentages to the right Save &
Level 1 Lewvel 2 Lewvel 3 Level 4 Level 5 Level 6 "ﬂ e
From RIS % | N 0| o | o | u
ToRS% | 7 10 | 0| o 0| 0
P Mext
Percent’s | 250 | 400 [ o000 | o000 | 000 | 00D

4 Previous

This option allows you to pay a bonus to the employee if their
Retail sales is a certain Percentage of their Service Sales or
Proift (R/S%). Always calculated on a Straight Commission Plan.

Shown above is the Retail to Service Bonus Commission plan screen. The purpose of this screen is to
provide a bonus to Service employees (Hair Stylists, Manicurists, etc.) who sell large amounts of Retail
products. The values you enter here will be used to calculate a Bonus, which is in ADDITION to the
commission they receive for selling Retail products. It works by setting a ratio of Retail Sales to the
Service sales they make. For example, if your hair stylists normally sell $100 worth of Retail products
(which usually have a higher profit margin for you, which is the reason for this screen) and this is
usually about 3% of the styling services they sell, you might wish to create an incentive for them to sell
more Retail by setting up a sliding scale of ratios. Maybe you would set Level 1 to pay an extra 2.5%
Bonus if their Retail sales are between 5% and 7% of their service sales. And Level 2 might pay them
4% if their Retail sales are between 8% and 10% of their Service sales.

Retail to Service Percent Table

This table should be filled in from the lowest (Left) to highest (Right) percent that you will give as a
Bonus for certain ranges of Retail Sales to Service Sales. The "From R/S %" and "To R/S %" set the
range for each Level. For example, if | want to give a 1% Bonus for an employee that has Retail sales
between 5 and 10 percent of their Service sales, | would enter "5" in Level 1's "From R/S %" and "10"
into Level 1's "To R/S %" fields. Then | would enter "1" into the Level 1 "Percent %" field.

Manager Commission Tab

This screen allows you to setup a commission plan to pay an employee based upon the total sales of
the salon.
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Commission Plan Name |ANDR EWW KELLY

Service Commission l Retail Commission | Retail to Service Bonus Manager Commission l

Manager Commission Plan H Save

RN AT -l S traight Commission ™ Save &
e

Enter Low values first and increase the range [ percentages to the right

Level 1 Level 2 Level 3 Level 4 Level 5 Level 6
From Sales | i | i | i | i | i] | 0 P Mext
ToSales  |99939939 | 0| 0| 0| 0| i
Percent% | 3500 | .00 | .00 | 0.00 | 0.00 | 0.00

This optien allows you to pay an employee based upon the total sales of the salon.

Plan Type

There are two choices and they both use the Levels that you setup. How these levels are used is
explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount.

Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission.

Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay
an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.
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Payroll

The Payroll screen can be reached by clicking on "Accounting” from the menu bar and selecting
"Payroll" as shown in the image below. The Payroll listing can also be reached by clicking on
"Calculate Payroll" under "General Options" on the Accounting Guide window.

B Accounting Guids

| W Payrall I |

Commission Plans

E Point of Sale

Credit Card Preauthorization

Perfarm Manual End of Dav Batch Settlement

@# Enter Eils General Options A |

Quick Wiew E Point of Sale - Register
Send Owner Statistics via Email [ SMS

EE 5 Process Credit Card Preauthorizations

Chart of Accounts

% Enter Bllls and Expenses

Coupon Lisk
Discount Plan List [% Print Expense Checks
Pav Adjustment List

@ Calculate Payroll

Enter Payroll History

QuickBoaoks Integration % Print Payill Checks

Start a New Payroll

=& Start a new Payroll I

Click the "Start a New Payroll" button to open the following screen:

Start a new Payroll f'5__<|

Step 1 - Enter the Starting & Ending Dates of the Payroll

Starting Payroll Date

Ending Payroll Date |11IEEIEDDS j
== All POS tickets between this date range will be included in the payroll figures =

Step 2 - Select the Tax Table Year and State Tax Code

Set Tax Table Year (YYYY) 2004

Select State Code Florida -

Step 3 - Select Payroll Frequency and Other Options

Default Payroll Frequency  [Weekly -

Include the following options in Payroll Scan

5

(& Include All Service / Retail Sales v Include Tips
) Include Only Services v Include Employee POS Deductions
) Include Only Retail Sales [+ Include Employee Payroll Adjustments

) Include All Service / Retail Sales Globally v Include Employee Timecard Records
2 Include Only Services Globally
) Include Only Retail Sales Globally

[ Outsource Payroll {Turn off Tax Calculations)
[~ Add Tips to Net Pay (Used if you hold tips and include them in their Payroll Check)

Select Options then press Continue when ready! || «»  Continue | | b4 Cancel
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Payroll Dates

Set the range of dates for this payroll period. The date fields will display dates from the last time you
did the payroll to the current date. Use the drop down calendars to do this quickly. The Default Payroll
Frequency box allows you to set Weekly, Monthly, etc.

Set Tax Year

Select the tax year for which you wish to view summary information. The default is the current year.
Select State Code

Select from the drop down list, the state your business is located or the state that is applicable to these
employees.

Payroll Frequency

The Default Payroll Frequency box allows you to set Weekly, Bi Weekly, etc.
Included Options in Payroll Scan

These options allow you to select what items to include when scanning a payroll. These options can
be helpful when you wish to create a payroll that includes only service or only retail sales on a specific
payroll.

Outsource Payroll

Click here if you outsource your payroll (for example ADT). If you check here, the program will provide
information on a report you can send to the outsource company.

Add Tips to Net Pay

Check this box if you would like the tips that were entered in the POS (Point of Sale) window to be
added to the payroll.

Click the "Continue" button after making your selections when you are ready to run the payroll
scan.
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Summary

Employee Payroll Records

249

The Employee Payroll Records screen is displayed after clicking the "Continue" button from the "Start
a New Payroll" button. This is the listing of all employees for this pay period. To get detailed
information about an employee, double left click on that employee's name. Or, highlight the name and

click the "Employee Details" tab.

Summary ]Employee Details ] Adjust ] POS Chys ] Service ] Retail ] Bonus ] Manager ] Notes ]
Employee Payroll Records lPayroII Summary] Payroll 0|1-tions]

H  save

Taxable

Employee Wages
153740
_ANNE CREW 1050.00
_EIAREIARA DUMTS 1012.480
_EIRENDA RIDGES 1000.00
_|CAMILLE SWANSON 1650.00
_|CARRIE CONNOR G70.00
_COLLEEN MORRIS 7a0.00
_CONNER AR L O 1203.00
| DAMNIKA COLLINS 600.00
_|DEBRA COLE 71040
| [DOnNA MARTIN a05.20
_|ERIKAFISHER 922480
_FRANCINE BOOMNE TE1.80
_GINGER MORRISOMN a01.4a0
| HEATHER CARTWRIGHT g6a0.40
|_|ILENA JOMES 202.00

26773
25549
251.40
472.90
143 66
169.78
286.91
121.40
156.88
5993
22611
173.53
186.59
137.29
186.74

TH2.27
Tar.o1
T48.60
IREEAL
A26.34
68022
916.09
478.60
453.62
40527
GAE. 39
587.97
614.91
413.21
615.25

Double Click on an Employee to View / Edit their Payroll Data!

¥ cancel

Change
Payroll
Optiens

| >

This area of the screen will show you a listing of the employees' Taxable Wages, Taxes and Net Pay.

Save or Cancel Buttons

K Save Il 3 Cancel l

Click the Save to keep the information you entered on this screen, or click the Cancel to discard your

changes and return to the list screen.

Change Payroll Options Button

Change
Payroll

Options

Click this button to jump to the Payroll Options screen. You may then change your options and click

the "Select Options Then Click Here To Scan Payroll Data" button to recalculate and update the

information in the selected payroll.
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Employee Payroll Selection Buttons

|
RIS X Y

x

If you rest your mouse arrow on top of each button a popup will explain what each button is for.

Payroll Summary

Summary ]Employee Details] A(Ijust] POS Chygs ] Sewice] Retail ] Bonus] Manager ] Hotes ]

Employee Payroll Records Payroll Summary lPayroII Options ]

Employee Taxes

Employer Taxes

SS Tax 944.06 SSTax 944.06
MED 22080 MED 220.80
Total FICA 1164.86  Fed Unemp 0.00
Fed WT 2515.58  State Unemp 0.00
State WH 0.00  State Other 1 0.00
State Other 1 0.00  State Other 2 0.00
State Other 2 0.00

Total 3680.44  Total 1164.86
Payroll Statistics

Mum Days 7 Avg/Day 2175.24

Num Emp 33 Avg/Emp 161.42

Tot kems 23 Avg/kem 662.03

Payroll Summary
Payroll No.

Gross Pay

Total Tips Received
Taxable Wages
Total Tax Liability
Employer Taxes Due
Total Liability

60
15226.70
0.00
15226.70
4845.30
1164.86
16391.56

3 Cancel

Change

Payroll
Options

e Employee Taxes

This area of the screen displays the tax totals for this pay period paid by all employees.

e Employer Taxes

This area of the screen displays the taxes for this payroll period paid by the Employer for all

employees.

e Payroll Summary Items

This information is a summary of the Payroll number (Payroll #) you have selected from the listing.
The number of days, employees, and service items are shown. Also the Total Gross Pay for all
employees is shown along with the averages for this pay period.

e Payroll Statistics

This area of the screen displays information about this payroll period for all employees.
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Payroll Options

Summary ]Employee Details ] Adjust ] POS Chys ] Service ] Retail ] Bonus ] Manager ] Notes ]

|
Setup Payroll Options

Payroll From Default Payroll Frequency eakly -
Payroll To Fed Unemployment Rate 0.0000

Set Tax Year {YYYY) 2005  State Unemployment Rate 0.0000

Select State Code Florida -

Include the following options in Payroll Scan

&) Include ANl Service / Retail Sales ¥ Include Tips

) Include Only Services ¥ Include Employee POS Deductions
3 Include Only Retail Sales ¥ Include Employee Payroll Adjustments g}s‘:ﬂ;
v Include Employee Timeclock Records Options
[~ Outsource Payroll (Turn off Fed / State Tax Calculations) - >
[ Add Tips to Net Pay (Used if you hold tips and include them in their Payroll Check) PR
Select Options then Click = [=
here to Scan Payroll Data | o

Payroll Dates

Set the range of dates for this payroll period. The date fields will display dates from the last time you
did the payroll to the current date. Use the drop down calendars to do this quickly. The Default Payroll
Frequency box allows you to set Weekly, Monthly, etc.

Set Tax Year
Select the tax year for which you wish to view summary information. The default is the current year.

Select State Code

Select from the drop down list, the state your business is located or the state that is applicable to these
employees.

Payroll Frequency
The Default Payroll Frequency box allows you to set Weekly, Bi Weekly, etc.
Unemployment Rates

Enter as a decimal the Federal and State unemployment rates. For example for 1/4 % you would
enter .0025.

Include In Payroll Options

These options allow you to select what items to include when scanning a payroll. These options can
be helpful when you wish to create a payroll that includes only service or retail sales on a specific
payroll.
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Payroll Outsource

Check this box if you outsource your payroll (for example ADT). If you check here, the program will
provide information on a report you can send to the outsource company.

Add Tips to Net Pay

Check this box if you would like the tips that were entered in the POS (Point of Sale) window to be
added to the payroll.

Scan Payroll Data

Click this button to update the payroll data. Since you will likely have created this payroll period before
the end of the period, you can click here to refresh the data with the latest information from the Point
Of Sale.

Employee Details

This screen shows the details for a single employee for this pay period.

Summary Employee Details ] Adjust ] POS Chys ] Service ] Retail ] Bonus ] Manager ] Notes ]

Employee CONNER MARLOW e —— l Taxes | Override | Deduct | Sales |
Reg Hrs IEIT H Rate IW Commission Sales
OT Hrs 0.00  vSalary lw Service 2100.00

#Days 7 Other Pay IW Retail ’m Recalculate
Wages / OT Due 0.0p  Tanning | 0.00 | Rescan |
+ Std Commissions 1163.00 Gift Certificates | 0.00 =

+ Commission Overrides 0.00  Total Commission Sales 2665.00 SN

- OH {Laber Comm Deduction 0.00  1otal Salon Commission Sales ,M Check No.
R 40.00 Service Sales (- Deductions) 2100.00 0
+ Other Pay = Gross Pay 1203.00  Retail Sales / Profit 565.00
- Post Tax Pay Adjustments 0.00  Retail to Service % 36,90

+ Tips Received 0.00 i

+ Tips Reported Manually ,W Inventory Incentives 0.00

= Taxable Wages 1203.00 Service Commission ,W

- Payroll Taxes 286.91 Retail Commission ’W ==

- Employee POS Chys | 000  Retail Bonus Commission | 000 e

- Rental Chg 0.00 Manager Commission ,W |

= Net Paid 916,00  Total Std Commissions 1163.00 e

The left side of the screen is a summary of the payroll period earnings, and charges for this employee.
Hours: The number of hours registered on the Employee Time Clock.

H Rate: The hourly rate of pay you set when you entered this employee into the system.

W Salary: If you entered a Weekly Salary for this employee instead of an hourly rate, that Salary is
shown here. NOTE: If you enter Hours and an Hourly rate above this field, it will override this weekly
salary amount. Leave the Hours and H Rate blank to use this salary amount.

Daily Rental Fee: This amount is used for those employees who rent shop space from you to perform

their services. You set this amount when you entered the Employee into the system. You may change
it for this pay period by entering a different amount here.
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Employee Payroll Calculation

This area of the screen shows how the pay for this employee is calculated.

Note: a"+" adds to the "Wages Due", a "-" subtracts from it, and the "=" sign indicates a
totaling of the information above.

Wages/OT Due: This is the amount based on hours worked or salary as shown above on the screen.
+ Std Commissions: This is the amount of commission money that is not based on an Override.

+ Commission Overrides: This is the Commission amount that was set by the Overrides you entered
into the commission plan used for this employee.

- OH/Labor Comm Deduction: Any Overhead (OH) or Labor commission deductions you entered into
the commission plan will be shown here.

+ Payroll Adjustments: This is the amount of additional pay that the selected employee will receive
from any pay adjustments you may have created and applied to the employee's records.

+ Other Pay = Gross Pay: This amount is the total of all the above calculations and equals the gross
pay amount.

- Post Tax Pay Adjustments: This is the amount of pay that is deducted from the Taxable Wages.
This is also an amount that is calculated from any pay adjustments you may have created and applied
to the employee's records.

+ Tips Received and Reported Manually: Tips received are automatically entered here from the POS
screen. You must enter any other tips in the Field provided.

=Taxable Wages: This is a sub total of the items listed above.

- Federal / State Taxes: This number is derived from the settings you entered when you entered the
employee into the system. The number of deductions, the State, etc.

- Employee POS Chgs: If this employee purchased items from you and requested they be deducted
from their pay, the Point of Sale module will present the total here.

- Rental Chg: If this employee rents space and/or equipment from you, the total amount of the Daily
fees you charge are shown here.

= Net Paid: This is the total of all items above this item. Only "Tips" are not in this figure.
Employee Payroll Detail Screens

Commission }Tnxes } Override ] Deduct ] Sales ]
Commission Sales
Service 450.00

Retail 450.00

i

Tanning 0.0

Gift Certificates 0.00
Total Commission Sales 900.00
Total Salon Commission Sales

Service Sales (- Deductions)
Retail Sales / Profit
Retail to Service %

Inventory Incentives
Service Commission 225.00
Retail Commission
Retail Bonus Commission .01

Manager Commission

w ™
= @ s aa S
a o e|lelene|leee 2
= 2 = 2222 2
s 3| 3| 3 s &8& 3

Total Std Commissions

These screens will contain the details that make up the totals on the left side of the screen. You may
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examine and change those items that are presented in these fields. This gives you complete control
over all details of pay for each employee for each pay period.

Recalculate / Rescan Buttons

Recalculate Il Rescan Il

Click the "Recalculate” button to recalculate the amounts and totals in the payroll if you have entered a
new amount into any of the fields. Click the "Rescan" button to rescan the payroll without including any
amounts you may have entered or changed in the fields to the left.

Print Summary Button

&
Summary

Click this button to print a summary sheet of the selected employee's payroll information.

k

Payroll Check Number

Check Ho.

i

Enter the check number for the selected employee's check into this field.

Print Payroll Check Button

[l

Click this button to print the selected employee's payroll check.

Employee Payroll Selection Buttons

|
28X

If you rest your mouse arrow on top of each button a popup will explain what each button is for.
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Adjustments

255

Payroll Adjustments are any type of additional pay or deduction that needs to be included in the payroll

for your employees. The "Adjust” tab allows you to add, edit, or remove a payroll adjustment for the

selected employee.

Summary] Employee Details  Adjust lPOS Chgs ] Sewice] Retail ] Bonus] Manager ] Notes ]

| Remove Selected tem |

=  Save

Pre Tax Wage Adjustment 500.00
Post Tax Wage Adjustment 0.00
Percent / Wage i
Pay Class Note Type Inc/Dec Fixed Amount v ‘
L i ON PA Pre-Tax Increase Fixed 500.000 500.000
V

¥ cancel

i

Change

Payroll
Options

- »

|

S

e

Payroll Adjustment Buttons

Remove Selected Item: Click this button to remove a Payroll Adjustment from the list.

Update Selected Item: Click this button to update the Payroll Adjustment list if you have just added an

adjustment.

Payroll Adjustment List

This is a list of Payroll Adjustments for the selected employee. You may add or remove items from

this list. Click the small button under the employee column to select a new payroll adjustment or right
click in this field to add a new line for selecting an additional payroll adjustment.
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POS Chgs

This screen shows any charges an employee made at the Point Of Sale. These charges are deducted
after taxes have been calculated.

Summary] Employee Details ] Adjust POS Chgs lSenrice ] Retail ] Bonus ] Manager ] Notes ]
List of POS Charges included in Payroll
POS Charge Allowance |100.00] | Remove Selected ftem |
~
Ticket No. Description Date Amount —
3 154 |TICKET 154 1172212005 60.00 1
Change
Payroll
Options
ol S
= | w
-
x| o
bt

POS Charge Allowance

Enter an amount into this field that the employee is allowed to charge without a payroll deduction.

POS Payroll Charges Listing

This area of the screen lists the details for all charges this employee made at the Point Of Sale. In
case of disputes, the Ticket Number, Description, Date and Amount of the deduction are shown.
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Service Commission Plan Details

Commission plans are made up of four parts, Service, Retail, Retail to Service Bonus and Manager
Commission. The plan is setup using the "Commission Plan" choice from the "Accounting" menu.
When you assigned a commission plan to an employee, all the settings for that plan are applied.
Using this payroll screen, you may the change the "Service" items for this employee, during this pay
period only. If you wish to make the change permanent, you must change the plan using the
"Commission Plan" choice from the accounting menu.

Summary | Employee Details | Adjust | POS Chgs Service | Retail | Bonus | Manager | Notes |

The commission options are displayed here for reference only. Make all adjustments to the H Save
commission plans using the Commission Plan List menu option located on the Accounting Menu and
rescan payrell for the time specified. ¥ Cancel

Senvice Commission Options . :
Senvice Deductions

Plan Type |Straight Commission j (s) Subtract Before Commission Calculation

o : () Subtract After Commizsion Calculation
[ No Commission Overrides Allowed -

I Exclude Inv Overhead Deductions Add a Flat Charge per ftem il
[ Exclude Inv Labor Deductions Add a Flat Charge per Ticket ’70
[ Exclude Inv New Account Deductions 3
Set all Overhead deductions to a
this percentage
Service Commission Plan
Change
Enter Low values first and increase the range f percentages to the right Payroll
Level 1 Level2  Level3  Level4  Level5  Level6 Options
From Sales |ﬁ | ] | ] | 1} | a | 1] < »
ToSales 193933935 | 0| 0| o o 0 e
Percent % | 50 | 0 | 0 | 0 | 0 | 0 = .
o o ol
Commission Plan Name |STYLIST

Plan Type

There are two choices and they both use the Levels that you setup below. How they use these levels
is explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount. For example: Using
the numbers shown on this sample screen, if an employee had $2,345 in sales it would place them at
the range described by Level 4 and the program would multiply $2,345 by .16 to solve for the
commission.

Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission. Using the
numbers above: The %2,345 would be spread across the levels this way. There would be no
commission paid on the first $500, the second $500 would earn 10%, the next $500 would earn 12%,
the next $500 would earn 14% and the last $345 would earn 16%.

KRS Level Commission: If you have purchased the KRS Enhancements with the program, there is a
third Plan Type available. This plan type is a default setting for KRS Level System Reporting and will

already be selected when you create a new commission plan. Enter the KRS commission
percentages for each level in the fields provided.

Service Plan Overrides

The 4 check boxes shown here allow you to turn off the overrides you might have placed on a Service
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item in inventory. As you can see from the below pictures, when you enter a Service item into
inventory (such as a Perm) you can set overrides to reduce the amount of commission an employee
receives for performing that service. On this screen you can turn off those settings for this commission
plan. If you do check these boxes and turn off the Inventory settings, any employee assigned this
commission plan would NOT have their commission money reduced.

Service Commission Options Commissions / Costs
j [ Commission Override

Plan Tvpe |Straight Commission
Commission 0.00
[ No Commission Cverrides Alloweilﬂ ’7990
[ Exclude Inv Overhead De(luclions;_.-——-""""’r prerhead j
[~ Exclude Inv Labor Deductions -1 Labor 0.00
[ Exclude Inv New Account De(luctions—b_| Mew Acct Ded 0.00
Y

From Commission Back Bar 0.00
Plan Screen A
From Inventory r—

Screen

Commission Deductions

If there are any costs associated with this inventory item that will be deducted from the employee's
commission, they can be deducted before or after the commission is calculated. ("After" reduces the
actual commission money the employee receives more than "Before"). When you are setting up your
commission plans, using these check boxes, you can override whatever was set in Inventory for an
item. Then when you assign this commission plan to an Employee, these settings will take
precedence over any settings in Inventory. This picture shows these fields with the associated
Inventory fields that these will override.

From Commission Plan

Screen
Service Deductions [
(%) Subtract Befare Commission Calculation: From |I'I'U'EI'I‘OI"5F
) Subtract After Commis=ion Calculstion Screen

Overhead Cost

(#) Use Commission Plan Defaults

) Subtract Cverhead before commissions
() Subtract Overhead after commissions
Labor Cost

(® Use Commission Plan Defaults

() Subtract Labor before commissions
() Subtract Labor after commissions

e Deductions

Flat Charge Per Item: Placing a dollar amount in this field will instruct the program to deduct that
amount from each item the employee sold. Depending upon the choice you made in "Service
Deductions" above, the amount will be subtracted Before or After the commission calculation for each

item is made.

Flat Charge Per Ticket: Placing a dollar amount in this field will instruct the program to deduct that
amount from each ticket that the employee sold.

Set All Overhead Deductions to This Percentage: This field allows you to enter an overhead
deductions percentage.
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e Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay
an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.

e Commission Plan Name

Enter a name for this plan. The name can be specific to the type of plan that you are creating. You
can enter an easy to recognize name in this field. This will allow you to easily select the correct plan
for the employee later in the setup.

Retail Commission Plan Details

Using this payroll screen, you may the change the "Retail" items for this employee, during this pay
period only. If you wish to make the change permanent, you must change the plan using the
"Commission Plan" choice on the accounting menu.

Summary] Employee Details ] Adjust ] POS Chos ] Service Retail lBonus ] Manager ] Notes ]

The commission optiens are displayed here for reference only. Make all adjustments to the H Save
commission plans using the Commission Plan List menu option located on the Accounting Menu and

rescan payroll for the time specified.
Retail Commission Options : o
—— — Select From / To Scale Calc Commission %
2 ETTR Y TS traight Comimission @) Totsl Retail Sales @) On Retail Sales
[~ No Commission Overrides Allowed (O Total Retail Prafit (O On Retail Frofit
[ Exclude Service Deductions from RTS% ' Total Service Sales (O On Service Sales
BB D0 T T e Minimum Service Sales Required 0
[ Exclude Gift Certificate Sales
Maximum RTS Commission % 20
Minimum RTS % Required 0
Retail Commission Plan Change
Enter Lowy values first and increase the range / percentages to the right Payroll
Options
Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 z
From Sales | a0 | 0 | 1} | i} | a | i] -<| >
ToSales 99939993 | 0| 0| o | o | 0 |
Percent % | 20 | 0 | a | 0 | a | ] - | s
2|
Plan Type

There are two choices and they both use the Levels that you setup. How these levels are used is
explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount. For example: Using
the numbers shown on this sample screen, if an employee had $2,345 in sales it would place them at
the range described by Level 4 and the program would multiply $2,345 by .16 to solve for the
commission.
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Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission. Using the
numbers above: The %2,345 would be spread across the levels this way. There would be no
commission paid on the first $500, the second $500 would earn 10%, the next $500 would earn 12%,
the next $500 would earn 14% and the last $345 would earn 16%.

Retail to Service %: When the program is enabled with KRS Level System Reporting a specific plan

type called "Retail to Service %" has already been selected for your Retail Commission plan. There is
no need to select a Plan Type for Retail Commission.

No Commission Overrides Allowed

Check this box so that anything that was set in Inventory for a product as a commission override
(reducing the commission paid to an employee) will have no effect on any employee assigned this
commission plan. This will effectively increase the amount paid on commission.

Excluded Sales
Check any items that you do not want to pay commission on.
Select From To Scale / Calc Commission %

These radio buttons work in conjunction with the "From Sales", "To Sales", and "Percent %" table at
the bottom of the screen.

Total Retail Sales / Total Service Sales: These buttons determine whether the Level (1 to 6) is
determined by the Retail or Service sales. Some shops want to pay a commission based upon the
Service sales an employee makes. The commission percent is still multiplied against the retail sales
of that employee, but if you check "Total Service Sales" the level is determined by the Service sales
they've made.

For example: An employee sold $800 worth of Retail products and $2,000 worth of Service products.
Assume you have Level 1 set for $500 - $1000 with a 1% commission and Level 2 set for $1000 -
$2000 with a 2% commission. If you checked "Total Retail Sales" the commission would be 1% times
$800 or $8.00. If you checked "Total Service Sales" the commission would be 2% times $800 or
$16.00. Notice that the commission percent is still multiplied against the Retail sales amount but the
level (and therefore the %) is determined by which button you click.

Calc Commission %: When the commission level is determined, this choice will determine whether it
is multiplied against the Gross "Retail Sales" (Total) or the Retail Profit only.

Minimum Service Sales

If you want any employee assigned this plan to sell a certain amount of Service items before they can
earn commissions on Retail sales, enter the amount here.

Maximum RTS Commission %

Enter a Maximum Retail to Sales Commission % if required.
Minimum RTS % Required

Enter a Minimum Retail to Sales % if required.
Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay

© 2006 Ennoview, Inc.



Accounting 261

an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.

Retail to Service Bonus Plan Details

Using this payroll screen, you may the change the "Retail to Service Bonus" items for this employee,
during this pay period only. If you wish to make the change permanent, you must change the plan
using the "Commission Plan" choice on the accounting menu.

Sumnmry] Employee Details ] Adjust ] POS Chgs ] Servicel Retail Bonus lManauer ] Notes ]

The commission options are displayed here for reference only. Make all adjustments to the H Save
commission plans using the Commission Plan List menu option located on the Accounting Menu and
rescan payroll for the time specified. 3 Cancel

Retail to Service Bonus Plan

Enter Low values first and increase the range / percentages to the right

Level 1 Level2  Level3  Level4  Level5  Leveld
From RS % |E | a | a | 0 | i | i
ToRS% | 7 10| o 0| 0| 0
Percent% | 25 | 4| v 0| 0 | 0

This option allows you to pay a bonus to the employee if their
Retail sales is a certain Percentage of their Service Sales Change
(R/S%). Always calculated on a Straight Commission Plan. Payroll

Options

- -

2]

= || w7

e

The purpose of this plan is to provide a bonus to Service employees (Hair Stylists, Estheticians, etc.)
who sell large amounts of Retail products. The values you enter here will be used to calculate a
Bonus, which is in ADDITION to the commission they receive for selling Retail products. It works by
setting a ratio of Retail Sales to the Service sales they make. For example, if your hair stylists
normally sell $100 worth of Retail products (which usually have a higher profit margin for you, which is
the reason for this screen) and this is usually about 3% of the styling services they sell, you might wish
to create an incentive for them to sell more Retail by setting up a sliding scale of ratios. Maybe you
would set Level 1 to pay an extra 2.5% Bonus if their Retail sales are between 5% and 7% of their
service sales. And Level 2 might pay them 4% if their Retail sales are between 8% and 10% of their
Service sales.

Retail to Service Percent Table

This table should be filled in from the lowest (Left) to highest (Right) percent that you will give as a
Bonus for certain ranges of Retail Sales to Service Sales. The "From R/S %" and "To R/S %" set the
range for each Level. For example, if | want to give a 1% Bonus for an employee that has Retail sales
between 5 and 10 percent of their Service sales, | would enter "5" in Level 1's "From R/S %" and "10"
into Level 1's "To R/S %" fields. Then | would enter "1" into the Level 1 "Percent %" field.
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Manager Commission Plan Details

This screen displays the commission plan you have setup for an empoyee that will receive commission
based upon the total sales of the salon.

Summary | Employee Details | Adjust | POS Chgs | Service | Retail | Bonus Manager |Notes |

The commission options are displayed here for reference only. Make all adjustments to the H Save
commission plans using the Commission Plan List menu option located on the Accounting Menu and —
rescan payroll for the time specified. ¢ Cancel

Manager Commission Plan

Plan Type Straight Comrmission

Enter Low values first and increase the range ! percentages to the right

Level 1 Level 2 Level 3 Level 4 Level 5 Level 6
From Sales | a | 1} | a | a | a | i]
ToSales  |53903983 | o 0| 0| o 0
Percent® | 38 | o 0| 0| 0| 0
Change
Payroll
Options
. . - >
This optien allows you to pay an employee based upon the total sales of the salon.
-
e

Plan Type

There are two choices and they both use the Levels that you setup. How these levels are used is
explained below:

Straight Commission: This method takes the total sales for this employee (Retail or Service only,
depending upon which screen your are setting up) and locates the amount on one of the 6 Levels
below. The Percent for that Level is then multiplied by the total sales amount.

Sliding Scale Commission: This method of calculating the commission distributes the total sales
money for the employee across the levels that apply to it. It results in a lower commission.

Commission Plan Levels

There are 6 levels provided. As shown in the sample screen shot, you would use these levels to pay
an increasing percentage commission to an employee, determined by the amount of sales. How the
program uses this table is determined by the "Plan Type" you selected above.

Note: If you don't want to use the levels, place in Level 1 a zero or starting amount for
commission in the "From Sales" field, an extremely high amount in the "To Sales" field and set
the standard percentage you pay. For example if you pay a 7% commission on all sales above
$250, place $250 in Level 1's "From Sales" field, $100,000 in the "To Sales" field and 7 in the
"Percent %" field.
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Payroll Notes

Summary | Employee Details | Adjust | POS Chgs | Service | Retail | Bonus | Manager Notes |

This payrall period included the Christmas honus. The bonus was 4% of year to date gross.

Change
Payroll
Options

-

I

R8Ty

Enter any notes that need to be kept on record into this area for the payroll you are working on.

Enter Bills

This screen can be reached by clicking on "Accounting from the menu bar and selecting "Enter Bills"
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as shown in the image below. This list can also be reached by clicking on "Enter Bills and Expenses"
under "General Options" on the Accounting Guide window.

143
@1

-

Accounting Guide

Payroll

Commission Plans

Point of Sale

Credit Card Preauthorization

Perfarm Manual End of Dav Batch Settement

|

Enker Bills M

Quick, Wiew i
Send Owner Statistics via Email [ SMS

Chart of Accounts
Coupon Lisk
Discaunt Plan List

Pay Adjustrnent List

Enter Payrall Histary

QuickBooks Integration

General Options

.a Puaint of Sale - Register

éﬁ, Process Credit Card Preauthorizations

% Enter Bllls and Expenses
[ﬁ Print Experse Checks

@ Calculate Payroll

[% Print Payraoll Checks

o

Select "New" or "Edit" from the Enter Bills list to open the following screen.
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= Save
Vendor  INDEPENDANT SALON RESOL | Date 3122008 |
Bill Due 34212005 - Lew
Amount Due 500.00 - | d el
Terms Due Upon RECEiij Ref. No. P next
Memo || 4 Previous
“Expenses
GL Account Amount Memo | -
LRETAIL EXFEMSE 350.00
|_|SERVICE EXFENSE 140.00
W
| 2/ Clear Splits | | @ Recalculate

Bill Vendor
Select from the drop down list the vendor you received the bill from.
Bill Date / Due Date / Amount / Ref. No.

Enter the date you received the bill, the date due, the amount of the bill and a reference number from
the invoice if one is available.

Bill Terms

Select from the drop down list the terms for payment this vendor has setup with you.
Bill Memo

Enter any text you desire about this bill.

Bill Expenses

If you have setup an Accounting program, select the GL Account, Amount and a Memao if you wish.
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Quick View

This screen can be reached by clicking on "Accounting” from the menu bar and selecting "Quick View"
as shown in the images below:

B Accounting Guids

G Payrall

Zommission Plans

E Point of Sale

Credit Card Preauthorization
Perfarm Manual End of Dav Batch Settlement

= Enter Bills

| Quick, Vigw

I
Send Owner E'&tistics via Email [ SMS

Chart of Accounts
Coupon Lisk
Discount Plan List

Pav Adjustment List

Enter Payroll History

QuickBoaoks Integration

The following screen will appear. This screen allows you to get a "snapshot” of the "Sales", "Taxes",
"Accounts Receivable" and "Product Types" sold.

Quick View ]
Starting Date (01/01/2005 ~|  Ending Date |1 1/22/2005 j | [#]  Update Values |
Sales Accounts Receivable
Hum Tickets 4 Total Accounts Reveivable Charges 161.40
Retail Sales 2075.00 Total Accounts Receivable Payments 230.00
Service Sales 4055.00
Tanning Sales 0.00
Gift Certificate Sales 420.00 Sales by Product Type
W 2,075 Retail
W 4035 Service
Total Sales 655000 W 420 Gitt
Total Cost of Goods 45.00
Total Gross Profit 6505.00
Total Taxable Sales 2075.00
Total Hon-Taxable Sales HT75.00
Total Discounts Given §5.00
Average Ticket Amount 148.86
Tax Collected
Total Tax 145.25

& prnt | [« ok ]

Start / End Dates - Update Values Button

Select from the drop down calendars in the Starting Date and Ending Date fields the range of dates the
Quick View summary will represent.

After changing the dates you must click the "Update Values" button to cause Envision to retrieve and
calculate the new information. If you are on a network and leave this screen up during the day, you will
periodically need to click the "Update Values" button to get the most current information from the other
stations on the network.
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Send Owner Statistics Via Email / SMS

To open the Send Owner Statistics screen, click on "Accounting” from the menu bar and select "Send
Owner Statistics Via Email/SMS" as shown in the image below.

@ #ccounting Guide

TEY Payrall

Commission Plans

E Point of Sale

Credit Card Preauthorization

Perform Manual End of Day Batch Settement

=2 Enter Bils Send Owner Statistics via Email / SMS E|

Quick. Yiew Send Daily Summary to Owner's Email Address / Mobile Phone
| Send Owner Statistics via Email [ SMS

_[% | Send Daily Sales Totals
Tt er fogns Send Employee Sales Totals

Coteals Send Appointment Statistics

Discount Plan List

Pay Adjustment List Email Address / Mobile Phone Address

Dwnersemailadress@aol.c0m|
Enter Payrall Histary

QuickBooks Integration "@ Eend I |x Cllmee |

Select the type of information you would like to send and enter the owner's email address or mobile
phone adress. Click the "Send" button when you are ready to send this information.

Chart of Accounts
To enter your Chart of Accounts list, click on "Accounting” from the menu bar and select "Chart of
Accounts" as shown in the image below. The Chart of Accounts list can also be reached by clicking on
"Setup Chart of Accounts” under "Utilities" on the Accounting Guide window.

@- #ccounting Guide

T Payroll
Commission Plans

E Point of Sale

Credit Card Preauthorization

Perfarm Manual End of Dayv Batch Settement

ﬁ Enter Bills

Quick, Wiew

Send Owner Statistics via Email [ SMS m o .

Chart of Accounts [ |

Coupon List g % Setup Chart of Accounts
Discount Plan List % Setup Coupiah List

Pay Adjustrnent List

% Setup Discount Plans
Enter Payrall Histary

QuickBooks Integration % Setup Pay Adjustments

Select "New" or "Edit" from the Chart of Accounts list to open the following screen:
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Edit ]
GL Account  |RETAIL EXPENSE
Type Expense hd Save &
| -
0B Account || -
GL Account

Enter the name of the General Ledger account in this field.

Type

Select from the drop down list the type of account this is.

QuickBooks Account

If you are using the QuickBooks integration, enter the name of the QuickBooks account associated

with the selected account in this field.

Coupon List

You may have coupons that your clients use for purchasing products or for discounts on certain
services. It would be best to add these coupons to the Coupon List so that you may keep track of the
use of these coupons.

To open the Coupon List, click on "Accounting” from the menu bar and select "Coupon List" from the
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drop down menu. You may also click on "Setup Coupon List" under "Utilities" on the Accounting Guide
window.

&
I'-rg,-'l

-

Accounting Guide

Payroll

Commission Plans

Point of Sale

Credit Card Preauthorization

Perfarm Manual End of Dayv Batch Settement

Enker Bills
Quick, Wiew
Send Owner Statistics via Email [ SMS

Chart of Accounts

Coupon Lisk [

Digcaunt Plan Lli)é\f
Pay Adjustrnent List

Enter Payrall Histary

QuickBooks Integration

% Setup Chart of Accounts
% Setup Couinn List
% Setup Drstount Plans

% Setup Pay Adjustments

Click the "New" button on the List Tool Bar to open the following screen:
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Edit ]

Coupon Id |EIUY QOME GET OME FREE| H g

Start Date 110222005 - bﬁ Ssve &
Mewy

Enil Date 1213112007 -
Num Issued 100 5
Default Amount n.00 P Mext

Coupon Id

This can be the name or description of the coupon. This is the name that you will use to identify the
coupon when you are selecting it to apply a discount to an item in the Point of Sale window.

Start Date / End Date

You may enter a Start and End date if necessary. You will not be able to select the coupon when
discounting an item in the Point of Sale if the end date has passed.

Num Issued

Enter the number of coupons issued. This will allow you to keep track of how many coupons were
used compared to how many were issued.

Default Amount

Enter a default dollar amount for the coupon. This can be changed when the coupon is selected in the
Point of Sale window.

Discount Plan List

If you have memberships, or Preferred Customer plans, this screen is where you will enter any
discounts these clients will receive.

When you first select the "Discount Plan List" from the "Accounting” menu, you will see a list of existing
plans. You may also click on "Setup Discount Plans" under "Utilities" on the Accounting Guides
window.

B Accounting Guide

W Payroll

Cornmission Plans

E Point of Sale

Credit Card Preauthorization

Perform Manual End of Day Batch Settlement

é Enter Bills
S | Utilites _________ Q]
Send Cwner Statistics via Email | SM5
Chart of Accounts % Setup Chart of Accounts

Coupan List % Setup Coupon List

Discount Plan List M |

Pay Adiustrent List % Setup Disiount Plans
Enter Payroll History % 3
Setup Pay Adjustments

QuickBooks Integration
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Double click any one of the plans to Editit. Select "New" on the List Tool Bar to create a new plan.
The Edit / Add screen is shown below with some data filled in.

Edit ]

Discount Plan

h@ Save &
Retail Rate % 15.00 Mew
Service Rate % 0.00 3 Cancel
Tanning Rate % 0.00 e

4 Previous

v
I
4

Discount Plan

Enter the Name of the Plan in this area. This is what will appear on the Point of Sale and other
screens.

Retail, Service, and Tanning Discount Rates

Enter the rates as whole numbers for these products. For example if you are going to allow clients that
have purchased a "Preferred Customer" card to receive a 5% discount on retail products, you would
enter 5 in the "Retail Rate %" field. Do the same for the Service and Tanning Rates.

Pay Adjustment List

The Pay Adjustment feature is used for any additional pay or deductions that need to be added to
payroll. For example, you may need to deduct a certain amount of money from each employees'
paycheck for health insurance, or you may need to add Vacation Pay or a Bonus to an employee's
paycheck.

The Pay Adjustment List can be accessed by clicking on "Accounting” on the Menu Bar and selecting
"Pay Adjustment List" from the drop down menu. You may also click on "Setup Pay Adjustments”
under "Utilities" on the Accounting Guide window.

B accounting Guids

T Payrall

Zommission Plans

E Paint of Sale

Zredit Card Preauthorization

Perfarm Manual End of Dav Batch Settlement

% Enter Bills

Quick, Wigw

Send Cwner Statistics via Email [ SMS m (2] X

Chart of & k
At ol AcEoens % Setup Chart of Accounts

Coupon Lisk
Discount Plan List % Setup Coupon List
Py aimonEr Lt ) |I % Setup Discount Plans

Enter Payroll History

% setup Pay Adjustments
GuickBooks Inkegration q

Select "New" or "Edit" on the List Tool Bar to open the following screen:
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Edit ]

T
I
B
%

Description 0 i
Default Amount 500.000 B Save &
Memw
Select Option % Cancel
Type
(&) Pre-tax Adjustment
) Posttax Adjustment v Subject to FICAMedicare
-

Increase / Decrease
(=) Additional Pay
) Deduction

Percent / Fixed
(® Fixed Amount
O Percent of Gross

Description

Enter a description for the adjustment you are entering.

Default Amount

Enter a default dollar amount for the pay adjustment. This can be changed when this pay adjustment
is applied to an employee file. For example, if you have more than one employee that will have an
amount deducted for health insurance and these amounts are different for every employee, you may
change the default amount when you select the Pay Adjustment under the Payroll tab for each
employee file in the Employee List.

Select Options

Select the type of adjustment, whether it is Pre-tax or Post-tax. You may also need to check the
"Subject to FICA/Medicare".

Percent / Fixed

Select either "Fixed Amount" or "Percent of Gross" for the Default Amount.

Enter Payroll History

If you would like to enter past payroll history into the system, you may do this with the Enter Payroll
History feature. Click on "Accounting” from the Menu Bar and select "Enter Payroll History" from the
drop down menu.

@ Accounting Guide:

% Payral

Commission Plans

E Point of Sale

Credit Card Preauthotization

Petform Manual End of Day Batch Settlement
= Enter Eils

Quick Yiew

Send Owner Statistics via Email | SMS

Chart of Accounts
Coupon List
Discount Plan Lisk

Pay Adjustment List

Enter Payroll History T

QuickBooks Integration
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Click the "Add Prior Period Payroll" button or click "Actions" and "New" to enter a new Payroll History
from the Payroll History list. The following screen will appear:

= Setup History Payroll

Step 1 - Enter the Starting & Ending Dates of the Payroll

Starting Payroll Date |ﬁf1 12005 j m
Ending Payroll Date |1 112612005 j

||q/ Continue I |x Cancel |

2 Add Prior Period Payroll |

Enter the starting and ending dates of the payroll and click the "Continue" button. The following screen

will appear:

Edit ]

Starting Payroll Date |D1ID1I2DD:5 j
Eniing Payroll Date |1 112612008 j

I ey

Employes Conmm paja [ Other Wages (0SS s [ Wages
| COLLEEM MORRIS 0.oo 0.00 0.oo a.oo 0l

_JULIA}{-WIAR 0.0o 0.00 0.0o 0.00 0.l
_KATRINAJEWEL 0.oo 0.00 0.oo a.oo 0l -
_INHOUSE 0.00 0.00 0.00 0.00 0l
_KARLAFRANKE 0.0o 0.00 0.0o 0.00 0.l

| FRAMCINE BOOME 0.oo 0.0o 0.oo n.oo 0l

_ILENAJONES 0.0o 0.00 0.0o 0.00 IJ.I_
_ANDREWKELLY 0.oo 0.0o 0.oo n.oo 0l
_CONNERMARLOW 0.00 0.00 0.00 0.00 0l
_EIRENDARIDGES 0.0o 0.00 0.0o 0.00 0.l
_ERIKAFISHER 0.00 0.00 0.00 0.00 0l
_MARLENADONOW«N 0.0o 0.00 0.0o 0.00 0.l

LDEEIRACOLE 0.oo 0.00 0.oo a.oo 0.0+

< | >

Enter all of the amounts available to you for each column and employee. Click the "Save" button to
save the information you have entered or edited.
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Reports & Graphs

Report Query Screens

Envision has powerful reporting capabilities. Each report you select from the "Report" menu, will first
ask you to select what data you wish to display on the report. This is done through the use of a Report
Query screen. A sample Query screen is shown below. These screens will vary for each report but
will have the same layout as this sample.

Envision Report - Sales by Date E|
Sales by Date =R
Begin Date  EEPIITE - Select Report Type -

[ Select Dates ® Detailed O Summary
End Date 2/8r2006 -

Sort and Range Options Other Options

First Additional Sort Choose ltem Types to Appear on the Report
|Client - | Senices Wemberships
Retail [] Gift Cedificates
Print Subtatals Tanning [] Back Bar Only
Second Additional Sort Fackages
|¢ Mo Selection = v | S?Iect Product / Service Re_turn Option
O Include Returns (*) Exclude Returns
O
Select Range Additional Report Options
@) Include &l ) Single ) Range Display cost and profit figures on the report

| | [] only Display Sales fram Walk-In Clients
| | [] Do Mot Include Back Bar Sales

[] Display Commission Taotals Instead of Actual Totals

‘JPreview‘ ‘& Print ‘ ‘x Close‘

Select Date Range

Click the large "Select Dates" button and you will see a screen with two calendars for setting the Begin
and End dates.

Begin Date - End Date

Using these two fields, enter the range of dates you wish to see data for. You may click the small drop
down button in each field to select a date from a calendar. Note, that it's faster to click the "Select
Dates" button.

Select Sort and Range Options

Depending upon which report you have selected to print, the items shown in this area of the screen will
vary, but how you use them is the same for all reports. The Sort options allow you to specify what type
of information you would like to see in the first columns of the report. The Range allows you to view
information for all items selected, a specific item, or a range of items. In this sample screen shot, if
you select "Include All" the drop down list is not applicable, but if you choose "Single", you would have
to select a client from the listing of clients. The options available will vary from report to report
depending upon what applies.
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Select Report Type

When there are variations on a basic report for example, one report called "Sales" and another report
called "Sales - Detailed", the report you chose will be checked, but you may select one of the other
variations here.

Other Options

These options will vary depending on the type of report you choose to run. Below is an explanation of
the "Other Options" shown on this sample screenshot.

Item Types: Select the item types that you would like to appear on the report.
Product / Service Return: Choose to either include or exclude returns in your report.
Additional Report Options: Choose whether or not to display cost and profit figures or select "Only

Display Sales from Walk-in Clients" if you would like to run a report only for information on Walk-in
Clients.

Report Query Buttons

Preview: Click this button to display the report on the screen. You may send it to the printer from the
preview screen.

Print: Click this button to immediately send the report to the printer. Make sure the printer is on with
paper loaded.

Cancel: Click this button to immediately close this screen and discard any settings you have made.
Viewing Reports
Before printing a report, you can Preview it by clicking the "Preview" button on the Query screen. This

allows you to quickly see if the Query settings you have chosen yield the report you wanted. Click the
various areas of the screen shot below to see some of the features of the Preview screen.

Print Preview

# O = 1 (3]
1072007 111454 A0 SALES BY DATE (DETAIL) Pap1efl
SORTED BY CLIENT
ENVOVIER
BEGIN DATE: 1072005 END DATE: 10-%2005
Tleket Clscount
Cats Cllant Bnplois Hem Ny Tips Humber Gty Pilss  Totl  Appllad Cost Frofit
1o7iz0es AMBER THOWAS  AMDREN KELLY  BRGILE FEUIT GO Fe il 125 1 EEES 000 oo ;00
cllentTobls i Tmes T e oo 2000
1orz0es ANDYVUARGAY  AMNECREN 1 MO UR MSSSAGE Sentce 3 ' om0 o o000 oo
lentTotls: i 0.00 [XTIEYT)
1o7r200s ANME PEREROCKI CAMILLE SNANSY PARTIAL HIGHLIGH Sertce 181 (R 000 oo
lentTohls: - THeooon oo 0.00
1o7r200s EETHUMANNER  BAREARA DUNTS HAIRCOLDR Senace 5] 1 2p0000 200000 000 oo
10712005 EETHUANNER  DOMMAMAETIN  ERCILE HYDRATH Relsl a2 1 ipeamo 1ooomn 1] om
1orz0es EETHUANNER  CONNERMARLDVY BRGILE RECOVER Relal 125 | omspo msm 000 oo
CllentTobl e 3 Tieemee  am om
1orz0es DARCT CLATEORN FRANCIME BOONE | HOUR ASSAGE Serdce 120 | s 1smm 000 oo
clentmbte: 1 ol 000 w0
1o7r200s GEORGEPALESS GRENDARIGES COLORCONDITHN Serice 180 1 200000 200000 000 oo
clentmbte: 1 T200000 X
1o7r200s GEDRGI BLOGM  AMDREN KELLY  MANEURE Senace e ' s = 000 oo
1e7r00s GEDRGI ELOGM  AMDREN KELLY  MANEURE Zenace e 1 1peomo 140000 000 o
cllentmobls 2 T T am
o008 HARRY COLLINS  CONNER MARLDVY 1 HOUR MASZAGE Serdce 125 1 20000 24000 oo
lentTohls: - TR YT
10772005 HEATHER WIGHTS ANDRER KELLY  MINIPEDEURE  Senace s ' ;o oo ooo
10772005 HEATHER WIGHTS ANDRER KELLY  MINIMANEURE  Senace s ' xmm = ooo
1orz0es HEATHER HIGHTS ANNECREN ANTEAGING £RD | Serdce s | zpoomo 2p0oo 000
cllentTohls: B Tzoso0 oo
1orz0es HEATHER NURTUI COLLEER IO RRIS PEDEURE Sendce 154 | Lmemo im0 o000
cllentmoble: 1 Tl .08
1o7r200s JACKIESTREET AMDREN KELLY MMIMAKECURE  Serdce ] 1 1p0omo 140000 000 ooo 100
lentTohls: — Themege e es  Leoesn
Page 1 of 2
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Graphs
Graph Options

A powerful feature of Envision is the ability to visually graph the information tracked by the program.
These graphs can be viewed on screen or printed.

= Graph - Product Types

Graph Options IGraph |

Sales - Product Type By Month Range
Select Product Types Select Graph
All Sales [] Package Sales 3D Graph
Retail Sales [ Tanning Sales
Service Sales

Select Month Range

Begin Date 11/22/2005 -

EEIX

W Show Graph

Select Product Types

Select the product types you wish to be graphed. Remember, the more products you select, the more

data is displayed on the graph and may become difficult to read.

3D Graph

Click here to get a three dimensional effect for your graph.

Graph Dates

Select from the drop down calendars, the start and end dates to represent on your graph.

Graph - Show

Click this button to view the graph after you have made your selections.

Graphs

Click this tab to view the graph after you have made your selections. Below is an example of a couple

of graphs.

= Graph - Product Types E”E|§| =1 Graph - Department Sales EE‘E‘

Graph Options Graph |

SALES - PRODUCT T'YPE BY MONTH RANGE
BEGIN DATE: 11/ 2005 END DATE 11/30/2005

W Al Types

6,500
6000
5,500
5000
4,500
aooo |
3s004]
3,000
2,500
2,000
1,500
1,000
s00

Nov 2005

O Retail
W Service

Graph Options  Graph ‘

SALES - DEPARTMENT BY DATE RANGE
BEGIN DATE: 12/01/2004 END DATE: 03107/2005

1798 % of 3,114

1397 % of 3114

[~ Rt

I 560 ESTHETIC - ADDL SERVICE
[ 435 HAIR - CHEMICAL

I 251 MASSAGE - SESSION
1120 MASSAGE - SPECIALIZED
[0 105 HAIR RETAIL

[ 100 NAILS - MANICLRE

[ 75 NAILS - PEDICURE

I 75 HAIR - GENERAL

I 25 ESTHETIC - WANES

[0 20 MASSAGE - ADDL SERVICE
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Accounts 57

Action 113

Actions Menu 206

Active Item 57, 63, 70, 76

Activity 124

Actual Column and Fields 233

Add a Standing Appointment 197

Add an Appointment to the Waiting List 195
Add Image from Camera 131

Add Image from File 131

Add Tips to Net Pay 247, 251

Add to Waiting List 163

Adding Images 131

Address Tab 99, 118

Adjust Backbar Amount 216

Adjust Quantity / Quantity Prepaid 216, 220
Adjust Size 220

Adjustments 255

Allow Appointments to be Booked during Shop
Closed / Employee Off Times 31

Allow Double Booked Appointments 31
Anniversary 118

Appointment 178

Appointment Book 99

Appointment Calendar 155
Appointment Calendar Icons 159
Appointment Calendar Overview 155
Appointment Calendar Time 157

Appointment Calendar Time / Time Slots 157

Appointment Confirmation 120
Appointment Dates 159
Appointment Frequency 197
Appointment Queue 201
Appointment Tab 178
Appointment Time Slots 157
Appointment Viewer 200
Appts 126

Assigned Resources
Auto Check Waiting List for Openings
Automatically Clear Employee Id Field 34

Automatically Set FDO When Logging In 31
Automatically Set the Preferred Stylist
Autoshow Checkbox
Available Resources

_B -

Back Bar 59

Back Bar (In House Use)

Back Bar Item 59
Back order 87
Backup 8

Data 8

Backup and Restore
Balance Due / GC Outstanding 178
Bank Account Number 123
Bank Routing Number
Barcode 57,63, 70,76
Bed Description 55
Begin Servicing Client

Birth date 118

53

199
53

8

123

171

Birth date / Anniversary 118

Birthdate 100

Block Employee Time

Book and Continue

220

162, 163

178

Book Multiple Services 182
Book Multiple Services / Package 16
Book Multiple Services or Packages

191,192, 193

Book Multiple Services Tab
Bulbs Last Changed On 55
Bulbs Last for (Hours)

By # of Sessions

_C-

Cache Tables 28

Calculate Overtime Hours

Calendar 155
Calendar Buttons

72

55

162
Calendar Colors 40
Calendar Colors Determined By Resource 31
Calendar Column Percentages 159
Calendar Department Tabs

182, 186

38

159

31

31

3
162, 186, 190,

© 2006 Ennoview, Inc.



276 Envision Users' Guide

Calendar Display / View 159

Calendar Name Format 31

Calendar Note Popup 159

Calendar Options 31

Calendar Refresh / Hint Delay Settings 40
Calendar Resource Caption 52
Calendar Resources 52

Calendar Standard Colors 40

Calendar Width / Height / Zoom Settings 40
Cancel Appointment 171

Cancel Appointment Button 199

Cancel Remaining Items 87
Cancellations 193

Cash / Coin Counter 235

Cash Drawer Code 49

Cash Drawer Connected 46

Cash Drawer Connections 49

Cash Drawer Setup 49

Cash Out Button 230

Cash Tab 235

CC Card Button 232

CC File Path 25

CC Server 25

CC Server Path 25

Certification List 116

Certification Setup 116

Certifications 116

Certifications Tab 102

Chart of Accounts 266

CheckIn 171

Check In Button 199

Check In/Out 110

Check Service Price 163,171

Check to Alert Employee at Clock In 105
Check Waiting List 162, 163, 196

Check Waiting List for Available Appointments 196

Class 63, 70, 76, 93
Class List 93
Client 117

Client Activity 124

Client Activity Tab 124
Client Address 118

Client Address Tab 118
Client Appts 126

Client Appts Tab 126

Client Contact 118

Client Contact Information 118
Client Custom Tab 122

Client Discount 120

Client Display Area 204
Client Employer 120

Client Employer / Occupation 120
Client Formulas 125

Client Formulas Tab 125
ClientID 118

Client ID Format 28

Client Images 128

Client Is Active 118

Client Is An Employee 120
Client List 117

Client Name 118

Client No. 118

Client Notes 125

Client Notes Tab 125
Client Order History 124
Client Other 120

Client Other Tab 120
Client Payment 123

Client Payment Tab 123
Client Prepaid Activity 124
Client Purchases 125
Client Purchases Tab 125
Client Referred By 120
Client Type 120, 152

Client Type / Discount 120
Client Type List 152

Client User Type 120
Clients 117

Close Button 199
Commission 65
Commission Deductions 241
Commission Override 67, 106
Commission Overrides 252
Commission Plan 107
Commission Plan Levels 241, 243, 245
Commission Plan Name 241
Commission Plans 240
Commissions 65, 72, 79
Commissions / Costs 219
Commissions / Incentives 72, 79, 223, 226
Commissions on Packages 76
Commissions/Costs 65

Comp Item and Include In Commissions
226

Company Hours 26
Company Information 25

219, 223,
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Company Sales Tax 27

Compare Images 129

Completion 63

Completion of the Quick Start Guide 24
Completion Time 63

Confirm Appointment - Left Message 171
Confirm Appointment - Talked to Client 171
Contact Information 118

Copy All Schedules 112

Copy Appointment 171

Copy Individual Employee Schedule 112
Copy Schedule 112

Cost & Commission Tab 219, 223, 226
Cost Method 28

Costs 65

Count 89

Couponld 267

Coupon List 267

Coupon Tab 218, 222, 225

Credit Card Button 229

Credit Card Information 123

Credit Card Preauthorization 239
Currency Format 28

Currency Format and Integer Format 28
Custom 122

Custom Tab 103

Cut & Copy Appointment 171

D -

Daily Booth Rental 107
Daily Rental Fee 252
Deductions 241
Default City
and Zip 28
Default Employee Markup Percent 28
Default Inventory Markup Percent 28
Default Profile 37
Default Sort Orders 28
Delay 63
Delay between Service 63
Delay Service Appointment 158
Demo 10
Demo Data 10
Department 63, 70, 76, 92
Department List 92
Department Setup 116
Description 63, 70, 76

Difference 234
Disable Automatic Daily Z-Out 34
Disable Email Services 120

Disable Email Services / Mailing Labels /
Appointment Confirmation 120

Disable Printing of Gift Certificate 34

Disable weekly Backup & File Maintenance Checks
28

Discount 120

Discount Amount 217, 221
Discount Button 208

Discount Level 120

Discount Note 217, 221
Discount Plan 268

Discount Plan List 268

Discount Tab 217, 221

Discount Type 217,221
Discounts 59

Display in POS 59, 72

Display Order 99

Disregard Employee Work Schedule 31
Disregard Qualified Services 31
Double Booked Appointments 31
Drawer Tab 234

Duplicate Clients 137

“E -

Edit Appointment 171

Edit Client Card 171

Edit Title and Notes 130

Email 39

Email Appointment Confirmation 171
Email Confirmations 203

Email Employee Notices 115

Email Notices 115

Email Server and Address 39

Email Username And PW 39
Employee Add New Message Button 105
Employee Address 99

Employee Address Tab 99
Employee Alternate Contact 99
Employee Certification 116
Employee Certification Setup 116
Employee Certifications 102
Employee Certifications Tab 102
Employee Commission Override 106
Employee Commission Plan 107
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Employee County 99

Employee Custom Fields 103
Employee Custom Tab 103
Employee Dates 100

Employee Deduction 229
Employee Demographic 99
Employee Department 99, 116
Employee Department Setup 116
Employee Details 252
Employee Email 99

Employee Id 99, 110, 113
Employee KRS Consulting Settings 107
Employee List 98

Employee Messages Saved 105
Employee Messages Tab 105
Employee Name/Gender 99
Employee Note 104

Employee Notes Tab 104
Employee Other Tab 100
Employee Pager Setup 100
Employee Passwords 44
Employee Payroll Calculation 252
Employee Payroll Detail Screens 252
Employee Payroll Records 249
Employee Payroll Tab 107
Employee Phone Numbers 99
Employee POS Chgs 252
Employee Price 59, 65, 79
Employee Purchase 206
Employee Schedule 112
Employee Service Price 106
Employee Service Time 106
Employee Services Buttons 106
Employee Services List 106
Employee Services Tab 106
Employee Setup 98

Employee Social Security 107
Employee Store Location 99
Employee Taxes 250

Employee Time Clock 110
Employee Tips 230

Employee Tips Button 230
Employee Type 100, 117
Employee Type Setup 117
Employee Work History 113
Employees 98

Employees and Resources 156
Employer 120

Employer Taxes 250

Employment Status 107

Enable Program Security 37, 45

Enable Security 37

Enable Service For Online Booking 63, 70
Enable Tan / Massage Bed Selection 34
Enable Touchscreen Options 40

Enter a Manager Override Password 28
Enter Addtional Text 115

Enter Bills 263

Enter New Physical Quantity 89

Enter Payroll History 270

Exclude Sales Tax 120

Excluded Sales 243

Extra Withholding 107

“FE -

Fast Cash Keys 228

Fed WH Allowance 107

Fed WH Allowance / State WH Allowance 107
Federal / State Taxes 252

Federal / State Unemployment Rates 38
Filing Status 107

Filter - Appointment Options 147

Filter - Client Options 147

Filter - Sales Options 147

Finish Servicing Client 171

Force CC On Other 1/ Other 2 Payment 46
Formula 150

Formula List 150

Formulas 125, 185, 193

Formulas and Cancellations Tabs 193
Formulas Tab 185

Future Appointments Button 208

-G -

Gender 120

Gender / Gender Preference 120
Gender Preference 120

Gift Certificates 138, 139

GL Account 266

Go to Today's Date 163
Graph Options 274

Graphs 274

Guides 5
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Guides Window 5

_H -

H Rate 252

Hardware Stations 45

Hide Checked Out Clients 199
Highlight All Appointments 171
Hourly Wage 107

Hourly Wage / Yearly Salary / Pay Type

Hours 252

Image Editor 130

Image Library 118

Images 128

Incentives 72,79

Include In Payroll Options 251
Included Options in Payroll Scan
Initial Cash In Drawer 28
Initial time 63

Initial time for Service 63
Initials 113

Integer Format 28

Intro 17

Intro Tab 17

Inventory Class 57

Inventory Cost Method 28
Inventory Department 57
Inventory Description 57
Inventory Descriptions 63, 70, 76
Inventory Display In POS 65
Inventory Item Type 81, 82, 83
Inventory Labels 90

Inventory Master List 81
Invoice 204

Invoice Breakdown 204
Invoice Listing 204

Item Edit 63

ltemID 57,63, 70,76

Iltem Notes 61

Item Sales 61

Item Search 204

ltem Tab 216, 220, 224

247

_ ] -

JTech Pager Transmitter Configuration 50

_K -

Keypad 228

Keypad / Tips / Amount Due 228
KRS 63

KRS Consulting Settings 107
KRS Consulting Setup 100

KRS Level Commission 241

S L -

Labels 90

Labor Costs 65

Last Count 61

Last Count/ Ordered / Received 61
Last Sale 68

Last Sale / Update 61, 68, 74, 80

Last Update 120

Lead Source 120, 151

Lead Source Type List 151

Leave Report Option Window Open 28
Licenses 116

List Tool Bar 5

Load Items 83

Location ID 25

Location of Images 25

Login Using SPA 39

Lookup Gift Certificates / Prepaids 138

M -

Mail Application Programming Interface 39
Mailing Labels 120

Make This a Standing Appointment 171
Manage Time Cards 111

Manager Commission 245

Manager Commission Plan Details 262
Manager Commission Tab 245
Manager Override Password 28, 239
Manufacturer 57, 94

Manufacturer List 94

MAPI 39

© 2006 Ennoview, Inc.



280 Envision Users' Guide

Markup % 59

Markup Percent 28

Master Billing Account 123

Master List 81

Maximum RTS Commission % 243
Menu Bar 5

Menu Options 163, 171

Menu Options - Actions Menu / Right Click on
Available (Empty) Time Slot 163

Menu Options - Right Click On Appointment (Current

Date) 171

Merge and Email 149

Merge and Print 149

Merge and Print / Email 149

Merge Duplicate 137

Merge Duplicate Clients 137
Messages Tab 105

Method of Payment Buttons 227
Minimum RTS % Required 243
Minimum Service Sales 243

Modify Custom Fields 103

Move / Repeat All Appointments 171
Move Appointment 171

Multiple POS On Hold Tickets Per Client 34

_N -

Negative Inventory Quantity Values 28
Net Paid 252

New Appointment 163

New Client ID Format 28

No Commission Overrides Allowed 243
No Discounts or Price Overrides 59, 65, 72
Non-Taxable 63

Non-Taxable ltem 57, 63, 70, 216, 220
Notes 125

Notes Tab 104, 238

Number of Receipts to Print 34

_0 -

Occupation 120

Occupation Type 153
Occupation Type List 153
OH/Labor Comm Deduction 252
Online Booking 63

Only Display Employees with Work Hours Scheduled
31

Open Drawer 238

Open Windows 5

Options 115

Options / Sales Tax Adjustments 206
Order Level 59

Ordered 61

Ordered and Tax / Total 83
Orders 83

Other Options 44

Other Options Tab 44

Other Tab 100, 120
Outsource Payroll 247
Overhead 65

Overhead / Labor Costs 65, 219
Override 110

Override Password 28

_P-

Package Detail Buttons 77
Package Details 77
Package Details Item and Quantity 77
Package Edit 76, 83
Package Expires After 224
Package Iltem 77
Package Item and Quantity 77
Package Item Edit 76
Package Item Notes 80
Package Item Pricing 79

Qty & Commission 79
Package Item Sales History 80
Package Listing 77
Package Listing Information 77
Package Notes 80
Package Price 77
Package Pricing 79
Package Pricing Amounts 77, 79
Package Quantity 77
Package Sales History 80
Pager Configuration 50
Paid Out/ Paid In 234
Password 28,110
Password and Security 100
Password and Security Level 100
Paste Appointment 171
Pay Adjustment List 269
Pay Greater of Wages or Commission 107
Pay On Account 231
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Pay Out Button 208

Pay Type 107

Payment 123, 227

Paymentl1l &2 228

Payment Checklist 236

Payment History 232

Payment Type 123

Payment Type Totals 234

Payroll 247

Payroll Adjustment 255

Payroll Adjustments 252

Payroll Check Number 252
Payroll Dates 247, 251

Payroll Frequency 247, 251
Payroll Options 38, 251

Payroll Outsource 38, 251
Payroll Period 107

Payroll Statistics 250

Payroll Summary 250

Payroll Summary Items 250
Payroll Tab 107

Physical Count 89

Physical Count Item Information 89
Physical Count Original Columns 89
Physical Quantity 89

Plan Type 241, 243, 245

PO Add/Remove Item Buttons 83
PO Date 83

PO Expected On 83

PO Load Items 83

PO Number 83

PO Ordered and Tax / Total 83
PO Ordered From 83

PO Save / Cancel Buttons 83

PO Ship To 83

PO Ship Viaand Terms 83

PO Status 83

PO Vendor Product Id (Vendor SKU) 83
Point of Sale Buttons 208

Pole Display Connections 48
Pole Display Messages 48

Pole Display Setup 48

Pole Display Use 48

POS Change Window Delay (Sec) 34
POS Charge Allowance 256

POS Check Out 171

POS Checkout Button 199

POS Chgs 256

POS Emp Ded Allow 107

POS In-house Employee 34
POS Options 34

POS Payroll Charges 256
Post Tax Pay Adjustments 252
Preauthorization 239
Preauthorize 25

Preauthorize Credit Card Receipts to Allow for Tip
Entry 25

Preferences 25
Prepaid 124
Prepaid (Series) 224
Prepaid Activity 124
Prepaid Button 208
Prepaid Packages 76
Prepaid Packages Only 76
Prepaid Selection 216
Prepaids 138, 183, 191
Prepaids Tab 183, 191
Prepay Commissions 76
Prepay Commissions on Packages 76, 226
Prevent Editing of History Appointments 31
Price 59, 67
% Disc and Recalc Button 77
Price / Time Exceptions 67
Price Overrides 59
Pricing 65
Qty & Commission 59, 65, 72
Pricing Table 59, 65
Print 238
Print Calendar 156, 163, 171
Print Client Agenda (Traveler) 171
Print Document 171
Print Document Button 208
Print Item Id Instead of Item Description 34
Print Labels 87
Print Next Appointment 34
Print Payroll Check Button 252
Print Remaining Balance on Gift Certificates 34
Print Remaining Balance on Prepaid Items 34
Print Schedule 156
Print Schedules 163, 171
Print Style 46
Print Summary Button 252
Print Work Ticket 171
Print Work Tickets 163
Printer 46
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Printer — Prompt to Print / Cash Drawer Connected
46

Printer Characters 46

Printer Model 46

Printer Setup 46

Printer Start / End Code 46

Printer Type 46

Product Buttons 204

Product Cost 223, 226

Product Edit 57

ProductID 83

Product ID (also called Item ID) 83
Product Pricing 59

Product Pricing Table 59

Program Preferences 25

Program Security 45

Promotional Message 50

Prompt Before Appointment Drag-n-Drop 31
Prompt to Check for Future Appointments 34
Purchase Orders 83

Purchases 125, 184, 192
Purchases Tab 184, 192

Put On Hold Button 208

QtyonHand 59

Qty on Order 59

Queue 201

Quick Books Interface 25
Quick Start Guide 16
Quick View 265
QuickBooks 25
Quickbooks Account 266
QuickBooks File 25

‘R -

Reason & Notes 113
Recalculate / Rescan Buttons 252
Recall Ticket 206

Receipt Employee / Client Format 34
Receipt Messages 50

Receipt Messages Setup 50

Receipt Print Style 46

Receipt Printer 46

Receipt Printer Characters 46

Receipt Printer Model 46

Receipt Printer Type 46

Receipt Promotional Message 50
Receive ltems 87

Received 61

Received PO information 87
Received Qty and Cost 87

Received Qty and Cost — Tax/Total 87
Received To Date 87

Received To Date and Back order 87
Receiving 87

Receiving Inventory 87

Referred By 120

Referred By Client 120

Referred By Employee 120

Refresh Appointments 163, 171
Refresh Button 199
Register 7

Register Program 7
Registration Screen 7
Remaining Hours 55
Remove Coupon Button
Remove Item 87
Remove ltem Button 224

Remove Ticket 206

Reorder 59

Reorder Alert 59

Reorder At 59

Repeat / Requested Employee 178

Repeat Appointment 171

Report Option Window 28

Report Query Screens 272

Require Note When Blocking Employee Time 31
Required Again 63

Required Again time 57, 63

Reset Default Colors 40

Resource 63, 70

Resource Active 52

Resource Categories 53

Resource Category Buttons 53

Resource Color 52

Resource ld 63

Resource Selection 63, 70

Resource Title Color 52

218, 222, 225

Resources 52,53
Restore 8
Data 8

Retail Commission 243
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Retail Commission Plan Details 259
Retail Commission Tab 243
Retail Edit 57
Retail Item 59, 61
Retail tem Notes 61
Retail Item Pricing
Qty & Commission 59
Retail Item Sales History 61
Retail Product 57
Retail Product Edit 57, 81
Retail to Service % 243
Retail to Service Bonus 245
Retail to Service Bonus Plan Details 261
Retail to Service Bonus Tab 245
Retail to Service Percent Table 245
Return / Credit a Gift Certificate 206
Return POS 230
Return to POS 238
Review Z-Out History 238

_S -

Sale 59, 65, 79

Sale Button 208

Sale Price 59, 65

Sale/Employee Price 59, 65, 72, 79

Sales Account 63, 70, 76

Sales breakdown 237

Sales History 61, 68, 74, 80

Sales History Starting and Ending Dates 61
Sales Person 120

Sales Person / Stylist / Lead Source 120
Sales Tab 237

Sales Tax 27, 57

Salon Schedule 163, 199

Save Photo 131

Scale Calendar Rows to Fit Display 40
Scan Barcode Button 83, 87

Scan Payroll Data 251

Schedule 112

Schedule Appointment 178, 182, 183, 184, 185
Search and Sort 5

Search Results 190

Secure Password Authentication Protocol 39
Security 37,43, 44, 45

Security Levels 44

Security Profile buttons 43

Security Profile Name 43

Select Coupon ID and Enter Amount 218, 222, 225
Select Default Sort Orders 28
Select Employee 115
Select From To Scale / Calc Commission % 243
Select State Code 247, 251
Select Station Id 51
Sell a Gift Certificate Button 208
Send & Close 115
Send Email Confirmations 203
Send Owner Statistics Via Email / SMS 266
Send Using MAPI 39
Series 76
Series (Prepaid Packages Only) 76
Service Commission 241
Service Commission Plan Details 257
Service Commission Tab 241
Service Edit 63
Service Item 65
Service Item Edit 63, 82
Service Item Notes 67
Service Item Pricing
Qty & Commission 65
Service Item Sales History 68
Service Notes 67
Service Plan Overrides 241
Service Price 106
Service Price Level 100
Service Pricing Table 65
Service Sales 68
Service Time 63, 67, 106
Service Type 63, 216
Services List 106
Services Tab 106
Set Front Desk Operator 163
Set Inventory Barcode to Item No. 28
Set Tax Year 247, 251
Set the Default Employee Markup Percent 28
Set the Default Inventory Markup Percent 28
Set the Initial Cash In Drawer 28
Setup and Activate Filters 147
Setup Calendar Colors / Options 40
Setup Calendar Options 31
Setup Calendar Resources 52
Setup Clients 24
Setup Company Information 17, 25
Setup Email 39

Setup Employee Passwords and Security Levels
44
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Setup Employees 19

Setup Hardware 45

Setup Merge 146

Setup Payroll Options 38

Setup POS Options 34

Setup Program Options 18, 28
Setup Program Preferences 25
Setup Resource Categories 53
Setup Retail Products 21

Setup Security 43

Setup Security Profiles 43

Setup Services 22

Setup Tanning Beds 55

Setup Tanning Services 23
Setup Tax Options 18, 27

Setup Theme 40

Setup Vendors 20

Shared Cash Drawer 49

Shared Cash Drawer Station Number 49
Show / Hide Month Calendar 163
Show In Appointment Calendar 99
Show Notes 61, 67, 73, 80

Show Percent Booked 40

Show Popup Window of Client Notes 31
Show Service Price Level 1 28
Single Session 72

Size 59

Sliding Scale Commission 241, 243, 245
Slots Available 183

Slots Available Tab 183

Social Security 107

Software License Agreement 1
SPA 39

SSN & Drivers License 123
Standing Appointments 197
Standing Appts 162, 163

Start a New Payroll 247

Start Date 100

Starting Balance 234

State WH Allowance 107

State WH Exempt 107

Stated Column 233

Station Configuration 45

Station Id 46, 51

Station Number 49

Station Printer Setup 46

Std Commissions 252

Store Hours 26

Straight Commission 241, 243, 245

Stylist 120

Subtotal 234

Switch to All Employee Daily View 156
Switch to Resource Only View 156, 163, 171
Switch to Single Employee Weekly View 156

- T -

Take Photo 131
Tanning Beds 55
Tanning Edit 70
Tanning Item Edit 70
Tanning Item Notes 73
Tanning Item Pricing 72

Qty & Commission 72
Tanning Item Sales History 74
Tanning Notes 73
Tanning Pricing 72
Tanning Pricing Table 72
Tanning Sales History 74
Tanning Session Edit 82
Tax Rate1 27
Tax Rate 2 27
Tax Rates 27
Tax Rates1 &2 83
Tax when Ordering 57
Tax Year / State Code / Payroll Frequency 38
Taxable 27
Taxable Wages 252
Termination Date 100
Test Printer / Drawer Buttons 46
Theme 40
Time Cards 111
Time Clock 110
Time Clock Check In/Out 110
Time Clock Date/Time 110
Time Clock Employee ID & Password 110
Time Clock Override 110
Time Slots 157
Time Slots Available 190
Time Slots Available Tab 190
Time to Complete Service 63
Time Used (Min) 55
Tips 230
Tips / Amount Due 228
Tips Received and Reported Manually 252
Tool Bar 5
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Transaction Checklist 236
Transaction Type 236
Transactions 232
Transparency Bar 199
Type of Notice 115
Type Setup 117

- U -

Unemployment Rates 251
Unit Cost 59

Unlimited by Day 72
Unlimited by Month 72
Unlimited by Week 72
Unlock Code 7

UoM 59

Use Demo Data 10

User Interface 5

User Type 120, 154

User Type / Referred By 120
User Type List 154

Utility Menu 11

_V -

Vendor 57,96

Vendor List 96

Vendor Product Id 83

Vendor SKU 57,83

Video Source 131

View Agenda Button 199

View All Images 128

View Audit Screen 163

View Client Images 171

View Client's Daily Agenda 163, 171
View Client's Next Appointment 163, 171
View Color Legend 163

View Daily Cancellations 163

View History Button 208

View Menu 171

View On Hold Button 208

View Phone Number on Calendar 31
View Single Employee 159

View Waiting List 163

Viewing Reports 273

Void History Payment Button 232
Void Ticket 206

W -

W Salary 252

Wages/OT Due 252

Waiting List 162, 194

Walk-in Price Level 34

Weekly Backup & File Maintenance Checks
Word Processor 141

Work Date & Time 113

Work History 113

Work Hours 112

Work Ticket Button 199

X-Charge 25
Yearly Salary 107
Z-Out 206, 233

Z-Out and Start New Drawer 238
Z-Out Buttons 238
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