POSNP Na.ll Salon

Spend more time doing nails and

less time on management tasks!

4% Cloud - view reports and appointments online
4 Cloud - do services menu online

4¢ Appointment confirmation text / email

4¢ Online booking capability

#¢ Barcoded inventory management

4¢ Increase customer retention with loyalty card and gift card
4 Stay in touch with customers with mass text and email

4 Strengthen customer confidence

4% Easily manage appointments, customers, and employees
4¢ Eliminate customer contention with price

4% Fully integrated EMV payment with tip

4¢ Robust menu programming capability made simple
4+ Easy backoffice administration

4% Built-in easy to read reporting functionality

4¢ Automated backup creates peace of mind

4 User friendly one touch interface
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Main Home Screen

1. Sales — start sales, select services and
take payments

2. Appointment — make and edit

appointment status.
3. On Hold — pull up customers currently e
receiving services.

4. Clock In/Out- employees can clock Appointment |
in/out.
5. Management — access back office =
functions.
6. Credit Card — view credit card <

transactions in real-time.

7. Balance Check — check reward card o EzlioL: ianagement
points and gift card balance.

8. Cash Drawer — open cash drawer.

9. Close —exit out of the program. When
exiting database backup will begin.

Sales Screen

. Employee - select an employee

. Customer — select a customer

. Item Code — tap to scan-in product barcode

. Services menu

. Void — removing selected services, items, or products

. DC — apply item level discount

. Reprint —reprint last transaction

8. Hold — instead of going directly to payment, you can check-in the customer first while the customer
is receiving services. You can pull up this customer later to finalize the sale.
9. Appointment — takes you to appointment screen.

10. Customer — takes you to customer management screen.

11. History — view sales history of selected customer.

12. Calculator
D: e : =
Name : 1 |
- | H il
Customer - 1

D: Wakin 2 [—: -‘ 300 minutes H MANI 18 H PEDI 31 H PEDI2S '
First :

NoOoubhwNR

Last:

Mobile : |
i 3 1 ’ Service A ’ ‘ Service B ‘

7 8 9 i ”

¥ PEDI 28 MANI/PEDI BABY 35 | P/C FEETCHILD 12 | P/C HANDS CHILD 8
4 5 6 [/
’ PACKAGE A ’ i Discount
1|23 |—— —
NAIL Total
0 & s Void § ¥

,

[y

o
1

o+ e R —
<
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Sales and Payment

Services and Products

1. Select employee by clicking “Magnifier” icon on Employee section.

2. Select customer by clicking “Maginifier” icon on Customer section. Leave it as Walk-in for walk-in customers.
A. You can search for a customer either by first name, last name, or any part of phone number.
B. Once customer is found, click Select.

(After customer is selected, if you tap History, this customer’s sales history will be displayed.)
3. Select the appropriate services, products, or scan-in barcode of products.

(To scan-in barcodes, tap the Item Code field box)

Customer | History

4. Click Payment icon.
5. Select Payment Type.

- PAYMENT | Cash Payment
=3 CARD POINT | By default, tendered amount is what is owed by the customer.
= 1. Click Cash 8.00
4 CHECK &3 cIFT 2. Enter tentered amount .
“p CASH 1. Process 3. Click OK.-
S Card (Credit Card) Payment
(X ; | g 9 | 1-ClickCard —
I 2. Click Process Credit Card | /%
Changs 4 5 € | 3_Either “Insert” or Swipe card on the credit card on the
“INoTax 112Copies | g¥DIC 1 | 2 3 | integrated terminal.
: | 4. Click OK on Processed Successfully pop-up window.
® Cancel Q? OK ‘ 2 = Point (Paying using accumulated Rewards) Payment

1. Click Reward
2. Swipe Reward Card or manually enter reward card number.
3. Click OK.

a ‘ - - 4. The difference in owed amount can be received either

s | e 5 GIFT CARD' $8.00' through cash or card.

1 ‘ 2 3 Siiicie ! Gift (Paying using Gift Card) Payment

o f— 7 & | 9 1 ClickGift
) = > S 2. If using single gift card, enter gift card number or swipe.
S Ganoet] W oK ‘ = 2 ‘ 2 3. Click Enter.
o e :\ Enter 4 [f using multiple gift cards, click Multiple first and then enter
Blalare gift card number or swipe.
@® cancel «” oK 5. Click Add for each gift card.

6. Click OK.
7. The difference in owed amount can be received either
through cash or card.

6. If Reward Card service is turned on Swipe Reward Card pop-up window will appear.
A. Either swipe reward card or key-in the reward card number.
B. If the customer does not use reward card, select No Card.

7. To end sale transaction click OK on Confirm Payment screen.

“ Swipe a card

~* Customer : Walk In
“ No Card ® Cancel
1

Change : $0.00

Saved Point : 0.00

«” OK

ggg Key In
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Gift Card Sale TEM PRICE
1. Select employee by clicking “Magnifier”
icon on Employee section.

2. Select customer by clicking “Magnifier”

Name : Giftcard
Desc. : Giftcard

4 5 6

icon on Customer section. Leave it as Walk- Price : _ |
in for walk-in customers. i :

A. You can search for a customer either by &= ' ‘ 1 2 3
first name, last name, or any part of phone
number. 0 Bagkspace

B. Once customer is found, click Select. )
3. Click Gift Card.
2. At the prompt, enter the gift card amount NEW GIFT CARD
and click OK. 7 8 9
3. Swipe the gift card to enter the gift card .
number. AR IR ‘
4. Click Add 4 5 6
5. Click Payment button. Wala ’
6. Select Payment Type and finish out 1 2 3

transaction.

©
|

Multiple Employees for a Single Customer

1. Select employee by clicking “Magnifier” icon on Employee section.

2. Select customer by clicking “Magnifier” icon on Customer section. Leave it as Walk-in for walk-in customers.
A. You can search for a customer either by first name, last name, or any part of phone number.
B. Once customer is found, click Select.
(After customer is selected, if you tap History, this customer’s sales history will be displayed.)

3. Select the appropriate services, products, or scan-in barcode of products.

4. Change to different employee by clicking “Magnifier” icon.

5. Select different service to be rendered.

6. Proceed to Payment.

Void (Remove)
1. To remove
selected
services/items, | coserer () 11

tap the In;: P 2 ) u 300 minutes MANI 18 PEDI 31 —
First :

service/item Last: S e

from the right " ﬁ 4

Employee

Employee Description Price
D: w Gel Manicure 30 Express Pedicure 25 u Gel Pedicure 50
2 1 N

Name :

‘ Mani ‘ GEL 28 P/C GEL 20 PEDI 27 ‘ GELPEDI 45

white box. Hem Code: 3 e —

2. Click Void 7 8 9

Repri nt KIDS PEDI 25 3 MANI/PEDI BABY 35 = P/C FEETCHILD 12  P/C HANDS CHILD 8

1. Toreprintlast 4 5 6 - :

transaction PACKAGE A ﬁ oo

receipt, tap 1 2 3 " T:;I

Reprint e 0 Enter, — L A

——— | 8 Hou

19 010 € |nine S —— | > 12:ceo | 6
«- h newt mainCat1 Gift Card - Reprint 7
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Zero Pay %

If you are using zero pay feature you can see : -'g CARD & POINT
how much will be charged for card payment. $73.00 SR S$2.19 ‘
*Cash adjust and price will be printed on “.@ CHECK B3 GIFT
invoice receipt
You can change % rate for Zero Pay and

ge % 4 4‘{ CASH Process Creditcard

description at set up.

s | o
Tendered
Change 4 5 6
No Tax [7]2 Copies g D/IC Clear 1 2 3
QO Cancel @« OK . o0 ==

Cash Discount “

If you are using Cash Discount feature you e ;

can give discount when customer is paying ﬁ VCARD X POINT

with cash.

*Cash discount and price will be printed on ZSQ CHECK @ GIFT

invoice receipt

You can set up discount % or amount on set -

up. ‘Lit CASH Process Creditcard
$69.35 $3.65

You can't turn on both of the feature at the
same time you can only use either Zero Pay
or Cash Discount feature. Tendered

Balance
7

Change 4

8
5

[C/No Tax [12 Copies ¥ DIC | Clear 1 I 2 3
0

() Cancel & OK . =
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Discounts

There are two levels of discounts. GELPEDI 45 $45.00
A. Item level Discount on sales screen applies

discour.1ts to each service or products. ~ Amount %% Rate

B. Invoice level Discount on Payment screen -

applies discount to an entire invoice. $5 $9 $56 $23 $20 | Manual /4

Item Level Discount

You can change discount amount or % rate at _ Q) cancel

Sets up screen $45.00 |[Cdilo1
1. Select service/item you want to apply :

discount to.

2. Tap Discount button from the sales screen.

3. Select type of discount- percentage or dollar PAYMEN

amount. ' = ;g CARD &8¢ POINT

4. Select preset discount amount or —

percentage. = e

5 Click OK. “.& CHECK & GIFT
Bl 1P
. A Creditcard

Invoice Level Discount
1. From the Payment Type screen, tap DC

{Dlscourt button) T1°%1°

2. Select type of discount- percentage or dollar

amount 4/6]68

3. Select preset discount amount or I No Tax 5 Gopies ‘ &% Dic 1 2 3

percentage. —

4. Click OK. (O Cancel @« OK . o0 ‘=
Hold - It

Hold

You can pre-ring up this customer
before receiving actual service by
clicking Hold after assigning
employee and services/items. You ; e
can pull up this customer from Hold ()| oo | [k

| General

List when this customer is ready to ‘ g i

check-out and proceed to Payment. | Subiect:

1. Select employee and service as | Ba'a::i

you normally would. Total:

2. Click Hold.

3. From the Main Screen, click On

Hold.

4. Select the customer.

5. Click Payment to proceed. [ voro ]

To Delete Customer from Hold List 1
1. From Main Screen, click On Hold

2. Select customer you want to o *+ | & | & 9¢ oorcte e
delete.

3. Click Delete.
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O b N ou
Clock In/Out
Clock Out
Clock In c Clock Out the Selected User. 7 ‘ 8 9
1. Click Clock In/Out from the main Name : Sophia Owner ‘ a ‘ 5
screen. Tuesday 5
Date : 2019-Apr-23
2. Employee selects their own ' ‘ 1 ‘ 2 3
Password &
name [ cancet | closkowt]| © | <-
3. Enter password S Senoe siinabe
4. Click Clock Out R — e
Clock Out (Only clocked-in Clock in
employee can clock out) ) Ciock in the Selected User 7 ‘ 8 9
1.Cli i o
ick Clock In/Out from the main Name : JOY CHAE a ‘ 5
screen. Ti=eaay
X Date : 2019-Apr-23
2. Employee selects their own = — 1 ‘ 2
name Password M o d
3. Enter password | S Gancel ‘ Slook W il
4. Click Clock Out
Balance ! e
Check reward card and gift card Please swipe card to check the
balance. balance.
1. Click Balance from the main
screen.
2. Swipe reward card or gift card. oD
3. You can manually key-in the card ‘ o888 Fy b ’ ® Cancel
number.
: 7 8 9
4 5 6
1123
‘Q? OK m{ﬂ 0 =

Splitting Credit Card Tips
You can split tips between two employees if they
both rendered services for a single customer. Service NAIL

1. Process tip adjustment first. Employee Sophia Owner
2. Go to Management -> Report -> Detail (Thermal)
3. Select the service that requires Tip Split.
4, Select employee associated with the service.
5. Click Tip Split from top right. 7 ; 8 9
6. Enter tip amount that will go to this employee. ' :
7. Click OK. 4 5 6
8. Repeat steps 4 through 7 if necessary. Y *
1 2 3
. 0 ‘ —
Q) cancel H 7 OK
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Appointment
1. Date selector for appointment.
2. Change date by going back and forth.
3. List of employees scheduled to work for chosen date.
4. Business operating hours for chosen date.
5. Waiting List -customers on Waiting status.
6. Duplicate Appointment - displays Duplicate Appointments that requires your attention. Past duplicate
appointments will not be shown.
7. Appointment status color codes.
8. Appointment slots where you can tap to make appointments.
9. View All — readjusts appointment screen to display all employees in one screen.
10. Selected date.
11. Sales — takes you back to sales screen.
12. Exit — exit out of appointment screen.
13. View summary of appointment status.
© > ﬁm Dec 01, 2020 (Tuesday) | b ‘ @

Sun Mon Tue Wed Thu Fri Sat

Sophia Owner ‘ JOX CHAE NICOLE NICOLE ‘ CLAIRE LEE ‘ GIN,
10 | 9

13

29 30 ‘Z 2 3 4 5

67891011124 3

13 14 15 16 17 18 19 | °

20 21 22 1 24 25 26

27 28 29 30 31

3 -

. o~ ‘
Duplicate
Appointments

Local Confirm . Waiting

Entry Done Paid |-

=
)]
5
g;
||
g
[EN
(N

Appointment Status Color Codes

Local Confirm - appointment made from the appointment screen. o

Need to be confirmed. Local Contim . Waiting
Waiting — customer who is waiting to receive service. === = N
Entry — customer who is currently receiving service. W Done Paid
Done — customer who is done with service. . - i :

Paid — appointment that has been paid. Click on Paid yellow box Daine Eoufom I Camitrmed

to view details on the appointment.

Online Confirm — online booking that need to be confirmed.
Confirmed — online booking that has been confirmed.

12/1/2020 POS Network Plus 10



Making Appointment
1. Click Appointment from the main screen.

2. Choose thed
3. Choose open

4. From the New Appointment screen, click Magnifier icon and select the customer.

ate from the date selector. Default date is today’s date.
time slot and employee and tap the box.

(If it's a new customer, click Add Customer to register this customer.)
5. Select services.

6. Click OK.

~ Appointment

7. Confirmation email will be sent to the customer. Email must be configured beforehand.
(Text will be sent if cloud service is configured.)

r‘—fj
il @_—) =) TODAY Apr 25, 2019 (Thursday) { viei ‘ @
Sun Mon Tue Wed Thu Fri Sat
Sophianner‘ JOY CHAE WNICOLENICOLEN CLAIRE LEE N GINAGINA | SARASARA | BETTYBETTY | NOELNOEL Mary KIM ‘ Kelly M ‘ Amanda M
3 1 2 3 4 5 6 [ES | | |
A
7 8 9 10 11 12 13
14 15 16 17 18 19 20 ||
AM
21 22 2325 26 27
28 20030 1 2 3 4 [__
AM
5 6 7 8 9 10 11
Waiting List (1) (g53
PM
ELIAH FIELD
100
PM
200
PM
3.00
& “ PM
0 Duplicate "F;:;a
Appointments
Employee Service
ID:3 Description Price
Gel Manicure 30 Pedicure 2! Gel Pedicure 50
Name : NICOLE NICOLE
Customer \ﬂ ‘ GEL 27 ‘ ‘ PI/C GEL 20 ’ ‘ PEDI 27 ‘ \m
0% “8
MANI 18 PEDI 31 PEDI 28
Name :
Mobile :
Date
Today : -24-19 (Wed
ockays:! e Wed) 2 —HMANIIPEDIBABYSS P/C FEET CHILD 12 P/C HANDS CHILD 8
Start : PM 01: 00~
Duration: 30 Min. - PACKAGE A ‘
End: PMO1- 30~
‘ NAIL ‘ —
Balance
. Tax
N " | Total
( Add Customer ||| || Nl ‘ Wasing ‘ p =
; - 8 void
- « - - 4 ESE

12/1/2020
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APPOINTMENT INFORMATION

Editing Appointment

1. Tap the appointment box you need to edit.

2. From the Appointment Information pop-up
window, tap Edit.

3. At the prompt, click Yes to starting editing the
appointment.

4. Screen very similar to sales screen will appear.
You can add or remove services from here.

5. Click OK to finish editing service.

5. You can edit time and employee of
appointment by clicking Edit Time located at
bottom left corner.

6. Once you click Edit Time, Edit Appointment

No.: 198
Date : 4/24/2019
Time : 02:00 PM - 02:30 PM
Status :
Employee : Sophia Owner (1)
Customer : JOON KO (336)
Service : PEDI 28

windows will appear showing all appointments. @ Wonla yat ke olipdats this appeinhnents
7. Tap the appointment to want to change and

tap the new opened slot. P Y ‘ N

8. When finished either Exit or Click Edit Service * e ¥ No

to go back.

EDIT APPOINTMENT

Employee Service

Description Price
Silk Wrap Set 50 50.00

D:7
Name : BETTY BETTY

Customer

ID:371
Name : jen jen
Mobile : 273-486-5872

_ Servica

| KIDS PEDI 25 iwmmY““PICETCHLDﬂ PPIC HANDS CHILD 8
1

MANI 18 PEDI 31 PEDI 28

Service B

Today : Jun-09-19 (Sun)
Start: PM12- 30~ PACKAGEA
Duration: 30 Min. -

End: 00~

PMO1 -

Employee @ @ TODAY ) Juf| 09, 2019 (Sunday)

D:7 Sophia Owner GINAGINA| SARA SARA BETTY BETTY
Name : BETTY BETTY I

Customer Lo

ID:371
Name : jen jen
Mobile : 273-486-5872 ——

Today : Jun-09-19 (Sun)
Start: PM12-  30-
Duration: 30 Min. -
End: PMO1- 00~

0 Edit Service

- §
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To Delete Appointment

1. Tap the appointment.

2. From the Appointment Information pop-up windows,
. 1 4/24/2019

click Delete.

. . . . Time : 02:00 PM - 02:30 PM
3. Click Yes at confirmation windows. e
4. Exit Status : Appointment

Employee : Sophia Owner (1)
Customer : JOON KO (336)

Service : PEDI 28
@ Are you sure you want to delete this appointment?

«”Yes 3 No

Warning

Confirming Online Appointment

Online Booking is available only with Cloud Service.

1. Unconfirmed appointments are color coded in light
grey and light green. Confirming appointments will
change the status code color to darker shade of green
and send confirmation text to the customer.

2. Tap the appointment that needs to be confirmed.

3. From the pop-up window, click Confirm.

5. Text Confirmation window will pop-up. Cloud service
text must be configured beforehand.

4. Exit.

(*Only cloud enabled version will send text
confirmation. Local version will send email confirmation.

Appointments made locally from
Appointment screen

Local Confirm

Online Confirm Appointments booked online

© ri—‘q Apr 24,2019
. AT pr 24, 2019 (Wednesday) e
24 M:n T:e W:d T:u F: S:‘ Sophia Owner JOY CHAE NICOLE NICOLE CLAIRE LEE GINA GINA BETTY BETTY APPO'NmENT INFORMAHON
7 8 9 10 11 12 13 No': 245

14 15 16 17 18 19 20 . Date: 6/17/2019

2z sfgs » Time : 05:30 PM - 06:00 PM

28 29 30 2 3 4

R e Status : [/Appointment

Waiting List (1) /&8 Employee : NICOLE NICOLE (5)

ELIAH FIELD ] Customer : Jong Park (373)
E Service : Pedicure 30
Notes : |

T | ¥ o]

0 | =, 1S

Booked .waitlng |

Entry . Done Paid

Wait Confirm . Confirmed

Update Note

@ Sent Confirmation Message.

«” OK
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Checking-In Appointment Customers APPOINTMENT INFORMATION
1. To begin the appointment check-in process, open

. No.: 198
Appointment screen.
2. Tap the appointment box. ESHATEIE _
3. Look over the pop-up window. Time : 02:00 PM - 02:30 PM Entry

4. If the customer need to wait tap Waiting, otherwise tap Status : | Appointment
Entry. Employee : Sophia Owner (1)
5. If the Waiting customer is ready to be serviced, reopen Customer : JOON KO (336)
the appointment and tap Entry.

6. Notice the Entry sky blue color coded status.
7. When the customer is done receiving services, reopen > Edit
the appointment and tap Done. =
8. Proceed to Payment.

9. Notice the Paid yellow color coded status. The yellow x Delete
color indicates that appointment has been paid.

Service : PEDI 28

@ @ TODAY Apr 24, 2019 (Wednesday)

Sun Mon Tue Wed Thu Fri Sat

Sophia Owner ‘ JOY CHAE NICOLE NICOLE CLAIRE LEE GINAGINA BETTY BETTY
3 A 72 3 4 5 6 !

7 & 9 30 11 42 13

14 15 16 17 18 19 20 |-

21 22 2325 26 27

28 29 30 1 2 3 4 (-

John Park
= Back 40+,

5 6 / 8 9

Waiting List (1) (&

ELIAH FIELD

Jen Lee
Acrylic Fills 28,

t [ 4]

0 Duplicate =
Appointmentsgh ‘
Booked | Waiting |
Entry Done l Paid

VWaitConﬁrmr.-r: fil
Duplicate Appointment

Duplicate appointments need your involvement. Duplicate appointment means there are more than one
appointment on the same time slot for the same employee. Click Duplicate Appointment and reschedule

conflicting appointments.
You should contact the customer directly for any changes you make for duplicated appointments.

12/1/2020 POS Network Plus 14



Accessing Back Office

From the Main Screen click Management and enter password at the prompt.

Appointment |

Clock In/Out Management

Back Office Menu

1. Customer — add, edit, and
delete customers.

2. Employee — add, edit, and
delete customers.

3. Items — configure services,
products, and gift card menu.
4. Gift Card — track gift cards
and view gift card usage
history.

5. VIP Card — create, edit, and
assign reward cards.

6. Mobile Carrier — configure
mobile carrier for texting
service.

7. Send Text — send texts to
selected customers. Enabled
with Premium Text Service.
8. Email — send email to
selected customers.

9. Report — view various
reports.

10. Return Sales — void cash
sales.

11. Setup — configure system
settings.

12/1/2020

PASSWORD

Ry
7 8 9
6
3

0 R Enter

X

Customer | Employee |

Manual Sync — click manual sync to upload local data to the cloud
database. * This is for cloud enabled version only.

POS Network Plus
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Customer Profile Address

To Add New Customer

1. Click New ID:379
2. Fill'in the information ! . )
3. Ensure to select carrier for Brian Park Eisthiame: | Lany
Mobile phone number BE‘;:‘:%G Last Name : Kim ‘
3' CIICk SaVe JENNIFER GRIM 5 ) Z\
To Edit Customer JOON KO Bithday - ;
1. Select a customer from the ELIAH FIELD . : ]
o B Mobile : (124) 324-5511 Cloud Enabled
2. Enter new information R Email: s@hotmail.com
3. Click Save
To Delete Customer Mo ‘
1. Select a customer from left —
2. Click Delete s T —
To Assign Reward Card  =cwaro point- [ caport | 3’. Special Memo
1. Select customer REWARD Card: | offs AddNewCara | —
2' CIle Add NeW Ca rd Activated Date : Expiration Date :

. N - |
3. Svylpe the reward card f H T # 1 ; Last Visit Date : »
4. Click Add ‘

_Adding New Customer

To Upload Pictures

NEW CU OMER
1. Click on an empty box.

First Name : DOB: .
— _— 2. Select one picture to upload.
Address: carkts verizon v 3. Click View Pictures to view enlarged pictures.
Address2 : Email :

City :

State : Memo :

Zip:

e W

Assign Reward card to customer

BETH
Customer: \ @
ATTI G ‘ Customer 1 2

ﬁwm«:

12/1/2020 POS Network Plus 16



Customer
Edit Reward Point

1. Click Edit Point REWARD Point :

, Reward

2. Put Password REWARD Card : \ == Add New Card
3. Enter Point that you want ) ' .
Activated Date : Expiration Date :
to put j .
4. Enter Change Reason | = I
D/ DRD
S 7 8 9
7 8 9 4 5 6
(
4 5 6 11213
0 .| e
1 2 | 3 ® Cancel <7 Enter
— L
0 rn Enter

Tab q w e r t Yy u i o P [ [ ] ’ \
Caps Lock|| a s d U g h ] k | 2 . ][H;
’ ‘ Enter

Shift z X C v b n m ; - / |[Space




Employee

Manager position gives all EMPLOYEE

administrative rights. Clear Address | Schedule | Services
Staff position gives limited . D: 1

administrative rights.

Password : ee

JOY CHAE - Manager

To Add a New Employee 2 First Name : Sophia “
1. CIICk NeW 3 NICOLE NICOLE - Staff =
=W ] 5 Last Name : Owner =)
2. Enter fill-in Profile, 3 SaRE = . o —
5 GINA GINA = Staff irthday :
Address, and Schedule ‘
. 6 SARA SARA - Staff Mobile : ‘
3. Enter Service and T - Staff ' —
Product commission if 9 Mary KIM = Staff Eralls (=)
necessary Position : Manager v
4. Click Save CashDrawer : Not Open

To Edit Employee
1. Select a employee from

the left

2. Er?ter new information —re T

3. Click Save S '
Product : 50 %

To Delete Employee
1. Select an employee
from left L = _ i :
2. Click Delete f ’ t H ‘ ‘ * + New i H Save x Delete ‘ m{.
Employee schedule is ' ‘ ‘

reflected on appointment

screen. Appointment

screen will only show

employees scheduled to

work on specified date.

To Assign Services Adding New Employee
*This is required for online booking.

Assign service categories each employee can perform. You

can assign more than one categories to each employee. Address | Schedule

NEW EMPI OYEE

) 1 s
Profile | Address I Schedule m D - ‘ c
Password :
'.::et:{;l;:‘:: Giftcard New Sub cat SubCate3 ‘
First Name :
subcate test11 New Sub Cat Enhaﬂzgmem ESSENTIAL Last Name :
DOB:
Hair Waxing Mobile *
Email :
Position : Staff 4
CashDrawer : Not Open

Service : %

Product : %

Select All

e [ B
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Category

Items : '
Setup service and product menus It s E”BMHH e
Add Gift Card sale functionality. — Natural Nail || Under Arm WM Full Arm 40 || SIDEBURN
A. Create 15t Category. B | S |
B. Create 2" Category within i W Half Leg 30 ‘ Full Leg 50 “
the 1%t Category. , —
C. Add Items on 2"d Category H meummJH Brazilian 50+

created.
Create 1%t Category
1. Click Add below 1t Category
2. Select 1%t Category from the top
3. Enter category name and select
color
4. Click OK.

B . e

Fingers 15 “

‘ Feet 15 ‘

WAXING

Create 2nd Category ’

[

2nd category is sub-category of 15t ’

v _a

Category.

1. Click Add below 2nd Category

2. Select 2nd Category from the top
3. Select the 15t Category (Parent)
from drop down menu.

3. Enter 2" category name and
select color

4. Click OK.

Add Items

1. Select 15t Category, 2" Category,

_‘.'ABEL'J_

Select: © 1st Catetory 2nd Category Select : 1st Catetory O 2nd Category
1st Category 1st Category :
BG Color White = 2nd Category : \
Category Category
Font Color : _ Black BG Color : Whit
Name = o Name
Sort Order : Font Color : _ Black
status: ) Enable Disable Sort Order :
status: © Enable Disable
s ok -{I = ok ‘ m{'

DV

and click on box.

2. Enter Service Name, Price,
Description (appears on receipt),
Duration (service duration, leave
default value of 30 if not needed)
3. Select Color.

4, Select Type and Commission and
Point rates.

5. Gift Card type — Item Type must
be selected as Gift Card type to sell
Gift Card. Enable Manual Price to
enter gift card amount. When Gift
Card type item is selected from the
sales screen it will initiate the sale.
6. Manual Price — if enabled, it will
prompt you to enter the price you
want to charge.

7. For Service Type, select service
duration from drop down menu.
Default value is 30 minutes.

8. Click OK

*Transfer or Copy Items by clicking
Transfer or Copy and select an
existing item and select a new
empty box .

1st Category :
2nd Category :
Service Name :
Price :

BG Color:
Font Color :

Description :

Type :

Status :
Manual Price :

Cloud :

Services

Natural Nail Treatments

SPA PEDI 39
39.00
B #Froosoro
_ #FF000000
SPA PEDI 39
O Service Product Gift Card
Commission Point

O Employee's Rate | © System's Rate

Item’s Rate Item's Rate

Item's Amount Item's Amount

O Enable Disable
Duration( Minutes )
Enable © Disable
_ 60
© Enable Disable
{ H Save { xDelete m{ l

12/1/2020
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Adding Products

Type must be selected as
product

1. Select 15t Category, 2"
Category, and Click on an
empty box

2. Enter Service Name, Price,
and Description (appears on
receipt)

3. Select Color.

4. Select Type as PRODUCT
and Commission and Point
rates.

5. Either scan-in or manually
enter barcode number.

6. Click Add(+) to add
inventory or Remove (-) to
reduce inventory

7. 0n the pop-up window,
enter quantity and select a
reason.

8. Click OK

2nd Category

1st Category :

Services

: Waxing

Service Name :

Price :

BG Color:

Font Color

Item Name

{

Description :

Type

Status

Manual Price :

J White Inventory: 0
‘ Add(+) ‘ Remove(-) ’
: O Service Product Gift Card
Reorder
{ Commission Point Level:

© Employee's Rate

Item's Rate

Item's Amount

o SystenT's Rate Product Code

Item's Rate

Item's Amount

: © Enable
Enable

Disable
© Disable

Add Quantity

Remove Quantity

Add Quantities(+)

Reason

= Reason =

© H A~ N

Clear

Enter

© H A~ N

Clear Enter

12/1/2020
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Gift Card sl By oo

You can keep track of all —
sold Gift Cards from here. Used Availabl CardID: 100000
A. Manually change the gift 100001 $2.00)  Used Availabl Amount : $15.00
card amount from Amount 100002 90001 lsed il iafiuss Available
B Chan e status Of a Ift 100003 $40.00| Used Availabl
: g g 100004 $0.00|  Used Availabl Reg. Date :
card from Status 100018 $30.00,  Used Availabl LastUssd Dates
C. View gift card usage 100007 $0.00]  Used Availabl.
history by clicking View 100008 $35.00 Used Availabl
H | Story 100009 $33.00 Used Availabl
. . 100010 9.00 Used Availabl
D. Selecting a gift card and 2 v
T ; 100011 $17.00,  Used Availabl
clicking Delete will delete T $000]  Used i
the gift card from the 100015 $0.00]  Used Availabl
system. 100013 $15.00| Not Used Availabl
TO se" a Gift card 100014” $15.0Q_ Not Used | Availab]j
. 100054 0.00 Used Availabl
1.Select Gift Card from the L0 (7 e
| 100053 $45.00, Not Used AvaiIszL
Sa €s screen. 100052 $45.00 Used Availabl
2. At the prompt, enter the 100051 $0.00]  Used Availabl. l
gift card amount and click 8 | & g | | View : I E{n
OK. ? J‘ T * ‘ @ History ‘ H Save * Dere |

3. Swipe the gift card to
enter the gift card number. TEM PRICE

4. Click Add 7 8 9

5. CI|<':k' Payment button Name : Giftcard
and finish out the sale.
Desc. : Giftcard

’ ﬁ Reset &; ‘ 1 2 3
® Cancel Qy OK 0 ) | oo

NEFW GIFT CARI

Card ID |

o @] o =
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VIP Card

Manage VIP Reward Cards
Create New VIP Reward Card

1. Click New

2. Swipe reward card to assign
reward card ID

3. Click Customer icon to directly
assign VIP Reward card to a
customer

4. Click Add

To Edit VIP Reward Card

1. Select a customer from the left
2. Edit points or change status of
the VIP Reward Card

3. Click Save

To Delete VIP Reward Card

1. Select a customer from the left
2. Click Delete

3. Click Save

To View VIP Reward Card History
1. Select a customer from the left
2. Click View History

Mobile Carrier

This is required if you want to send
text without the cloud service.
Added Mobile Carrier appears on
customer profile carrier drop down
menu.

This is required to send free but
limited number of texts.

To Add Mobile Carrier

1. Enter name

2. Enter Mobile carrier’s text and
email service URL

3. Click Add

To Delete Mobile Carrier

1. Select Mobile Carrier

2. Click Delete.

12/1/2020

Search:

Card ID

Point :
Status :
Reg. Date

Last Used Date

. 88888888

Customer ID: 340

Customer : Brian Park

6.62
Available
: 02-04-2019 10:12:29 AM

: 03-06-2019 02:11:55 PM

View
History

E 3k IR AR Mic

H * New H Save * Delete

Y

J
Card ID : 1
4 5 6
N |
NN \ 2
Customer : \ &f:ﬁ \
Custt;mer 1 2 3 ‘
|
]
0 Backspace
o off |
New Carrier
Name : | ‘ .
URL: I\‘ g ‘
1] verizon Vtext@uerizon.net \

POS Network Plus
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Send Text

Mobile Carrier and Email must
be setup beforehand.
Customer’s mobile number and
carrier are perquisites before
sending texts to a customer.
To Send Text

1. Click Customer

2. Select customers you want
to send texts to

3. Click Select

4. Enter Subject and text you
want to send

5. Click Send

Send Coupon Email

Email service must be
configured before you can send
emails.

Customer’s email address is
prerequisite.

To send Email

1. Select Date Range — this will
display all customers with
birthdays that falls within the
date range

2. Enter Title, Discount
Amount, Expiration Date, Extra
Notes

3. Click Add Text to Picture

4, Click Send

12/1/2020

Customer
,5853564635@vtext@verizon.net, 2674673036 @vtext@verizon.net,2155707516@vtext@verizon.net

Subject : Subject Line Goes Here

Text content here|

@ | B 4

From: 111 - To: 5J1|3‘J Happy. Birthday!
ml;l [ iscount: [ 10%
Text
Expires : 6/16/2019 s
Extra Note : |

| _I;I Change Picture
] 3 ‘

- e <
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To Void/Return Cash Sales

This does not VOID credit card transactions

1. Click Return Sales

2. Click VOID

3. Select how you want to find the invoice to void: ORDER ID,
CUSTOMER, DATE

Find Invoice by Order ID — enter Order ID

Find Invoice by Customer — select the customer

Find Invoice by Date — enter date range

RETURN SALE X

4. From the Sales History list, select the invoice you want to void

5. Click Void
Order ID

Customer

CUSTOMERS

Keyword: [E% V From:
Select
340 Brian Park - 2019-03-06 To:
339 GINAG 585-356-4635 2019-03-06
338 BETH ATTIG - 0001-01-01
337 JENNIFER GRIM - 0001-01-01
336 JOON KO 267-467-3036 0001-01-01
335 ELIAH FIELD 215-570-7516 0001-01-01
334 DOYOUNG KIM 703-474-4607 0001-01-01
333 BRIAN ATTIG 267-230-4474 2018-10-26

) Cancel | &7 OK

Order ID Customer Price Date Status

7690 Walk In $50.00 2019-Apr-04 0136 PM | SALE
7689 Walk In [ $31.00 2019-Apr-04 0128 PM | SALE
7688 Walk In $60.00 2019-Apr-04 01:27 PM SALE
7687 Walk In $0.01)  2019-Apr0112:20 PM SALE

T # * Select | Void B{j

12/1/2020 POS Network Plus
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. o U9 U=
To Void and Refund Credit Card From: | 2/3/2019 ‘\ To: | 4/18/2019 ‘ ‘ Today ~Week Month
Transaction =
You can only void a cedit card
. op . ’ In, Walk | 3/4/2019 10:43 AM 5014 iAPPROVED(S) 0.01 0.00 0.01 152719 10 | 7673 E -
transaCtlon If It hasn t been In, Walk ‘3/4/201910 43 AM 5014 | VOIDED| 0.01 0.00 0.01 152719 " | 7673 T
batChed * In, Walk 3/4/2019 10:44 AM 5014 }APPRO\«’ED(S) 0.02 0.00 0.02 814887 12 7674 T
If it has been batched, you need |in wak 3612019243 PM | 5014 |apPROVED(S) 001 | 0.00 001 220508 1| 7em2 T
to |Ssue a refu nd |In, Walk :3/13/20192219 PM SALESERR| 0.01 0.00 0.01 -1 | 7685 9%
1. Go to Reports -> Credit Card . wa [peiesies il i o : = = =
Tr Deta ||5 In, Walk 4/1/2019 12:20 PM SALESERR| 0.01 0.00 0.01 -1 7687 i
2. Enter date range
3. Select the credit card
transaction you want to void or
refund
4, Select VOID or REFUND
5. Click Void or Refund from the Reprints credit card receipt
pop-up window l
5. The integration credit card

terminal will respond ' ' O ' 1
6. Enter transaction # for VOID. yaip REFUND ‘ L w0 ‘ m{i ‘
Key-In full credit card # for ‘
REFUND.

7. Press Enter from the credit

card terminal

7 0.01 7 0.01
7 8 9 7 8 9
4 5 6 4 5 6
1 2 3 : | 2 =
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Credit Card Transaction

1. Tap Credit Card icon from the main
screen.

2. The list of all credit card transactions will
be displayed.

3. Select date range to see past credit card
transactions.

To Add Tip () 00
1. Select credit card transaction that needs
tip added.
2. Click Tip.
. . ) 7 8 9
3. Enter tip amount and click Process Tip.
To Batch
1. Click Batch Close
. . . . 4 5 6
Reprint Receipt — reprints credit card
receipt.
Printer Icon — prints credit card transaction
report. 1 2 3
U U | @, O | | |
From: 4/24/2019 ‘ To: 4/24/2019 \ Today = Week ‘ ‘ Month

\ \ i \ ’

& -3

' BATCH | _ REPRINT
CLOSE TIP Total: $0.00 ‘ RECEIPT

Credit card report
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Reports

A. Summary (Print) — sales summary with employee break down. Prints to a thermal receipt printer.
B. Employee’s Summary (Print) — sales summary broken down by employee. Prints to thermal receipt printer.
C. Only Summary (Print) — brief sales summary that prints to thermal receipt printer.

D. Summary — sales summary in full sized format. You can export to a different file format.

E. Detail — detailed sales summary in full sized format. You can export to a different file format.

F. Detail (Thermal) — detailed sales summary that prints to thermal receipt printer.

If you check off “BY EMP” box it will reorganize the report by employee.

G. By Customer Summary — sales summary broken down by customer. Full size format.

H. By Customer Detail — detailed sales summary broken down by customer. Full size format.

I. Sales by Category — view sales broken down by services and category.

J. Sales History — view sales history by customer, employee, and date. You can reprint receipts from here.
K. Zero Pay History — view zero pay history by customer and date. You can print summary of zeropay.
L. Employees — displays list of employees.

M. Clock In/Out — clock in/out report.

N. Clock In/Out History — view clock in/out history and edit clock in/out time.

O. Customers — list customers in printable full size format.

P. Birthday — displays customers with birthdays that falls within the month selected.

Q. Appointment — lists appointments.

R. Reward Point Change History — track who changed reward points manually.

S. Credit Card Tr. Details — view credit card transaction details and initiate void and refund.

T. Product Management — view product lists, inventory level, and sold quantity.

SALES EMPLOYEE / CUSTOMER

Summary

(Print) Summary ‘ Summary J Employees Customers
Employee's . 7 = .
Sumn‘:ar)y,(Print) Detail l Detail } Clock In/Out Birthday

Only Summary

Detail (Thermal) [ Clock In/Out

‘ Appointment

(Print) History
» Sales By ' Sales Histo ' Reward Point | | Credit Card
Category Yy Change History Tr. Details

{ Product }

Mallagement [Zero Pay History}

! |
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