
 

 

TECHNICAL SUPPORT: 877-340-5880 
 

CLOCKING IN/CLOCKING OUT  
1. Select your name from the right side of the screen to open your employee time clock options  
2. To clock in: Tap the Clock In button and enter your PIN  

To clock out: Tap the Clock Out button and enter your PIN 

RINGING OUT A TRANSACTION 
1. From the Register Screen, select a product or service from the List of Sales Items on the right side  
2. Select Charge to be directed to the Payment Screen  
3. Choose the proper tender and complete the transaction  

RETURNING A TRANSACTION 
1. From the Register Screen, select the desired ticket from the List of Order Tickets  
2. Once selected, select More Options in the upper right corner of the dialog box 
3. Select Make Refund to create a new ticket, the quantity of the items will be a negative number  
4. If the item will be placed back into the store inventory, select the item to open the Item Functions window  

a. Select Return to Stock and tap Done to close the window (repeat for the rest of the items)  
5. If the item will NOT be placed back into the inventory, ensure that RMA is highlighted  
6. To complete the refund, select the Refund button at the top of the ticket and select which tender will be used  

ITEM FUNCTIONS 
1.  To modify any item on the ticket, touch it to highlight the item, and a new set of options appear:  

a. Quantity: use the “+” or “-“symbols or tap the number itself to change the amount of items  
b. Price: tapping the price will allow you to edit the price of the item if it differs from the preprogrammed option 
c. QOH: if you have entered the quantity available for the item, this will show the number currently available  
d. Shipping: ability to select a shipping option (None, Store Pickup, Ship)  
e. Service Provider: allows you to add a particular employee to the item for reporting purposes  
f. Discount: use the dropdown to select any active and applicable discounts currently within the system   
g. Notes: if applicable, you can add notes regarding this particular item 

 

TICKET FUNCTIONS 
1. You can add a customer by selecting Guest Customer on the top of the ticket or selecting the necessary 

customer from the List of Customers on the right hand side 
2. Holding a transaction can be accomplished by selecting the “pause” button at the bottom of the ticket  
3. You can recall a transaction to modify, void, or pay out a held ticket:  

a. Select the ticket from the List of Order Tickets  
b. Held tickets will be highlighted red with a yellow “pause” symbol to the left of the date  
    To alter a held ticket, tap on the order and select Resume  
c. Completed tickets will be highlighted red and when tapped will show a digital copy of the receipt  
   To alter a completed ticket, tap on the additional options menu in the upper right of the receipt 

BOOKING AN APPOINTMENT 
1. You can add a new appointment by selecting the appropriate date in the top center of the screen  
2. Select the “+” in the upper right and select Book Appointment or double tap on an open calendar slot  
3. Enter the information regarding the appointment  

a. You MUST add a customer to the appointment  
4. When complete, tap Done or Book More to save the appointment  

ADDITIONAL BOOKING OPTIONS  
1. Once  added to the calendar, tap and hold the appointment to access the following options:  

a. Check in: notated if a customer has arrived for their appointment  
b. Add to check out: will move the service to the cart in the upper right, selecting this will start a ticket  
c. More options: allows you to notate the appointment with a variety of different options  
d. Rebook appointment: gives you the option to reschedule the appointment to another date and time  
e. Edit appointment: can be used to update or change any appointment information  
f. Cancel appointment: will remove the appointment from the calendar  



 
MANAGEMENT FUNCTIONS 

 

START OF DAY 
1. Turn on all stations at your location  
2. Login to the system and select the Additional Options button in the lower left  
3. Select Open Drawer  to add the till into the system  

a. You have the option of entering in the amount via cash denominations or total drawer amount  
4. Once the drawer has been counted and inserted, hit Done 

END OF DAY 

1. On the bottom left side of the screen, select the Additional Options button in the lower left  
2. Select X-Report to print out your personal shift report for the day  
3. Select Close Drawer from the dropdown box  
4. The Close Drawer screen will open with all of the information about the day’s transactions  

a. You can print the Z-Report by selecting the button in the lower right corner of the screen  
5. Select the green Manual Batch button on the right side of the screen  

a. Alternatively, selecting Manual Batch under Additional Options to quickly batch out the PIN Pad  
6. Hit Okay when prompted by the system  
7. When complete, select Done in the upper right corner to complete the End of Day process  

Although your system is set to auto settle, manually closing your batch will ensure it is submitted.  
If your system is set to Auto Batch, this will occur at the scheduled time regardless of whether you manually batched. 

ADD OR EDIT EMPLOYEES 
1. To add or edit employees, log into the Back Office – Employees – Employees  
2. Select either an existing employee on the left to edit, or the “+” symbol in the upper right  to add an employee  
3. Under the Info Tab you can fill in as much or as little information as you would like, the only required fields are 

a. First Name 
b. Last Name 
c. Email 
d. Password (must have at least 8 characters, 1 number, and 1 capital letter) 
e. Access Permission 

4. Once done, click Save at the bottom of the screen  

ADD OR EDIT PRODUCTS  
1. To add or edit products, log into the Back Office – Catalog – Products & Services  
2. If you are creating a new product, select the “+” in the upper right corner of the screen and select Product 
3. If you are editing an existing product:  

a. Select the product on the left hand side of the screen, make the proper adjustments, and hit Save  
4. You can utilize the filter options at the top of the screen to narrow down your search, your options include:  

Type, Category, Vendor, Status, or searching for the product via SKU , Code, or Name  
5. Please Note: When you are initially adding products into the system, the More Tab will not be available. You 

can only edit this additional information when you are editing a pre-existing item within the system  

ADD OR EDIT SERVICES 
1. To add or edit a service, log into the Back Office – Catalog – Products and Services  
2. If you are creating a new product, select the “+” in the upper right corner of the screen and select Service  
3. If you are editing an existing product:  

a. Select the service on the left hand side of the screen, make the proper adjustments, and hit Save  
4. You can utilize the filter options at the top of the screen to narrow down your search, your options include:  

Type, Category, Vendor, Status, or searching for the service via SKU , Code, or Name  

NOTIFICATION CENTER 
1. Email notification regarding the daily sales, low stock of items, and cancelled bookings. It is located by logging 

into the Back Office – Settings – Advanced Settings – Notification Center  
2. Select a time to sent the report  
3. Select the items to send on the report  
4. Enter the email address to sent the report to  
5. Click the blue Save button to implement this setting  

You are also able to utilize this ability for Booth Renters under the Advanced Options 
 


