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Getting Started Chapter

Welcome to SalonManager. Your complete busiesenanagement
solution that is beautifully snple. Your SalonManager software comes
to you on a CD which also contains a fully indexed copy of this User
Guide.

Loading Your SalonManager Software

% If you currently have SalonManageaded on your P(blease BACK UP your data loeé
inserting the CD to upgrade your current version.

To load your SalonManager Software just place the CD in your CD Drive and follow the prompts. If
the CD doesiot load; click [Start] in the bottomeft-hand corner of your screen, then click [Run].

Click [Browse] then click the arrow next to the [Look In] drop box. Click on your CD Drive, then
click [Salon Manager] and click [Open].

Registering Your SalonManager Software

SalonManager Software will run for 30 days before it shuts off unless you register it. You will need
to register annually for the security of your information and ours. This is a free service.

To Regi st er Sufmr@Saldhieahindlogies.com

SalonManager - Registration

1. Click on[Settingq for the pultdown screen.

‘ Save )
- 2. Click [Company] and then click ofiRegistration]

SalonManager by SalonTechnologies

Yersion: 1.0.0.48 . . .
Capyright 2007 Sakon Technologles, Inc. 3. SalonTechnologies will ask you for the 20 digit product

key on your screen, they will then give you a rddigit
S A | registration key to enter in the spaces provided

Installed on 5/7/2007 .
: 4. Click [Save]and theriClose].

Registered until 6/7/2007

Plaase Bnior S riseseon ko pisdod 5. Congratulations! Your SalonManager Software is now
officially registered! Please go to

(| [ | B www.salontechnologies.cofor updaes and other

information about your software.
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Choosing a Password

. Click on[Settingg for the pultdown screen.

. Click [Company] and then click ofPassword].

. Enter a{Password}to be used for accessing password protected reports and information within
this software.

SalonManager - Reset Password

* To avoid complications, we are suggesting that

all of our clients use their first two initials followed by
the last four digits of their social security number.
New Password:
— For examplejJane Doevould befijd5 6 4 whérefj d o
Confirm New Password: | N are her initials an8647are the last four digits of her
social security number.

. Enter this{Passworg@ again to confirm youpassword
. Click [Save]
.Enter fpass wor Basswadforfirstleginexy. st i ng {

SalonManager - Enter Password

Please enter existing password

" a—

. Click [OK] then [OK] again and thenGlosd.

SalonManager

J\j) Password has besn changed.

[ o ]

% Follow these steps to change your password at anytime.
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This section will take some attention, Chapter

but you will be setting up your business
model for the future.

Settings

The [Settings] application of SalonManager allows you to customize the program according to
your personal business. This is where you specify your color line, company, salon services,
operators, products, reports, and scheduling preferences.dath entered will affect how your
software functions as well as its performance.

Settings

— - Backup Data
Company
Salon Services
Operators

Product
Report Security

Thereare seven tabs under ff&ettings]drop-down from the toolbar:

Backup Data
Restore Database
Color Line
Company

Salon Services
Operations
Product

Report Security

© N o g s~ wDdhPRE
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Backing up Your Data

It is important to back your information up every day. When you backup your information, a
copy of it is saved to your hard driirea location that you specify or optionally backup to any type
of external drive. Should anythingg@ento your softwarer computeryou will be able to retrieve
your information from your backed up copy using RESTORE DATABASE option.

To backup your data, clidiSettings]then[Backup Data] and then clicKOK]. You will see a
window that says youtata has been successfully backedTupRESTORE from your backup, click
[Settings]then[Restore Database&nd then clicKOK].

NOTE: SalonTechnologiesecommends backing up to a thumb drive or external hard drive.
This ensures that if your computer breaks, you can get a new desktop and restore from your
external drive after reinstalling your SalonManager software.

Color Lines

The Color Line sectionnder[Settings] allows you to choose the specific companies whose color
lines you use on your clients. The color lines available incl@d&well, Alloxxi, Koleston,
Logics, Matrix, Redken andSchwarzkopf.

SalonManager - Color Line

You can make certaihnaotove
by c¢clicking on a col or l i ne
box, then[Save] The fewer color lines you have
running, the faster the Formulating process will be.

Color Line

p  ALLOXXI

GOLDWELL

KOLESTON

LOGICS

MATRIX

REDKEN

SCHWARZKOPF

* None - Custom Only

You can also choose a default color line by clicking the
color line then clickingthéé Def aul t 6 box. Y
color line will automatically come up when formulating

a new color.

ﬂﬂﬂﬂﬂﬂﬂﬂ%
0 i

% If your color line is not on the software, select
[None-Custom Only] as your default. This will bring

e M youright to the custom formulation box for you to input
Active: Ml your own formulas.

Default: Hl
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Company Information

To get to you Company Information screen, cliSlettings]then[Company].

SalonManager - Company Information
Registration ' - 1. Enter your company©6s in
2. Choose between Appointmentervals of30
minutes orl5 minutes.
e 3. Type in how many months you would like
Company Name: " your computer to go back showing appointments.
Address:  [EERTED 4. Type in your State Tax Percentage and click
on the boxes if your state collects taxes for Retail
and/or for Services.

Password

EIN No: [1234

City:

Postal Code:

T slaphono i 5. From here yowan register your software.
R 125-111-4455 PleaseseBRe gi st ering Your Sof't
oo titacet TR | (Rt s) 6. You can also choose your Password. Please

Show Appts back this many months: _

seeMChoosing a Passwordo.
Sales T ax Percentage: m

Retail Taxable: [
Services Taxablee W

Setting up Salon Services

Servicegefer to the beauty care services you provide
your clients, whileServiceGroupsare the categories

to which thee services belong. For example, a
manicure service and a pedicure service may belong
to the Nail group, while a C/B service and a Foil
service and a Color service belong to the Hair group.

SalonManager - Service

Placing services in groupes these advantages:

1. You can assign a whole group to an operator,
versus assigning one service at a time.
2. You can monitor sales and statistics by
groups instead of only services.
Duration:
Start Time: It is necessary to create service groups before
Gap Time: creating servicesSalonManager comes with some
Taxable: M End Time: services and groups already installed. These can be
Active: Bl Double Appt changed or edited. Tadd a service group name,
Display within appoiniment click [Create New Group] then type in the new
Color: [FYORNNNNNEA| Preview [EETTN group Name and clickSave].As names are entered
Letter Color: TSSNNEA | each will appear inthe windowvi t | ed @A Gr oup ¢

To add a service group namelick on the group you would like to enter them under, and then click
[Create New Service]Enter the new name of your service in the service box and[8ake].As
service names are entered each willappear t he wi ndow titled AServic

S:/Rev82007 8



SALONTECHNOLOGIES

ThePriceis the amount you intend to charge clients for services. If you are interested in deducting a
Feefrom an operator each time a particular service is performed; you will need to type in a fee
amount in thd=eebox. If you would like to keep track of how much services are costing the
business, you will have to enter the product used amount @as$idox.

In your Companysettings, you have chosen whether services are taxable or not. If you have chosen
servicemnotto be taxable, but would like to tax a certain service, clickthebox.

You will need to click théActivebox to make this service availe.

TheDuration of the service is the amount of time it takes to complete a service.
If you can complete a service in a given amount of time, click on the drop down menu St to
Time and select the amount of time.

If there is processing time the middle of your service, click on the drop down menu nesap
Time and select the amount of time. Then click on the drop down box nErdtdimeand enter
the amount of time to finish the service.

If you wish toDouble Book(to book a service ding the gap time) check [X] tHeouble Apptbox.

You can also choose what color you would like the service to show up on the schedule as well as
what color the letters will be.

% You must have all your Services setup prior to setting up your
Operators a you will have to add each service manually for each
Operator.

Once your Services and Operators are setup, you can go back to your Operators and customize their
individual settings. For example, if some of your Operators have different prices for their services,
you can change them individually, or if your Operataketlonger to perform a service, you can

change the duration.

S:/Rev82007 9
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Setting up Operators Information

PwpnpPR

o g

SalonManager - Operators

|

n Dizplay
Hame Phone Humber Active .

Chasz Ihzinha

Operatars Only

House House
Liza Enoll
taya Douglaz
Tom ‘whal

First Name: |[REE Last Hame:

Hame: |[N:E] faz on schedide)

Addiess:  |[EEETO R

(T R ochester State: m

Postal Code: |JR1¥E Active: [

Cell #: |[EEEERE Time Clock: [
Alternate i |[ElaEaaaieil Show on [v|

Schedule List
EMail Addr:  |[REE s e Tt aletun)
Cosmetologp Lic:  [EX=EE2Y

Allow the below
to be transfermed
SSH:  Errprel k] during Sync
Client Mame: I

Client Details &
Chient Formulations: @

Operator Type:

Reaister #:

Perzonal | Schedule | Services

Click on[Settingqg for the pultdown screen.

Click [Operators].

Begin entering thOperator] information and complete the information on tlsisreen.

In the seconfiName]field, enter the name of the operator as you would like it to appear on the
schedule.

Click on the Checkbox next {é\ctive] if you want the operator to appear in the drop down list.
Click on the Checkbox next {dime Clock] if you wish to track the employees/operators time.
This function is generally used forlaaed employees

Click on the Checkbox next {&how On Schedule list]f you want the operator to appear on
the schedule.

If you have entered information incorrgctind want to change what Hasen entered, click
[Clear] to bedn re-entering this information or just change the data that needs changing.
Click [Save]and theriClose].

.Repeat steps-2 to continue adding multiple operators.

“® To deactivate or take an operator off the schedule, uncheck thctive box and click [Save].

S:/Rev82007 10
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Setting up Operators Schedules

The[Schedule]tab allows you to set the working hours of each individual operator for each day of
the week. The information entered in this screen will be reflected on the schedule.

SalonManager - Operators

(sove ) 1. Click on[Settingd for the pultdown screen.

[ Display "active’ Dperators Only

b Chas Inzinna 2. Click [Operators].

House House
Maya Douglas
Tom Whal

Tracy Scmic 3. Click on an indvidual Operator. Their name will
become highlighted.

Lisa Knoll

Day Start Time

Sunday 4. Click the[Schedule]tab at the bottom of the screen to

[ae] set the available working hours for each individual
Tuesday 500PM v operator.

Wednesday BOOPM [ . ]
5. Select your Start Time and End Time of each day you
Thursday 700PM v . . ie
are working. If you are not wking on a specific day,
Frida - v X [ .
A e click on the blank space above 6:00 AM.
Saturday 4O00PM v

|
J

6. When you have entered the weekly schedule for the
[ Personal scheaule [Sevices] [ specific operator, ClickSave]and therClose].

Selecting Operators Services

1. Click on[Settingq for the pultdown screen.
2. Click [Operators].

3. Click (Select) the checkbox next to the operator
whose services you are setting.

4. Click the[Services]tab at the bottom of the screen.

5. Check the boxes next to tloupsof services the
operator will be offering.

6. The services will com up automatically. If there are
any services in the Group the operator Witit be
offering, click on the service and then uncheckAbtve
box.
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