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Introduction 1

Introduction

The Envision Implementation Guide can be used during the setup process of Envision to guide you through the
recommended implementation process. This guide will provide step by step instructions in logical order. Itis
important to setup the program in this orderso that you do not have to continuously go back into different
lists and make changes to the items in a list. Forexample,itis bestto setup your Resources and Resource
Categories before setting up your services, so that when you are creating your list of services, you will not
need to go back through the entire service list to select the correct Resource Category. Itis also importantto
setup your list of services and commission plans before setting up yourlist of employees so that when you
are setting up your list of employees, you will be able to select Qualified Services and assign the correct
Commission Plan for each employee.

The steps provided in this guide are the recommended steps for setting up Envision. Itis nota requirement to
complete the setup in the order provided and not all of the steps are required. Forexample, you maynot have
Resources or Packages that need to be entered into the program. These steps can be skipped if theyare not
necessary. Also, the program is customizable in many ways, making the program unique foreach user. The
features and capabilities available in the program are determined by the license that you have purchased for
the program as well as the preferences and security that you decide to setup within the program. If there is a
feature or option mentioned in this guide that you do not see on your screen, this is probably due to the
version that was purchased or the options setin your Security Profiles and Program Preferences.

The Checklist on the following page will allow you to check off the items completed as you complete the
implementation process.

If you need additional help, please call our Technical Support Hotline:

Company and Contact Information

Ennoview Inc.

7003 Presidents Drive
Suite 700

Orlando, FL 32809

Sales: 800-231-9445
Technical Support:  407-253-0913
Tech Support Email: tech@ennoview.com
Fax: 407-253-0984

Website Address: http://www.ennoview.com
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Implementation Checklist

| Checklist Items || Notes

[ 1. Enter Retail Products / Inventory Departments

[] 2. Setup Resources / Assign Resources to Categories

| 3. Enter Service Items / Inventory Departments

[J 4. Setup Packages / Series List

[J 5. Setup Program Security

[] 6. Setup Program Preferences

| 7. Setup Commission Plans

[] 8. Setup Employee List

[19. Setup Employee Schedules

[] 10. Transfer Appointments into the Envision Calendar

| 11. Transfer Gift Certificates into Envision

[112. Setup Lead Source List

[] 13. Physical Count — Count Retail
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1. Enter Retail Products / Inventory Departments 3

1. Enter Retail Products / Inventory Departments

The Retail Product List allows you to enter the products you sell or use as Back Bar items. Itis bestto start
with this list first because this list will take the most amount of time to setup. This is due to the fact that there
arenormally a large amount of retail products sold and thereis also more information that you will enter for
retail products than other items (services, employees, etc.). Itis best to enter as much information as
possible and to setup the information correctly the first time so that you will not need to go back through and

edit your retail list a second time.

1. Click on "Inventory" on the Menu Bar at the top of the screen.

2. Select "Retail Products" from the drop down menu.

3. Click the "New" button at the top of the list.

n.
@’ ROk SATIMN - EJ* Exit
Item Id ROk SATINWEAR ELOW DRY LOTION Item # 8151 [@] Active? Item Type Retail -
[EY = ristor |
Description Rdk Satirewear Blow Dry Lotion 1oz | | I save
Barcode 743877052795 in 02 days B Save &
Department RDOK - STYLING - New
Class ELOWY DRY LOTION - Last Sale On 8/7/2008 10:36:55 AM ¥ Cancel
Manufacturer REDKEN LABORATORIES M Last Update DOn 9/9/2009 12:13:47 PM P Next
VYendor MID-CITY BEAUTY SUPPLY -
vendor SKU 050012481 4 Previous
wWeh URL http: f fwewewe redken. com,products, stylingmild-control fsatinweear-02

1 | Lo

|

Retail Cor

| Accounting | Notes |

The following screen will open without any information filled

| Price |@
|

| [F1Mom-Taxable Ttem

Unit Cost 1.25| Qty on Hand
Markup %o 100.000| Qty on Order
Retail Price 2.50| Reorder At
wWholesale Price Order Level
Uo™

Size 0.0

* Retail Price is automatically calculated with a Markup %%

| Display on POS Button Panel

R Mo Discounts on this Ttem

o ¥ Mo Price Overrides on this Item
10 2| [ |Back Bar Ttem (In-House Usa)

o = | [CIRearder Alert

| Tax when Ordering

4. Enter the name of the productin the "ltem Id" field. The Item Id must be unique.

Item Id Tips:

Size: Ifyou sell different sizes or types of an item, you should also enter the size or type of the itemin this field. Aseparate

item record should be created for each size or type.

Abbreviated Name or Acronym: You may also abbreviate the name ofthe product in this field. Ifyou choose to abbreviate the
name or enter an acronym, make sure thatitis a name or acronym that everyone who will be using the Appointment Calendar
and Point Of Sale screen will be able to remember when searching for the item.

Abbreviated Name of Manufacturer: You can also enter an abbreviation of the name ofthe manufacturer at the beginning of
the "ltem I1d" so that it is easier to search for all items made by that manufacturer. Ifthe name of the manufactureris at the
beginning of the name, all of the items from this manufacturer will be displayed next to each other when searching for an

item.
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4 Envision Implementation Guide

5. Enter a description for the product in the "Description” field.

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

6. Scan the barcode of the productin the "Barcode" field if you will be using a barcode scanner.

If you have a barcode scanner connected to your computer, you may scan the UPC code on the product and the
code will be entered here automatically. If thereis nota barcode associated with the item, you may enter a
unique number in this field if you would like to print your own Inventory Labels or you may choose to have the
program enter the Item No. of the product in this field.

Set Inventory Barcode to Item No. Setting: If you would like the program to automatically enter the "ltem No."into the barcode
field, you will need to turn on the option, "Set Inventory Barcode to Item No." under the "General Options" screen of your

Program Preferences. To turn this settingon, click on "Company" on the Menu Bar of Envision and select "Setup Program
Preferences" from the menu. When the Program Preferences window opens, click on the "General Options" button on the left.

7. Select an Inventory "Department" for the product you are entering.

This field is available to further organize your inventory items. The Inventory Department is the category that
you would enter this item into. This is valuable when you are printing reports or viewing a large Inventory
List and only want to see for example, "Redken Styling Products". You may setup an unlimited amount of
departments. These departments will also be used for selecting products at the Sales Register. Product
buttons can be used if you will not be using a barcode scanner. A department must be assigned to each
product to be able to use product buttons at the Sales Register.

Creating Inventory Departments: You must create a list of Inventory Departments before you are able to select a department

here. To add an Inventory Department, click on "Inventory" on the Menu Bar of Envision and select "Inventory Department
List" from the menu. You will then be able to create your list of Inventory Departments.

Inventory Department Tip: Ifyou sell products that are made by a manufacturer that you carry a large amount of, you may
want to separate your departments into smaller groups so that it is easier to find that item at the Sales Register. For example,
a manufacturer like Redken has many different lines. Examples for departments for Redken are RDK - Shampoo, RDK -
Conditioner, RDK - Styling, RDK - Treatments and RDK - For Men. By settingthe departments up this way, you are able to click
on these departments and see a smaller grouping of products.

8. Select a "Class" for the product you are entering (optional).

The class is a subcategory of the department. The Class, along with "Department", can help you organize your
inventory into logical groups. Some examples of Class might be, "Hairspray", "Cleanser", "Moisturizer", etc.
Using the Class field will allow you to view a smaller inventory grouping when running sales reports. These
classes can be used to run the "Sales by Inventory Department - Sales by Department / Class" report.

Creating Inventory Class Types: You must create a list of Inventory Classes before you are able to select a class here. Toadd an

Inventory Class, click on "Inventory" on the Menu Bar of Envision and select "Inventory Class Types" from the menu. You will
then be able to create your list of Inventory Class Types.

9. Select a "Manufacturer" for the product.

The Manufacturer is the company that makes the product. Selecting a Manufacturer for your products will
allow you to run reports for specific manufacturers.

Creating a list of Manufacturers: You must create a list of Manufacturers before you are able to select a manufacturer here. To

add a Manufacturer, click on "Inventory" on the Menu Bar of Envision and select "Manufacturers" from the menu. You will then
be able to create your list of Manufacturers.

© 2010 Ennoview, Inc.



1. Enter Retail Products / Inventory Departments 5

10. Selecta "Vendor" for the product.
The Vendor is the company that you purchase this product from. Select from the Vendor list the Primary

Vendor you use to purchase this item. Selecting a Vendor is extremely important for creating Purchase
Orders.

Creating alist of Vendors: You must create a list of Vendors before you are able to select a Vendor here. To add a Vendor, click

on "Inventory" on the Menu Bar of Envision and select "Vendors" from the menu. You will then be able to create your list of
Vendors.

11. Enter the "Vendor SKU" (optional).

Enter the "Vendor SKU" that the primary vendor uses for this item. The Vendor SKU is the number thatis
displayed next this item on the invoice. Itis an identification number for your vendor thatis used during the
ordering process. Entering this information will be useful for creating accurate Purchase Orders because the
Vendor SKU will be printed on Purchase Orders.

12. Enter a "Web URL" (optional).

Enter the URL of the website for this item into this field. You will be able to easily access the web page
specified by right clicking on top of the item in the Sales Register and selecting the "Web Link" option.

13. Enter the number of days in which this product should be purchased again in the "Product / Service
Required Again" field (optional).

You may run the Product / Service Expiration Report to find out which clients need to purchase products again
or comein for a service again. This reportcan be reached by clicking on "Reports" in the Menu Bar, selecting
the Client Report Menu followed by the Product / Service Expiration Report.

14. Enter the "Unit Cost" of the product.

This is your cost per unit and the amount that you pay when this productis purchased from your vendor. If
you pay $36 per case of 12, you would enter $3 for a single product.

15. Edit or enter the "Markup %" if necessary. If you do not wish to enter a Markup %, you may enter only the
"Retail Price".

If you enter a "Markup %", the program will automatically calculate the "Retail Price" for you. If your cost
changes, the Retail Price will automatically change for you, based on the Markup %. If the Markup % field is
left blank, you will be able to enter your own Retail Price. The most common Markup % is 100%. This will
double the cost of the item to set the Retail Price.

16. Enter a "Wholesale Price" if necessary.

The Wholesale Price is the amount that a Booth Renter would pay for this particular item. Since a Booth
Renter may sell the retail products that you purchase to their clients, you may want to charge them a specific
price thatis a marked up price of your cost. The Booth Renter can then sell the product to their clients at their
own price. In a sense, you will be acting as a vendor to your Booth Renters. When a bill is created for a
booth renter, this price will be added to their bill for each time that they sold this product.

17. Enter a Unit of Measure into the "UOM" field, such as "Ea" for each or OZ for ounces (optional). You can
also enter the "Size" below the "UOM". Entering this information is optional, this screen will be the only
screen that you will see this information.

18. In the "Qty on Hand" field, enter the quantity you currently have in stock for this item.
If you are entering your list of retail items and are currently selling these products as well, it will not be

necessary to enter the "Qty On Hand" because you will need to do a Physical Count of them again, before you
Go Live with the program.

© 2010 Ennoview, Inc.



6 Envision Implementation Guide

19. Leave the "Qty on Order" at "0". This number will automatically change when you create a Purchase
Order.

This amount is the quantity on order or the amount that you are waiting to receive. You may leave this
quantity at a zero amount and the program will automatically enter the quantity on order for you. This field
will be updated when you create a Purchase Order that contains this product.

20. Enter the level you wish to reach before you need to reorder this productin the "Reorder At" field. This
can be used as the minimum or the maximum of this product. A quantity is necessary for the "Autofill" feature
of Envision's Purchase Orders.

® Reorder At - Minimum Quantity

To use the "Reorder At" as the minimum, you will need to enter the minimum quantity that you would like to keep on hand for
this product into the "Reorder At" field and enter how many you would like to order when you get down to the minimum
guantity into the "Order Level" field. By doingthis, the program will automatically reorder the quantity specified, when you
have reached the minimum quantity and when you create a Purchase Order in Envision. For example, if your minimum of a
product is 3 and you would like to order 3 more when you have reached the minimum, you would enter a quantity of 3 into the
"Reorder At" field and a quantity of 3 into the "Order Level" field.

You may leave the Order Level set to zero if you would like to order the difference between the On Hand and Reorder At,
however it will only add this product to a Purchase Order when the item has fallen BELOW the Reorder At amount. So, if you

set the Reorder At as the minimum, it will not order this item until it has fallen below the minimum. Ifyou decide to do this,
you may want to make the minimum quantity slightly larger so that you do not fall below your minimum.

e Reorder At - Maximum Quantity (Most Commonly Used)

To use the "Reorder At" as the maximum, you will need to enter the maximum quantity that you would like to keep on hand for
this product into the "Reorder At" field and leave the "Order Level" set to zero. By doingthis, the program will automatically
reorder the difference between the On Hand and the Reorder At quantities, when a Purchase Order is created in Envision. For
example, ifyour maximum ofa productis 5, you would enter a quantity of 5 into the "Reorder At" field and leave the "Order
Level"set to zero. Ifthe current "Qty On Hand" amount is 2, the "Reorder At"is 5 and the "Order Level" is zero, the program will
automatically order 3 of this item when a Purchase Order is created.

21. In the "Order Level" field, enter the quantity of this item you normally reorder if you have to order a
specific amount or if you are using the "Reorder At" as the "Minimum Quantity". If you are using the "Reorder
At" as the "Maximum Quantity" leave the "Order Level" set to zero if you would like to order the difference
between the "Qty on Hand" and the "Reorder At".

22. Edit the Sales Tax options (optional).
Check the "Non-Taxable Item" box if this item does not have sales tax charged on it when sold.

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 this box will
usually be checked for Backbar products. Tax is usually applied to Backbar products when purchased from a
Vendor because you will not be selling these products to your clients, you will be using them as "In-house"
items.

23. Check the "No Discounts on this Item" and "No Price Overrides on this ltem" check boxes if necessary
(optional).

Check the "No Price Overrides on this Item" check box if you do not wantto allow any price adjustments for this

item during the checkout process. Checking this option will allow you to easily monitor discounts when
viewing sales reports.

Monitoring Discounts: If you do not want to completely turn off the ability to discount an item but would like to monitor

discounts, check only the "No Price Overrides" option. You will be able to easily see discounts when you run sales reports, but
you will not be able to see price overrides unless you know the original price of every item.

24. Check the "Back Bar Item (In-House Use)" check box, only if this productis never sold to your clients, but
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1. Enter Retail Products / Inventory Departments 7

used to run your business. For example, professional color products, Pine Cleaner, and Toilet Paper.

25. Check the "Reorder Alert" check box if you would like to be reminded when the product needs to be
reordered (optional).

Check this box to show an alert at the Sales Register when this itemis selected for sale. The alert will appear
when the inventory of this item falls to or below the "Reorder At" level you set.

26. Click the "Save" button on the right to add the item to the list or click the "Save & New" button to add the
item and open a blank entry screen. The "Save & New" button can be used when you are entering one item
after another.

2. Setup Resources / Assign Resources to Categories

Resources are rooms, stations, or equipment that need to be available for appointments that are scheduled.
Itis 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.

1. Click on "Appointment" on the Menu Bar at the top of this screen.
2. Select "Rooms / Equipment Resources" from the drop down menu.

& kd save X Delete = Options = * Exit
Caption / Show on Appointrnent Calendar Color Type

COUPLES MASSAGE 1

COUPLES MASSAGE 2

FACIAL BED 1

FACIAL BED 2

MANICURE STATION 1
MANICURE STATION 2
MASSAGE ROOM 1

MASSAGE ROOM 2
MICRODERMABRASION MACHINE

Station
Station
Station
Station
Station
Station
Room
Room
Equiprment

T R M L T

3. Click in the row labeled "Click here to add a new Caption".

4. Enter the name of the resource in the "Caption" field.

5. Select a color and type for the resource by clicking on the drop down arrow.
6. Click the "Save" button to add the resource to the list.

7. Click on "Appointment" on the Menu Bar at the top of the screen.

8. Select "Assign Resources to Categories" from the drop down menu.

@’ e Exit
Mew 4 Edit | ® Delete @ First \_D Prewious @ Mext @ Last | # Refresh A7 artion Mernu ~
Diescription MNurnber Allocated Updated On Updated By
b4 COLIPLES MA! i 1. 010 50 AR I
FaCIsl BED 2 1/26/2010 10:50:51 AM ADMIMN
HAIR STATION 0 1/26/2010 10:50:52 AM ADMIN
MAMICURE STATION 2 1/26/2010 10:50:54 AM ADMIMN
MASSAGE BED 2 1f26/2010 10:50:55 AM ADMIN
MICRODERMAERASION MACHIMNE 1 1/26{/2010 10:50:56 AM ADMIMN
PEDICURE STATION 2 1/26/2010 10:50:58 AM ADMIN
SPRAY TAMN ROOM 1 1/7f2010 5:19:24 P ADMIMN
TANMIMNG BED 5 1/26/2010 10:51:00 AM ADMIN
TREATMEMT RCiOR 1 1/26/2010 10:51:02 AM ADMIMN
WAXING STATION 2 1{7f2010 5:19:24 PM ADMIMN
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9. Click on the "New" button on the Tool Bar at the top of this list to create a new Resource Category.

This screen allows you to create Resource Categories and then assign available resources to the category you

are creating.

v

[ Edit|

Resource Category

Select an available resource(s) and assign them for use in this category.

Available Resource

Assigned Resource

arder

COUPLES MASSAGE 1

|MANICURE STATION 2

COUFLES MASSAGE 2
FACIAL BED 1
FACIALBED 2

MASSAGE RCOOM 1
MASSAGE ROOM 2
MICRODERMABRASION MACHIMNE
MULTI SERWICE ROOM 2
MULTI SERVICE ROOM 3
MULTI SERVICE ROON 4
MULTISERYICE ROOM1
PEDICURE STATION 1
FEDICURE STATION 2
SPRAY TAN ROOM
TAMMNIMNG BED 1
TANNING BED 2
TAMMIMG BED 3
TAMMIMNG BED 4
TAMMING BED 5

MANICURE STATION 1

E* Exit

K save

Save &
New

¥ cancel
@ # Next

4 Previous

10. Enter a new Category in the "Resource Category" field at the top of this screen.

11. Move the resources for this category from the available list to the assigned list with the right arrow

button in between these two lists.

For example, in the image above, the resource category is "Manicure Station". The "Manicure Station 1" and
"Manicure Station 2" resources have been moved from the "Available" list to the "Assigned" list. Whenever a
serviceis selected in the Appointment Calendar that requires the "Manicure Station" Category, the program

will check if either the "Manicure Station 1" or "Manicure Station 2" resource is available.

12. Click the "Save" button after assigning resources to the category to add the category to the list.

© 2010 Ennoview, Inc.



3. Enter Service Items / Inventory Departments 9

3. Enter Service Items / Inventory Departments

It will be necessary to setup your list of Services so that you are able to setup which services each Employee
is qualified to perform and so that you can schedule appointments and create sales transactions for the
services provided.

1. Click on "Inventory" on the Menu Bar at the top of the screen.

2. Select "Services" from the drop down menu.

3. Click the "New" button to add a new service to the list or click the "Edit" button to edit a service in thelist.
The following screen will open without any information filled in.

@9 ALL - [+ Exit

Item Id ALL OWER COLOR Item # 74| [ Active? Item Type Service -
=Wl price | Tim 2 Package | Professional Consumables
Description All Crver Color I save
Barcode Save &
Department HAIR - CHEMICAL - New
Class COLOR - Last sale On oijzn0n 1zizespm | | % Cancel
1st Resource - Last Update On 9/4/2009 1:51:36 PM P Next
Service Type HAIR - CHEMICAL 4 Previous
Web URL
Update
Semvice

3 e — Types
|Pr|ce |@ [ duling Opti y 7 oL
| Service prigng Table ___________________ NELugbl iy

| Display on POS Button Panel

Level 1 7000 Level 6 95000 | g Mo Discounts on this Them
Level 2 75.00]  Level 7 85.00] | [N Price Overrides an this Item
Level 3 20.00 Level 8 0.00

Level 4 85.00 Level 9 0.00

Level 5 a0.00 Level 10 0.00

4. Enter the name of the service in the "lItem Id" field.

You may abbreviate the name in this field, however if you choose to abbreviate the name, make sure thatitis
a name that everyone who will be using the Appointment Calendar and Sales Register screen will be able to
remember when searching for the item. The Item Id must be unique.

Tips:

Types: Ifyou offer different types of a service, you should also enter the type of the service in this field. Aseparate item record
should be created for each type of service. For example, if you offer massage services, it would be best to enter a separate
item for each type of massage for pricing, scheduling, and reporting purposes.

Abbreviated Name or Acronym: You may also abbreviate the name ofthe product in this field. If you choose to abbreviate the

name or enter an acronym, make sure thatitis a name or acronym that everyone who will be using the Appointment Calendar
and Point Of Sale screen will be able to remember when searching for the item.

5. Enter a description in the "Description" field. The name you enter hereis what will be displayed on your

© 2010 Ennoview, Inc.



10 Envision Implementation Guide

product buttons in the Sales Register and printed on receipts and reports.

6. Itis not necessary to enter a "Barcode" for services, however you may enter a number if you would like to
print a sheet of barcodes for your services.

7. Select or add an Inventory "Department" for the service you are entering.

This field is available to further organize your inventory items. The Inventory Department is the category that
you would enter this item into. This is valuable when you are printing reports or viewing a large Inventory
Listand only want to see for example, "Chemical Services". These departments will also be used for selecting
services at the Sales Register. Product buttons can be used to select or add a service to a ticket. Clickingon a
button for the service will be much easier than searching through a list of services. A department must be
assigned to each service to be able to use product buttons at the Sales Register.

Creating Inventory Departments: You must create a list of Inventory Departments before you are able to select a department

here. Toadd an Inventory Department, click on "Inventory" on the Menu Bar of Envision and select "Inventory Department
List" from the menu. You will then be able to create your list of Inventory Departments.

Tip: Ifyou provide different types of services, you may want to separate your departments into smaller groups so that it is
easierto find that service at the Sales Register. For example, if you provide Hair Services, Nail Services, Massage Services and
Esthetic Services, it would be best to create a separate department for each type of service. Examples for departments for
services are Service - Hair or Hair Services, Service - Chemical or Chemical Services, Service - Nails or Nail Services, Service -
Massage or Massage Services and Service - Esthetic or Esthetic Services. By settingthe departments up this way, you are able
toclick on these departments and see a smaller grouping of services.

8. Select or add an Inventory "Class" for the service you are entering (optional).

The class is a subcategory of the department. The Class, along with "Department", can help you organize your
inventory into logical groups. Some examples of Class might be, "Color", "Highlights", "Perm", "Straightener"”,
etc. Usingthe Class field will allow you to view a smaller inventory grouping when running sales reports.
These classes can be used to run the "Sales by Inventory Department - Sales by Department / Class" report.

Creating Inventory Class Types: You must create a list of Inventory Classes before you are able to select a class here. Toadd an

Inventory Class, click on "Inventory" on the Menu Bar of Envision and select "Inventory Class Types" from the menu. You will
then be able to create your list of Inventory Class Types.

9. Select the required resource for the service you are adding in the "1st Resource" field (optional).

Select the type of resource (room, station, or equipment) that this service requires. Please refer to the
"Resource Setup" section of this guide for more information on setting up your resources.

10. Select the "Service Type" for the service you are adding.

The "Service Type" is used in Sales Analysis Reports. The "Service Type" is a category separate from the
Inventory Department but can be setup exactly the same as the Inventory Department if you wish.

11. In the "Product / Service Required Again" field, enter the number of days in which this service should be
performed again (optional).

You may run the Product / Service Expiration Report to find out which clients need to purchase products again
or comein for a service again. This report can be reached by clicking on "Reports" on the Menu Bar, selecting
the Client Report Menu followed by the Product / Service Expiration Report.

12. Enter a "Web URL" (optional).

Enter the URL of the website for this item into this field. You will be able to easily access the web page
specified by right clicking on top of the item in the Sales Register and selecting the "Web Link" option.

13. Enter the different Levels of prices that you use for your services. If you only have one price for your

© 2010 Ennoview, Inc.



3. Enter Service Items / Inventory Departments 11

services, enter this pricein the "Level 1" field.

Enter the price you charge for a service into the "Level 1" field if you do not have different levels of pricing
based on experience. The ten levels provided are only used for businesses that have different levels of
pricing based on experience. The purpose is to pay more for a service performed by a more experienced
employee. Enter how much will be charged for a service in each price level that your employees will be set to.

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 ltem", you enter $25 in "Level 1", $30 in "Level 2", $35 in "Level 3",
S$40in "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).

Employee Service Price Level Setting: To set the Service Price Level for each employee, click on "Employee" on the Menu Bar of
Envision and select the "Employee List" from the menu. Double click on top of an employee's name and click on the "Other"

tab. You will find a section in the middle ofthe screen labeled "Service Price Level". Select the appropriate price level for
each employee.

14. Check the "Non-Taxable ltem" check box if the Inventory item is non-taxable. Some states charge sales
tax on all services or some services. If you will not be checking the "taxable" check box for service items in
your Program Preferences on the "Tax Options" screen, it will not be necessary to check this box.

15. Check the "No Discounts on this Item" and "No Price Overrides on this Item" check boxes if necessary.
Check the "No Price Overrides on this Item" check box if you do not want to allow any price adjustments for

this item during the checkout process. Checking this option will allow you to easily monitor discounts when
viewing sales reports.

Monitoring Discounts: If you do not want to completely turn off the ability to discount an item but would like to monitor

discounts, check only the "No Price Overrides" option. You will be able to easily see discounts when you run sales reports, but
you will not be able to see price overrides unless you know the original price of every item.

16. Click on the "Scheduling Options" tab to enter the amount of time it takes to complete the service.

(e soc ERRTTORMR . o oy e pcconiog s
Edit Service Time Options (HH:MM) [#|Enable Service for Online Booking

[~ Require Resource Selection
Initial / Setup Process Complete

[]5kin Test Required
[¥] Formula Required

Starting olor on Clendar

The three items in this area are the default times that you will setup for this service. This is the time that will
be used if you do not have specific times setup for each employee under their Qualified Services listin the
Employee List.

® |nitial time for Service: All serviceitems need a time filled in to this field. Itis the best estimate of the time
it takes to perform the service. Use 15-minute increments only. For example, 1 hour would be entered as
01:00, or 30 minutes would be entered as 00:30. For most service items this is the only time needed. For a
chemical service, this would be the amount of time that it takes to apply the color or chemical to the hair.

® Process: Enter a time (once again 15 minute increments only) here if a delay is required during this service.
For example, this would be necessary you apply color and must wait 30 minutes for processing time before
you wash, rinse, and style. Entering a time here will allow you to schedule another service with a different
client during this time. This allows you to maximize the use of the service provider's time. If you enter a
time here, you must enter a "Completion Time".
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® Completion Time: Enter a time here only if you entered a "Process" time above. This is the time it takes to
finish the service after the delay.

17. Click on the "Service Commission" tab if you need to override the commission for this particular service.
Please keep in mind that this is only an override, this is not where you will be setting up commission. Check
the "Commission Override" check box and enter a dollar amount in the "Commission Override" field if you
would like your service providers to receive a specific dollar amountinstead of their commission percentage
for the service (optional).

[ Price | sale| scheduing Optons | EEEIRERl] Lovaly overrdes | Accounting | otes |

Rl e ] [T commission Override Amount 0.00
@ Use Commission Plan Defaults Fixed Overhead Cost 2.25
(©) Subtract Overhead BEFORE commissions Fixed Labor Cost 0.00
(©) Subtract Overhead AFTER commissions

- Fixed Back Bar Cost 5.00

_ New Account Deduction 1.00
@ Use C ission Plan Default:

- -e® Lommission Flan Deteulks Additional Sales Incentive 0.00
©) Subtract Labor BEFORE commissions
Incentive Starts On -

) Subtract Labor AFTER commissions
Incentive Ends On -

| Prepay Commission on Series | Report Pkg Sales under Service

18. Enter any costs associated with this service. The "Fixed Overhead Cost", "Fixed Labor Cost" and "New
Account Deduction" are deductions from the employee's pay. If you wish to retain a small amount of money
from the employee's commission each time this itemis sold, check these boxes. The "New Account Deduction"
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. The "Fixed Overhead Cost" and
"Fixed Labor Cost" fields are associated with the "Overhead Cost" and "Labor Cost" choices on the left. The
"Fixed Backbar Cost" is the amount of money that this service costs the business. This will affect the "Cost"
and "Profit" figures on sales reports.

19. Select the Overhead and Labor options for the service if these options will be different than whatis setin
your commission plans.

® Select "Use Commission Plan Defaults" if you would like to use the settings in the commission plan setup
for your employees.

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.

20. Click the "Save" button on the right to add the item to the list or click the "Save & New" button to add the
item and open a blank entry screen. The "Save & New" button can be used when you are entering one item
after another.
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4. Setup Packages / Series List

Packages will allow you to combine items (services and/or retail) so that you maysell these items togetherat
a discounted price. If the package is discounted, your clients will be more enticed to purchase the items that
are included in the package because theyare being sold ata discounted rate. When a package is sold, this is
guaranteed revenue foryour business and also allows you the opportunity to upsell items to your clients
when they come in for their package or when they come in for one of the items in a series package. A Package
can contain either physical products, Services, or Tanning. A package can be a combination of different types
of services oryou can make a series package. Aseries package is a prepaid package of the same service in
multiple quantities. Selling a prepaid series package also guarantees your business revenue, allows you the
opportunity to upsell and also increases your business' retention.

Here are some examples or each:

® Day Package: A 1 Hour Massage, Facial, Manicure and Pedicure can be combined fora day package or
Mother's Day Special.

e Series (Prepaid): Offer a package of Pedicures or Massages fora prepaid price thatis discounted from the
individual prices. Envision will track the customers' use of these packages. Each time the clientvisits for
one of their prepaid items, the item will be deducted from their available prepaid items.

1. Click on "Inventory" on the Menu Bar at the top of the screen.

2. Select "Package / Series" from the drop down menu.

3. Click the "New" button to add a new Package / Series to the list or click the "Edit" button to edit a
Package/ Series in thelist. The following screen will open without any information filled in.

@’ - e Exit

Item Id Item # 4245 | (@) Active? Item Type Package -
[ Edit| Package Details m
Description Day At The Spa H Save
Barcode 4345 bﬁ Save &
New
Department PACKAGE - I
Class M Last Sale On 817/2009 11:08:14 AM X Cacel
Last Update On 8/27/2009 4:57:24 PM P Next
4 Previous
Web URL

| Price |

Yalue 270,00 [¥|Series (Prepaid Items) 2 gy @ (0 (i (P
Mo Discounts on this Tkem

Retail Price 254,41 [w|Set Pkg as a Service e e Evaieles @ e T
%% Discount 5.80
Package Expires after 0z (D to never expire)

0 Days

0 wesks

7 Manths

4. Enter the name of the package into the "lItem Id" field. You may abbreviate the name in this field, however
if you choose to abbreviate the name, make sure thatitis a name that everyone who will be using the

Appointment Calendar and Sales Register screen will be able to remember when searching for the item. The
Item Id must be unique.
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Item Id Tips:

Types: Ifyou sell different types ofa package, you should also enter the type of the package in this field. For example, ifyou
offer different types of pedicures and you are creating a package of pedicures, it would be best to enter the type of pedicure in
the Item Id field so that separate items are created for the different types of pedicure packages. This is necessary for pricing,
scheduling, and reporting purposes.

Abbreviated Name or Acronym: You may also abbreviate the name ofthe product in this field. If you choose to abbreviate the
name or enter an acronym, make sure thatitis a name or acronym that everyone who will be using the Appointment Calendar
and Point Of Sale screen will be able to remember when searching for the item.

5. Enter the name of the package into the "Description” field. You may enter the same name that was entered
in the "lItem Id" field, or you can enter a longer more descriptive name here. The Description will be displayed
at the Sales Register and will be printed on your receipts.

6. Itis not necessary to enter a barcode number for package items, however you may enter your own unique
barcode number into the "Barcode" 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.

Set Inventory Barcode to Item No. Setting: You will need to turn on the option, "Set Inventory Barcode to Item No." under the
"General Options" screen of your Program Preferences.

Path to Setting: To turn this setting on, click on "Company" on the Menu Bar of Envision and select "Setup Program
Preferences" from the menu. When the Program Preferences window opens, click on the "General Options" button on the left.

7. Select a "Department" from your list of Inventory Departments. Itis best to create a separate department
for your packages so that they are easier to locate at the Sales Register. If you are selling a Series (Prepaid)
package and the name of the package is similar to the name of the service, it will be difficult to differentiate
between the single service item and the package. By placing the package in a separate department, this
problem will not occur.

The Departments that you setup are also the departments that create the department tabs in the Sales
Register. In the Sales Register you are able to turn on Product Buttons (displayed below). Because you will
not be using a barcode to select these packages, these product buttons will be your main method for adding a
package to a ticket in the Sales Register. These product buttons are all placed into categories, which are the
Inventory Departments. When an item is assigned to an Inventory Department and you are displaying your
product buttons in the Sales Register, a button will appear for thatitem when you click on the correct
Department Tab.

ADD-CN CHILDREN |~ CHILDREN
| SER\.-'ICE I IJ_INDER 4 - unoER 7 | ——
00 25.0 15.00 HAIR - GENE. ..
LOWE LOCKS MHC AIR - CHEM
|EKTENSIONS [ e | s 1HAR CHEM. .|
CoRECIAL | WoMENS HATF. - ADDL ..
STYLE H| ccon P HARCUTSY
00 40,00

Creating Inventory Departments: You must create a list of Inventory Departments before you are able to select a department

here. To add an Inventory Department, click on "Inventory" on the Menu Bar of Envision and select "Inventory Department
List" from the menu. You will then be able to create your list of Inventory Departments.
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8. Select a "Class" from your list of Inventory Class Types (optional). The class is a subcategory of the
department. The Class, along with "Department", can help you organize your inventory into logical groups.
Some examples of Class might be, "Salon", "Spa", "Massage", etc. Using the Class field will allow you to view
a smaller inventory grouping when running sales reports. These classes can be used to run the "Sales by
Inventory Department - Sales by Department / Class" report.

Creating Inventory Class Types: You must create a list of Inventory Classes before you are able to select a class here. Toadd an
Inventory Class, click on "Inventory" on the Menu Bar of Envision and select "Inventory Class Types" from the menu. You will
then be able to create your list of Inventory Class Types.

Path to Report: Click on "Reports" on the Menu Bar of Envision, select "Sales by Inventory Department"” and then select "Sales
by Department / Class" from the menu that appears to the right.

9. Enter a "Web URL" (optional).

Enter the URL of the website for this item into the "Web URL" field. You will be able to easily access the web
page specified by right clicking on top of the item in the Sales Register and selecting the "Web Link" option.

10. Check the "Series (Prepaid Items)" check box if necessary.

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 itemis 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 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 Sales Register, 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, if you wish to create a
prepaid package of 10 Swedish Massages, you would check this box on the "Package Details" screen and
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 Sales Register, 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 would
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
packagein thefirstsales 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 outin the Sales Register, they will not be charged
but their count will be reduced to 8. Envision will not charge the client at the Sales Register for this item until
all theitems in their package have been used.

11. Check the "Set Pkg as a Service" check box if you would like to report your Packages as a Service Type
item.

12. Use the "Package Expires After/Expire Type" fields if you would like the package to expire after a certain
amount of days, weeks or months.

You may set an expiration to this package if you would like to limit the amount of time that a client has to use
this package. Select "Days", "Weeks", or "Months" in the "Expire Type" section for the amount you enter in the
"Package Expires After" field.
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13. Click the "Package Details" tab at the top of the screen to select the items and quantities of the items that
will beincluded in the package.

@’ - H* Exit

Item Id DAY AT THE SPA Item # 4843 | W] Active? Item Type Package -
@| Package Details |@
Seq # Itern Id Qty Diescription Feetail Price Extend k= save
#
»@ Save &
> 1 HOUR SWEDISH MASSAC | &5.000] New
2 FACIAL 1 Facial 85.000 76.500 76.50
® Ccancel
3 LUMCH 1 Lunch 15000 13,500 13.50
4 ULTIMATE SPA MANICURE 1 ULTIMATE SPA MAMICURE 45.000 40,500 40.50 P Next
5 ULTIMATE SPa PEDICURE 1 LLTIMATE SPA FEDICURE G55,000 58.500 58.50
4 Previous

LEERN AL ]

ﬂ Add Ttem Assign a price or discount to entire package Value 295.00
} ; Retail Price 265.50
Price 0.00 Set Discount %
H Save Itern @ or Package % Discount 10.00
% Disc 10.00 Price

2 Remaove Item

14. Clickin the field labeled "Click here to add a new row" or click the "Add Item" button to add an item to
this list. All the items that make up the "Package" you are putting together can be selected here. Click the
drop down arrow that appears to open a drop down menu of your inventory items. After selecting the first
item, enter how many of thatitem will be included in this package under the "Qty" column. You may also set
the order that these items should be scheduled in under the column labeled "Seq #". You will not need to set
the "Seq #" if the items you will be selecting are selected in the correct order.

15. Enter a "Price" or "%Disc" in the "Assign a price or discount to entire package" section at the bottom of
this screen.

The "Price" field and "% Discount" fields at the bottom of this screen work in conjunction with the large "Set a
Discount % or Package Price" button. You may enter a flat price for the package into the "Price" field. When
you click the "Set Discount % or Package Price" button, the program will automatically calculate the percent
of discount, individual item "Package" prices 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.

16. Click the "Set Discount % or Package Price" button to set the price.
17. Click the "Save" button on the right to add the package to the list or click the "Save & New" button to add

the package and open a blank entry screen. The "Save & New" button can be used when you are entering one
item after another.

© 2010 Ennoview, Inc.



5. Setup Program Security

5. Setup Program Security

The following instructions will walk you through the three different parts of setting up your program security.
You will first need to setup your security profiles, then you will need to assign passwords and security levels

to each employee in your Employee List and finally you will be able to enable the program security.

1. Click on "Company" on the Menu Bar at the top of Envision.

2. Select "Setup Security Profiles" from the drop down menu.

3. Click on the "New" button on the Tool Bar at the top of this list to create a new Security Profile.

i

9

ad

10. After creating security profiles for the different levels of access that you would like to use, you will need
to assign passwords and security levels to each employee. Click on "Employee" on the Menu Bar of Envision

Security Profile Description

Check or Uncheck Menu Access:

| Backup ta Floppy or Lacal Drive...
Restare From Floppy of Local Drive...
| Use DEMO Data...
V| Utilities: Fils Maintenance
| Utilties: Select Data Direckory
Utilities: SQL Access to Database
¥| Utilities: Launch Database Editor
| Ltilties: Reset Emplayee Prebaok History File
| Ltilties: Reset Client Prepaid History File
Utilities: Reset Sequence Fields
¥| Litilities: Reset Calendar Links
| Utilties: Reset Automatic Canfirmation Flags
| Utilities: Yalidate RI Rules 2 Data
™| Utilties: Purge Expired Appointments
™| Ltilties: Change Calendar Time Slot Yalues
| Ltilties: Change Location Id Code
| Utilties: Edit ADS.IMI File
| Utilties: Expart. ..

i Exit

‘ I save

The title of the menu
options screen that you
are currently editing will

be displayed here

Each menu option screen is numbered.
Use the number displayed here to keep
track of which menu option screen you
are currently editing and to keep track of
how many screens you have left to edit

File Menu

The list of menu options on the left allow
wou to give access to individual menu
selections in the program.

Place a check mark next to every item vou
wish members of this group to have
access bo, Remove the check mark next
ko any item you wish to remove access ko,

The Mext/Previous buttons at the bottom of
this screen allows you ta scrall thraugh the
eleven main menu graupings in the

program,

After you have finished selecting the rights
ko the main menu, Proceed to the

Option's page.

Menu 1/11

1
@ Previous @ Mext
¥ Al

Save &

Page 1/2 ;,ﬂ New
¥ Cancel
P Next

4 Previous

17

Click the "Next" button to go to the next
screen of menu options. When you click this
button, you will see the menu options change
to the next menu options and the title of the
menu options will also change at the top of
the screen. Each screen is numbered, which
is displayed above the "Previous” button,

Mone

and select the "Employee List" from the menu.

. Enter a name for the Security Profile you are creating, at the top of this screen.

. Under the "Menu Options" tab, check and uncheck the items that this profile will have access to.
. Click the "Next" button in the lower right hand corner to open the next screen of Menu Options.

. When you have finished going through all of the Menu Option screens, click on the "Other Options" tab.
. Place a check mark next to every item you wish members of this group to have access to.

Click the "Save" button to save the new security profile you have created or "Save & New" to create
ditional security profiles.
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11. Double click on top of an employee's name to open their record and click on the "Other" tab.

v
e B ot o ot e

Employee Type

Birthdate -
Date Started 4/6/2005 -

Terminated On -

Set New Password |***|

Security Level FROMNT DESK -

12. Enter a password in the "Set New Password" field and select a "Security Level" from the drop down
menu.

13. Click the "Next" button on the right to go to the next employee's record.
14. After setting a Password and selecting a Security Level for each employee, you will then need to enable the
program security. Click on "Company" on the Menu Bar of Envision and select "Setup Program Preferences"

from the menu.

15. Click on the "Security Options" button on the left.

¥|Enable Program Security

Default Security Profile SERVICE PROVIDERS -
Employee Timecard / Login Login via Ermployes Id and Password -
Inactivity Logout {Seconds, O = Disable) oz
Forced Password Change {Days, 0 = Disable) oz

16. Check the "Enable Program Security" checkbox to turn on the security. You will not be able to check this
box until every employee in your Employee List has a Password and Security Level set to their employee
record.

17. Select a "Default Security Profile". This should be the profile with the least access.
18. Select the method that you would like your employees to use to login to the program from the "Employee
Timecard / Login" menu. They can login by entering their Employee Id and Password, with an Employee Id

Card or both.

19. If you would like the system to automatically Logout if the system has been inactive for certain amount of
seconds, enter how many seconds in the "Inactivity Logout" field.

20. If you would like your employees to be prompted / forced to enter a new password after a certain amount
of days, enter how many days in the "Forced Password Change" field.

21. Click the "Save" button in the upper right hand corner to save these settings.
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6. Setup Program Preferences

These setup screens should be completed before you start using the program. They set the operation of nearly
every screen in the program. The preferences explained here are only the preferences most commonly used.
For more information on all of the preferences, please refer to the Envision Users' Guide or Help File. These
preferences will depend on how you run your business. All of the preferences availablein your Program
Preferences are optional. The settings suggested in this guide are only suggestions. Itis completely up to you
if you would like to turn these options on or off.

1. Click on "Company" on the Menu Bar of Envision
2. Select "Setup Program Preferences" from the menu.

3. On the "Company Options" screen, enter your Company Information.

Setup Program Preferences -
Setup System Preferences o Save
Opti S
= Location Id |MAIN ‘
oy Business Name ENNCWIEN
. dd
Company Address |123 Sunny St.
City [Sunmyvile
State / County |FL

Postal Code |32XXX
@ Fax |

|
\
|
|
\
Taxes || ‘
\
|
|
\

TaxID 1
5 Tax ID 2 [
Credit Card f ACH Options Phone |555-555-1212
3} Email Address |
General Options Country |
| l@ Last Backup
Define Service Types 2/18/2010
A::“] Last File Maintenance
2{16f2010

Zalendar Options

4. Click on the "Hours of Operation" button on the left.

Setup Program Preferences X
Setup System Preferences o Save
. 2
Llis = Store Opens at Store Closes at
:;13', Sunday [~ Open 02:00 &M = 0200 PM B
Campany Monday Open 09:00 AM : 08:00 PM :
@ Tuesday Open 03:00 A1 : 10000 PM :
Hourslor e =| Wednesday Open 09:00 AM z 000 PM :
@ Thursday Cpen 09:00 &M s 02:00 PM :
Friday Open 09:00 AM z 0g:00 P :
Taxes
E Saturday Open 08:00 AM z 0=:00 PM :
Credit Card [ ACH Options

5. 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.

Scheduling Outside of Your Store Hours: 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. For example, ifyou close at 7 PM but still allow

appointments to be scheduled at 7:30 PM, you will need to open your hours to 8 PMor 9 PMso that you are able to see those
time slots in the calendar. Ifthe hours are setto close at 7 PM, you will not be able to see anything past 7 PM.
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6. Click on the "Taxes" button on the left.

Setup Program Preferences x

Setup System Preferences

»

Dptions

Carmpany

Hours of Operation

Zredit Card [ ACH Options

it
General Options

e

Define Service Types

Calendar Options

®

Point of Sale Options 1

®

Paint of Sale Optians 2

22

4 Save

t Appropriate Region (Pr
LIS Sales Tax

Tax Options)

(0 Canadian (GST / PST ar HST)

() Canadian (Quebec / Prince Edward GST/QST)
(©) European AT

() Australian GST

) New zedand GST

Setup Rates

Rate 1 Rate 2 Rate 3
Retail Products Taxable [ 6500 | oooo) | 0.000]
Service Items Taxable [ wom| | oooo) | 0.000]
Tanning Products Taxable | ID‘DDD| | D.DDD| | D.DDD|
Memberships Tanable [ wom| | ooon) | 0.000]
Gift Certificates Tanable [ oooo| | oooo) | 0.000]

|71 Tax Included in Product Price
|1 Compound Tax Rate 2 {Include Ticket Total + Tax 1)
|71 Compound Tax Rate 3 {Include Ticket Total + Tax 2)

Setup Tay Options

[|Rermove Tax Line on Printed Receipt
|7 &dd Tax to Gift Certificates

Tax Name

[ ]

7. Select the appropriate Tax Region and setup your tax rates by checking which items are taxable and
entering the correct tax rates in the fields to the right. The tax rate should be entered as a whole number. For
example, if your tax rateis 7%, this should be entered as "7.000". The "Rate 2" and "Rate 3" fields are for city
or county taxes. Entering these types of taxes as separate tax rates will allow you to keep separate records of
each type of tax so that you can run reports with these tax rates separated into their own separate totals.

8. Click the "Credit Card / ACH Options" button on the left (optional).

Setup Program Preferences X
4 Save

Camparny

Hours of Operation

Credit Card § ACH Options
i
s
General Options
Define Service Types

Calendar Options

@

Paint of Sale Options 1

@

Paint of Sale Options 2

b

edit Card Pre o tion
Credit Card Software Terminal {Credit & Debit Transactions)
) ICVerify (Credit Transactions Only)

1 UK Only - es Pay

[T Preauthorize Credit Card Receipts to allow for Tip Entry {(**May cause higher Processing Fees**)

Credit Card Terminal Software Setup (Y= KRt Ao sl =t

Information

Please call 1-407-253-0913 for help setting up a merchant account.

PNS Merchant No. (MID)
Client No. (CID)
Terminal No. (TID)

User Name

Password

rd Information

User Name

Password

Please call 1-407-253-0913 to setup an ACH account for membership billing.
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9. If you have purchased Envision's Credit Card Processing Module or if you are using the ACH Billing
Module, you will need to setup your account information here. Fill in the information provided to you for
your merchant account.

10. Click on the "General Options" button on the left.

Setup Program Preferences

@ Setup Systermn Preferences o Save
n General Dptions
Options * Mgr Override Password
/EF}; Default Inventory Markup 100
Compm, Default Employee Markup 20
1 Inventory Cost Method LIFO (Last Entered Cost) -
i Skin Test Check in Days j=ln

Hours of Operation
Tan ¥Warning in Hours 24

\ 7

¥|Set Inventory Barcode to Item Mo,
Taxes | Disable YWeekly Backup & File Maintenance Checks
= ¥|Leave Report Option Window Open after Preview /Print

| Disable Initial Start-Up Processing
! ™ |Enable Automatic Mermbership Renewal Processing

’_\! ¥ Auto Open Calendar | Auto Open Walk In Queus v| Auto Open Sales Regiser
o | Print Schedule when Logging In

Credit Card f ACH Options

General Options

@]

Force the following items to be entered when adding a new client

V|First f Last Mame New Client ID Format
Define Service Types
. V| Address Last Mame (Space) First Mame -
£ ,_)] v Email Address
¥|Home Phone | Mobile Phone

Calendar Options
¥|Lead Source

¢

Point of Sale Optians 1 Default Client Address Information

City

¢

State / County
Point of Sale Options 2
Postal Code

Phone Prefix

&

Loyalty Programs

ghal.
=

Security Opkions

11. Enter the "Mgr Override Password" in the first field at the top.

Manager Override

4 Enter Password

Password |

# cancel

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 any of the following features:

Recall Ticket

Void Ticket

Remove Ticket

No Sale

Pay Out

Override Time Clock (Override Button on the Time Clock screen)
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® Discount Button when discounts are turned off
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12. Enter the "Default Inventory Markup" in the field provided. The Inventory Markup is a percentage that
will befilled in automatically for each new retail item added to your retail list. Remember, itis only a default
and can be changed for particular inventory items as you enter them. Use whole numbers, for example "100"
for 100%. 100% is the most common setting.

13. Enter the "Default Employee Markup" (optional). If you markup your products by a small percentage
when products are sold to your employees, enter a number thatis a percent of markup that will be used as the
default for Employee purchases. Setting a percentage here will automatically set the "Employee Price" from
retail products, based on the cost of the product.

14. Select the "New Client ID Format". This selection is one of the most important settings in your Program
Preferences. This option will set the format that you will use to search for your clients. 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 firstinitial and last name of the client, however we strongly recommend setting this New Client Id Format
to Last Name (Space) First Name, First Name (Space) Last Name, First Name / Last Name or Last Name / First
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
firstinitial and last name.

Add New Client

€2 Enter Client Information

First Name Sarah Middle Initial
Last Name

Client Id CMNES SARAI * must be unique

15. Click on the "Calendar Options" button on the left.
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Setup Program Preferences

@ Setup System Preferences

Options F3

P
8 rl L]
Campany
L.

Hours of Operation

Credit Card f ACH Options
¥
»¥ .

General Options

2
Define Service Types

il

Calendar Options

e

Point of Sale Options 1

e

Point of Sale Options 2

®

Loyalty Programs

s
=

Security Opkions

n Appointment Options

| Show Popup Window of Client Motes at POS § Calendar

| Disregard Employee Work Schedule and Show ALL timeslots as Available
| Only Display Employees on Calendar that have Work Hours Scheduled

| Disregard Qualified Services in Calendar

™| Allove Double Booked Appointrnents

™| Auto Check Waiting List for Openings

¥|Prompt before Appointment Drag-n-Drop

™| Presvent Editing of History Appointrments

| Wiew Phone Nurmber on Calendar (If security is enabled, this option is set via the Security Profiles)
v|Require Mote to be Entered when Blocking Ermploves Time on Calendar
¥|Require Initials and Mote when Cancelling an Appointrment

V| Automatically set the Preferred Stylist After Each Appointrnent

| Allowe Appointrnents to be Booked during Shop Closed [/ Emnployee Off Times
v Automatically Set the Front Desk Operator when Logging into Programm
¥|Require Initials to be Entered when Booking Appointment

¥|Faorce Selection of the Retention Code when Booking Appointrnent

| Make ALL future appointrnents eligible for Prebook Status

V| Print Ticket to Receipt Printer upon Check In

| wWalk In Queus - Rotate Employess

|Walk In Queue - Print Work Ticket upon Check In

| wWalk In Queue - Force Client Selection

Color of Appointments Standard Colors -
Double Book Type Resources and Employees -
Calendar Name Format First Last -
Calendar Day Buttons Move by Wesk -

Employee Image Path

Images can be stored in a shared directory, however for speed, we recommend that you copy the images to each local poin a
similar area and set the Emplovees Image path here to indicate the cormmon path on each workstation that will hold the irmages.

4 Save

CDocuments and SettingsyMy Docurments My Pictures\Employee Images
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16. Check the "Show Popup Window of Client Notes at POS / Calendar" option if you would like client notes
to popup when the clientis selected. When you select a Client in the Appointment Calendar or Point of Sale,
notes that have been entered for the client will automatically pop up. This could be an important reminder
for your front desk staff or the employee thatis booking the appointment.

|4’ Client Notes for PEMBROOKE, ANNE

Client prefers 2 creams and 2 sugars in her coffee.

& OK 3 cancer

17. Uncheck the "Disregard Employee Work Schedule and show ALL timeslots as Available" check box if you
have setup your employees' schedules. If you do not plan on entering the hours that your employees work or
if their schedule varies, it will not be necessary to uncheck this option.

18. Check "Only Display Employees on Calendar that have Work Hours Scheduled" if you would like to only
display employees that are actually scheduled to work on the current day. If you have a large listing of
employees, this will make the list smaller when viewing the calendar and the employees that are displayed
will have wider columns, allowing you to view more information about the appointments scheduled.

19. Uncheck the "Disregard Qualified Services in Calendar"” check box if you have setup your employees' list of
qualified services. To setup the qualified services for each employee, open the Employee List and click on the
"Qualified Services" tab when an employee record is open.

20. Check the "Prompt before Appointment Drag-n-Drop" check box if you would like a warning to popup
when dragging and dropping an appointmentinto a different timeslot. If someone drags and drops an
appointment by accident, they will be asked if they are sure they would like to move the appointment. This
gives them the opportunity to cancel the move if this was done by accident.

21. Check the "Prevent Editing of History Appointments" check box if you do not want your employees to be
able to go to a past datein the Calendar and edit information about the appointments on past dates.

22. Leave the "View Phone Number on Calendar" option checked if you would like your employees to view the
client phone numbers on top of the appointments.

23. Check the "Require Note to be Entered when Blocking Time on Calendar" option if you would like to force
your employees to enter their initials and a reason when blocking out time in the Calendar. They will not be
able to block out time without entering this information.

24. Check the "Require Initials and Note when Canceling an Appointment" option if you would like to force
your employees to enter their initials and a reason when canceling an appointment in the Calendar. They will
not be able to cancel an appointment without entering this information.

25. Check the "Automatically Set the Front Desk Operator when Logging into Program" option if you are
running reports that track Add-On sales and Prebooks and would like to view who was set as the "FDO" when
there was an Add-On or a Prebook scheduled.

26. Check the "Require Initials to be Entered when Booking Appointment" option if you would like to force
your employees to enter their initials when booking an appointmentin the Calendar. They will not be able to
book an appointment without entering their initials.
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27. Check the "Force Selection of the Retention Code when Booking Appointment" option if you would like to
keep track of how many of your clients were "New Client", "Salon Client (Returning Clients)", "Repeat /
Request" or "Referral”. This can be used for the "Client Count Summary" report.

28. Click on the "Point of Sale Options 1" button on the left.

Setup Program Preferences b 4

@ Setup System Preferences & Save
=
Julilnu & | Disable Autornatic Daily Z-Out
e | Allow Multiple POS On-Hold tickets per Client
=i v| Automatically clear employvee id field after adding a product [ service to the ticket
Company | Allow negative inventory quantity values during POS checkout
L v|Enable Tan f Massage Bed Selection in POS

| Check for Prebooked Appt at POS Checkout
RS 6ff @t am | Show Service Price Level 1 on POS Product Buttons
@ ™| Do not add Duplicate Services to an existing On-Hold Ticket from the POS Checkout option

| Disable printing of Gift Certificate at POS

| Receipt - Print Mext Appaintment

=_? ¥|Receipt - Print Balance on Gift Certificates
Credit Card ] ACH Options |Receipt - Print Item Id Instead of Description
-l ¥|Receipt - Print Signature Line for On Account Payments

General Cptions V|Receipt - Print Available Loyalty Points

5 I V|Receipt - Print Rernaining Balance on Prepaid Items

29. Check the "Disable Automatic Daily Z-Out" option if you will be performing a Z-Out (Reconciling your Cash
Drawer) every night or every morning before the start of business for the next day. If you will be performing
the Z-Out each night or each morning, it will not be necessary to have the program automatically do the Z-Out.
Leaving this check box unchecked will create an extra drawer for the day if you close the drawer and then the
program closes the drawer again.

30. Check the "Automatically clear employee id field after adding a product / service to the ticket" option if
your clients are serviced by multiple service providers in one day. Every time a service or productis added to
a ticket you will be asked to select the employee that performed the service or sold the product to the client.

31. Check the "Check for Prebooked Appt at POS Checkout" option to receive a prompt if a client does not
have a future appointment. When you click the "Sale / Cash Out" button to complete 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.

92 This client does NOT have a future prebooked appointment. set:
-

Employee: COLLEEN MORRIS has no prebook for Anne Pembrooke

Do you wish bo create an appointment now?

32. Check the "Receipt - Print Next Appointment" option if you would like the client's next appointment
printed on their receipt.

33. Check the "Receipt - Print Balance on Gift Certificates" option if you would like the client's remaining gift
certificate balance printed on their receipt. This will be printed if they use their gift certificate for the
transaction that the receiptis being printed for.

34. Check the "Receipt - Print Signature Line for On Account Payments" option if you will be using the On
Accounts payment feature. This will printa signature line on your receipts when the "On Account" payment

type has been selected.

35. Check "Receipt - Print Remaining Balance on Prepaid Items" if you would like the client's remaining
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prepaid item balance printed on their receipt. This will be printed if they use one of their prepaid items on the
transaction that the receiptis being printed for.

36. Check "Receipt - Print Available Loyalty Points"option if you would like the client's amount of available
loyalty points printed on their receipt. This will be printed if the client has used any loyalty points on the

transaction that the receiptis being printed for.

37. Click on the "Point of Sale Options 2" button on the left.

Setup Program Preferences x

@ Setup System Preferences & Save
Dpki ES
= d Initial Cash in Drawer 200.00
% Client Retention Options Determine Retention and Crly Prompt if Conflict -
—
Gy POS Inhouse Sales Emp Id INHOUSE -
[ POS Receipt Emp Format First Marme Only -
- POS Receipt Client Format Marne Only -
Hours of Operation i
—| POS Inventory Display Order Barcode -
@ Walk In Price Level 0 % | Selecting a Level > 0 Overrides the Standard
TS i Employee Price module and calculates
POS Change Window Delay (Sec) 30 % | walk-In Pricing based upon this fixed level,
=':‘F Number of Receipts to Print 17
Credit Card f ACH Options Gift Certificate Template -
ik Gift Certificate Expiration in Months
of
zeneral Options Force CC Scan when CC type is selected
. ‘@ Other Payment 1 Title

Define Service Types
e Other Payment 2 Title

: _] 0Other Payment 3 Title
Calendar Options Other Payment 4 Title
% Other Payment 5 Title

Paink of Sale Options 1 Other Payment 6 Title

@ Other Payment 7 Title

Paint of Sale Options 2 Other Payment 8 Title

% You can display custom inages on the butfons by placing image fies m the program directory and name Bhem MMEOTHER TGP -

e iy G FMEOTHER B.BMP. Bufton images must be windows bmp Format and show'd be sized no farger than 59 wida by 24 haight.

el
=

38. Enter the "Initial Cash in Drawer" in the field provided. This is the default amount that will show up on the
Z-Out window. This amount can be changed each morning when the starting balanceis counted.

39. If you will be using a barcode scanner, set the "POS Inventory Display Order" to "Barcode".

40. If you will be using Envision's Credit Card Processing Module, set the "Force CCard Scan if CC Payment
Type Selected" option to "Remind" or "Require". If you select the "Remind" option and someone forgets to
process a credit card when a credit card payment type is selected, you will be reminded to process the card
before completing the sales transaction. If you select the "Require" option, they will not be able to complete
the transaction without processing a credit card first.

** Motice **

A credit card bype has been selected, however,
it does not appear that vou have scanned a card,

Do you wish to scan the card at this time?
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41. If you would like to send out Automated Appointment Reminders, click on the "Appointment Reminders"
button on the left.

Setup Program Preferences b 4

Setup System Preferences v save

FoInk ar sale Options £

% Rerminder Frequency and Method of Del

Lovalky Programs V| Enade Automated Appoirtment Confirmations

1. Reminder Frequency

i

i 10 Days Before Appointment -

Reminder Type ‘ia Emnail ~

i
’
Security Opkions

Reminder Frequency 5 Days Before Appointrment -

Cond

Reminder Type Both Emnail & SMS

Setup User Defined Fields

3. Reminder Frequency Morning Of Appointrent -

i

Reminder Type ia SMS -

Appoinkment Reminders

trictions for Appointrnent Reminders
@ Send appaointment reminders automatically throughout the day,

Email Preferences (©) Only send appaintment reminders during the follawing time frame. (Only valid for Freg > 1 Day)
% Start Time 0900 AM : Limit Auto Reminders Processing to Station
SMS Preferences End Time [p=:00 P 2] [WORKSTATION 2 -

3

SMS Confirmation Messagel =

TeleVox Preferences MNOTICE: The owerall length of wour reminder message must be equal to or smaller than the mazximum message limit imposed by your provider,
Most M5 messages are limited to 160 characters,
) Message Appointrnent Reminder on <ApptDates at <ApptTimes for <Servicelist> Respond Yes to
Payroll Options confirmn
GL Account Preferences =
! a0/160
‘Web Site Options
T Wiew SMS Actions First Name Last Name Services Appointment Date || Appointment Time
Themes

42. Setup the frequencies that you will be using for Appointment Confirmations. For example, if you would
like to send a confirmation via email seven days before your clients' appointments, choose the "7 Days Before
Appointment" Reminder Frequency and then set the "Reminder Type" to "Via Email". You can also send
another email one or two days before your clients' appointments and then a text message the morning of their
appointment, so they can be reminded up to 3 times. You can set all three of the Reminder Frequency settings
or just one or two of them. You will need to setup your Email Preferences and SMS Preferences before you are
able to send the Automated Appointment Confirmations via email and SMS.

43. If you do not want Appointment Confirmations sent throughout the day, select the "Only send
appointment reminders during the following time frame" in the "Time Restrictions for Appointment
Reminders" section and set the "Start Time" and "End Time". Appointment Reminders will only be sent
during the times set here. You can also select a station that Appointment Reminders will be sent from if you
do not want Appointment Reminders sent from all workstations that have Envision installed.

44. Check the "Enable Automated Appointment Confirmations" check box when you are ready to turn on the
Automated Appointment Confirmations. It would be best to setup your Email Preferences and SMS Preferences
before checking this box.
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45. If you will be sending out Automated Appointment Confirmations or Email Marketing, click on the "Email
Preferences" button on the left.

Setup Program Preferences X

Setup System Preferences o Save
Point o Sale Optons 1 I
g Outgoing Mail Server (SMTP) ‘smtp.dama\n.ccuml |
Point of Sale Options 2
Mail Server User Name ‘yaurusemame%dumain.cum |
% Mail Server Password ‘*““** |
LoyalvRieaas Mail Server Port 25 5
fiug
Ej

§

Security Cptions 0 UszerNarne | Password

& @ NTLM

Setup User Defined Fields ) CRAMMDS

&Q Owner's Email Address ‘anersemai\@dumain‘mm |

Appointment Reminders

Salon's Email Address ‘husmessema\l@domain.cnm |

Validate Account and Send Test Email
Email Preferences

%\ THVALID

SMS Preferences

46. Enter the "Outgoing Mail Server (SMTP)" in the field provided. If you are not sure what this is, your email
provider should be able to provide you with this information.

47. Enter the "Mail Server User Name" and "Mail Server Password" in the fields provided. If you are not sure
what this information is, your email provider should also be able to provide you with this information.

48. The most commonly used "Mail Server Port" is "25", however you may need to enter a different port
number depending on the port used by your email provider.

49. Enter the "Owner's Email Address" and the "Salon's Email Address" into the fields provided.

50. Click the "Validate Account and Send Test Email" button to test these settings. The word "Valid" will be
displayed below this button when the settings have been validated.

51. If you have signed up for an Envision SMS Account, click on the "SMS Preferences" button on the | eft.

Setup Program Preferences X

Setup System Preferences o Save
L8lenaar Oprons T
Paint of Sale Options 1 Please call 1-407-253-0913 or via email o sals@ennovisw,com ko ssbup yaur SMS account,
& client Id \ \
Paint of Sale Options 2 UserName [ |
Password [ |
Layalty Prograns SMS Country Code Prefix ‘1 ‘
;..E SMS Account INVALID Validate Account & Check Balance
& v Autornatically notify employee on appointment cancellations.

Setup User Defined Flelds ¥ Automatically notify employee on new appointments scheduled for today.
| Automatically notify employee on Cient Check In
! Aliowr Clients to Cancel Appaintments via SMS by texting above key

Appointment Remindsrs
Maodify SMS Messages 160 character length

Waiting List Message (K

Errail Bl Please call the salon, we now have an opening on the schedule for your appointment.

L

y 3/160 First Name Last Name Services AppointmentDate | Appointment Time
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52. Enter your SMS Account information into the fields provided. You can also check your balance, history
and edit your SMS messages. If you are notsigned up for an SMS Account and would like to be, please contact
us at 1-407-253-0913 or email us at sales@ennoview.com to setup your SMS account.

53. Check the "Automatically notify employee on appointment cancellations" check box if you would like a
text message sent your employees when one of their appointments has been canceled.

54. Check the "Automatically notify employee on new appointments scheduled for today" check if you would
like a text message sent to your employees when a new appointmentis scheduled for them on the current day.

55. Check the "Automatically notify employee on Client Check In" check box if you would like a text message
sent to your employees when their clientis checked in.

56. Check the "Allow Clients to Cancel Appointments via SMS by texting above key" check box if you would
like your clients to be able to automatically cancel their appointment by texting the word that you enter into
the "Cancel Key" field above.

53. If you have a Twitter Account for your business or if you are using one of Envision's Online Booking
options, click on the "Web Options" button on the | eft.

Setup Program Preferences b 4

Setup System Preferences v save

Foink af =ale Options &

@) witter Account Information

Lowalty Programs

= UserName |UserNarne| |
=
EEEEEEEEE L
Security Options Password | |
& Size of Viewing History {20 - 200) 20 :
Setup User Defined Fields
x Onling Appointrnent Weh Site
Please call 1-407-253-0913 or via email at sales@ennoview.com ko setup your Web Site account,

Appointment Reminders
Client Id | |
UserName | |

Email Preferences

% Password | |

SM3 Preferences

54. Enter your Twitter Account Information in the fields provided.

55. Enter your Online Booking accountinformation in the fields provided. If you have not setup a Web Site
account yet and would like to do this, please contact us at 1-407-253-0913 or via email at sales @ennoview.
com.

56. Click the "Save" button in the upper right hand corner of the "Setup Program Preferences" screen to save
your settings.
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7. Setup Commission Plans

If you will be using Envision to calculate commissions for payroll, it will be important to setup Commission
Plans before setting up your Employee List. There are multiple ways of setting up Commission Plans. The
following instructions will provide steps for setting up a Straight Commission Percentage Plan, a Sliding Scale
Commission Plan and an Inventory Department Commission Plan.

Straight Commission Plan

The following instructions are for setting up a Straight Commission Plan of 50% for service items and 10% for
retail items.

1. Click on "Accounting" on the Menu Bar of Envision.
2. Select "Commission Plans" from the menu.

3. Click on the "New" button at the top of the list.

ISBWiEB Eummissiunl Retail Commission | Retail to Service Bonus | Manager Commission

Commission Plan Description S0% SERWICE / 10% RETAIL PLAN

Plan Type Straight Scale Commission ‘ & Deductions

Mle) e Guaniis Alswed 0 Subtract Before Cornmission Calculation

Exclude Inv Overhead Deductions (7) Subtract After Comnmission Calculation
Exclude Iny Labor Deductions
Exclude Inv Mew Account Deductions

Add a Flat Charge per Item

)
Add a Flat Charge per Ticket l:l
)

Set all Overhead deductions to this percentage

Enter Low values first and increase the range / percentages to the right
Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7 Level 8

From Sales | o | o | o | o | o | ol | ol | ol
To Sales |99999599| | al | al | al | ol | ol | ol | al
Percent % | sooof|  ooof] om0 ooof|  ooof|  ooof|  ooof|  oogf

4. Enter a name for the Commission Plan in the "Commission Plan Description" field.

5. Click on the drop down arrow in the "Plan Type" field and select the "Straight Scale Commission" plan type.
6. Leave the "From Sales" field under the "Level 1" column set to zero.

7. Clickin the "To Sales" field under the "Level 1" column and enter "99999999".

8. Click in the "Percent %" field under the "Level 1" column and enter "50".

© 2010 Ennoview, Inc.



32 Envision Implementation Guide

9. Click on the "Retail Commission" tab at the top of the screen.

Service Commission [EEe NFNEELNY Retail to Service Bonus | Manager COmmission

Retail Commission Options

Plan Type Straight Scale Comission -

Mo Cornrnission Overrides Allowed Minimum Service Sales Required
Exclude Service Deductions from RTS%
Exclude Tanning Sales

Exclude Gift Certificate Sales

Mazimum RTS Commission %o

JL

Minimum RTS % Required

Retail Commission Plan
Select From [/ To Scale Calculate Cormrniss
@ Taotal Retail Sales ) On Retail Sales
() Total Retail Profit ) On Retail Profit
() Total Service Sales () On Service Sales

Enter Low values first and increase the range / percentages to the right

Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7 Level 8

From Sales | ol | ol | ol | ol | ol | o | ol | ol
To Sales |99999009 | | al | al | ol | al | ol | ol | ol
Percent % [ 1o oeof[  ooof[ om0l oo oed)|  ooof|  oaof

10. Click on the drop down arrow in the "Plan Type" field and select the "Straight Scale Commission" plan

type.

11. Check the "No Commission Overrides Allowed" check box if you do not want commission overrides for
retail items to affect the retail commission for anyone under this commission plan. If you have any
Commission Overrides setup for any of your retail items, they will not be used with this box checked.

12. Check the "Exclude Tanning Sales" check box if you sell tanning services and do not want anyone under

this commission plan to receive commission on Tanning sales.

13. Check the "Exclude Gift Certificate Sales" check box if you do not want anyone under this commission plan

to receive commission on Gift Certificate sales.

14. Leave the "From Sales" field under the "Level 1" column set to zero.

15. Click in the "To Sales" field under the "Level 1" column and enter "99999999".
16. Click in the "Percent %" field under the "Level 1" column and enter "10".

17. Click the "Save" button on theright.
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Sliding Scale Commission Plan

The following instructions are for setting up a Sliding Scale Commission Plan. The Sliding Scale Commission
forservice will specifically be from $0 to $1000, 50%, from $1000 to $2000, 52%, and from $2000 and up, 53%. The
Sliding Scale Commission for Retail will specifically be from S0 to $500, 10%, from $500 to $1000, 15% and from
$1000 and up, 17%.

1. Click on "Accounting" on the Menu Bar of Envision.

2. Select "Commission Plans" from the menu.

3. Click on the "New" button at the top of the list.

EEA R AR Retail Commission | Retail to Service Bonus | Manager Commission

Commission Plan Description SLIDIMNG SCALE COMMISSION PLAM

ice Deductions

Plan Type Sliding Scale Cornmission -

Mle) e Guaniis Alswed 0 Subtract Before Cornmission Calculation

Exclude Inv Overhead Deductions (7) Subtract After Commission Calculation
Exclude Iny Labor Deductions
Exclude Inv Mew Account Deductions

Add a Flat Charge per Item

I
Add a Flat Charge per Ticket l:l
I

Set all Overhead deductions to this percentage

Service Commission Plan

Enter Low values first and increase the range / percentages to the right
Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7 Level 8

From Sales | o/ 1m0||  2oo0] | o | ol | ol | ol | ol
To Sales | 100/  2000] 99999999 | ol | ol | ol | ol | ol
Percent % | sooof| s2om0|| s3mol|  ooof|  ooof)  ooof|  ooof|  oogf

4. Enter a name for the Commission Plan in the "Commission Plan Description" field.

5. Click on the drop down arrow in the "Plan Type" field and select the plan type.

Sliding Scale Commission vs. Straight Scale Commission: You can choose either the "Straight Scale Commission" plan type OR
the "Sliding Scale Commission" plan type for a Sliding Scale Commission Plan. Usingthe sliding scale commission specified for

these instructions and in the image above, ifan employee sells $1500 in Service Sales and you would like to pay the employee
52% on the entire $1500, you would select a "Straight Scale Commission" plan type. Ifyou would like to pay the employee 50%
on the first $1000 and then 52% on the remaining $500, select the "Sliding Scale Commission" plan type.

6. Leave the "From Sales" field under the "Level 1" column set to zero.

7. Click in the "To Sales" field under the "Level 1" column and enter "1000".

8. Click in the "Percent %" field under the "Level 1" column and enter "50".

9. Click in the "From Sales" field under the "Level 2" column and enter "1000".

10. Click in the "To Sales" field under the "Level 2" column and enter "2000".

11. Click in the "Percent %" field under the "Level 2" column and enter "52".
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12. Click in the "From Sales" field under the "Level 3" column and enter "2000".
13. Click in the "To Sales" field under the "Level 3" column and enter "99999999".
14. Click in the "Percent %" field under the "Level 3" column and enter "53".

15. Click on the "Retail Commission" tab at the top of the screen.

Service Commission ([BEEIEINELN Retail to Service Bonus | Manager Commission

Retail Commission Options

Plan Type {Sliding Scale Commission .

Mo Cornrnission Overrides Allowed Minimum Service Sales Required
Exclude Service Deductions from RTS% Maximum RTS Commission %

Exclude Tanning Sales

Minimum RTS % Required
Exclude Gift Certificate Sales

)L

() Total Retail Sales (0 On Retal Sales

(©) Total Retail Profit (©) On Retail Profit
(©) Total Service Sales (©) On Service Sales

Enter Low values first and increase the range / percentages to the right
Level 1 Level 2 Level 3 Level 4 Level 5 Level 6 Level 7 Level 8

From Sales | ol | so0f [ 1o00] | ol | ol | o | ol | ol
To Sales | 500/ | 1000] (99999999 | ol | al | ol | ol | ol
Percent % [ woo|[ 1500l 1700/ ooof[  ooof[ ool ooof[ 000

16. Click on the drop down arrow in the "Plan Type" field and select the plan type.

Sliding Scale Commission vs. Straight Scale Commission: You can choose either the "Straight Scale Commission" plan type OR
the "Sliding Scale Commission" plan type for a Sliding Scale Commission Plan. Usingthe sliding scale commission specified for

these instructions and in the image above, ifan employee sells $550 in Retail Sales and you would like to pay the employee
15% on the entire $550, you would select a "Straight Scale Commission" plan type. Ifyou would like to pay the employee 10%

on the first $500 and then 15% on the remaining $50, select the "Sliding Scale Commission" plan type.

17. Check the "No Commission Overrides Allowed" check box if you do not want commission overrides for
retail items to affect the retail commission for anyone under this commission plan. If you have any
Commission Overrides setup for any of your retail items, they will not be used with this box checked.

18. Check the "Exclude Tanning Sales" check box if you sell tanning services and do not want anyone under

this commission plan to receive commission on Tanning sales.

19. Check the "Exclude Gift Certificate Sales" check box if you do not want anyone under this commission plan

to receive commission on Gift Certificate sales.

20. Leave the "From Sales" field under the "Level 1" column set to zero.

21. Click in the "To Sales" field under the "Level 1" column and enter "500".

22. Clickin the "Percent %" field under the "Level 1" column and enter "10".

23. Click in the "From Sales" field under the "Level 2" column and enter "500".

24. Click in the "To Sales" field under the "Level 2" column and enter "1000".
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25. Click in the "Percent %" field under the "Level 2" column and enter "15".

26. Click in the "From Sales" field under the "Level 3" column and enter "1000".
27. Clickin the "To Sales" field under the "Level 3" column and enter "99999999".
28. Clickin the "Percent %" field under the "Level 3" column and enter "17".

29. Click the "Save" button on the right.

Inventory Department Commission Plan

The following instructions are for setting up an Inventory Department Commission Plan. The percentage will
depend on the percentage setup for each Inventory Department. The Inventory Department Commission Plan
can onlybe setup for Service Commission.

1. Click on "Accounting" on the Menu Bar of Envision.

2. Select "Commission Plans" from the menu.

3. Click on the "New" button at the top of the list.

[Service Eummissiunl Retail Commission | Retail to Service Bonus | Manager Commission

Commission Plan Description IMVEMTORY DEPT COMMISSION PLAMN|

Carnm

Plan Type Inventary Departrment Cammissian - Service Deductions

[F1Mo Commission Overrides Allowed () Subtract Before Commission Calculation

[~|Exclude Inv Overhead Deductions () Subtract After Cornmission Calculation
[ Exclude Inv Labor Deductions

[7] Exclude Inv Mew Account Deductions
Add a Flat Charge per Item

Add a Flat Charge per Ticket

Set all Overhead deductions to this percentage

i

4. Enter a name for the Commission Plan in the "Commission Plan Description" field.

5. Click on the drop down arrow in the "Plan Type" field and select the "Inventory Department Commission"
plan type.

6. Click the "Save" button on the right.

Inventory Department Commission Percentages: To setup the percentages for each Inventory Department, click on "Inventory'
on the Menu Bar of Envision and select "Inventory Departments" from the menu. Clickin the "Commission %" field on the right
side of the list and enter the correct commission percent for each service department.

FA I save 3 Delete “ pptions - [ Exit

Irwentory Departrent / |Display Order  |Display on POS Tabs Cornmission %o

- FACIAL
- MAKELUR
- WAKES
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8. Setup Employee List

It will be necessary to setup your list of employees so that you are able to schedule appointments for them
and select them as the service provider or sales person for sales transactions.

1. Click on "Employee" on the Menu Bar at the top of the screen.
2. Select the "Employee List" from the drop down menu.

3. Click the "New" button on the 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.

W | | | - | E* Exit

IAt_Jdress 8

Employee Id |.~'-\NNE CREW | [¥|Employee is Active k= Save

Employee # | 2| b@ Save &

) New

First Name |Anne |

Middle [ | Gender #® Ccancel
) Male

Last Name [crew | _ P Next
0 Female

Nick Name | | Appointment Book 4 previous

Address 1 | | e

Address 2 | | @] Show on Appointrnent Book
. 5 -

City | | Display Order -

State / County | | Department [ESTHETICIAN -

Postal Code | | Alt Contact | |

County | | Alt Phone | |

Phone | | Location a1 -]

Mobhile | | Send Messages Via | Eoth Email & SMS ~ |

Work | |

Beeper | | Last Update - 8/20/2009 11:01:50 AM

Email | |

Image File Name |C:\D0cuments and SettingsMy DocurnentsiMy Pictures\Ermployes Imagesic-2.jpg |

fmages can be sfored M 3 Mhared directory, However for speaed. we recommend Bhal you capy the mages o
g each focal pe in a smiar area and zef the Employesa fmage path in the company sefup options.

4. Enter an "Employee Id" at the top of this screen. The Employee ID is used to Login/Logout an employee and
is also used for searching for an Employee in the Point of Sale or Appointment Calendar windows. Itis bestto
enter a name into this field.

5. Enter all available employee contact information on this "Address" screen.

6. Uncheck the "Show in Appointment Book" check box if the employee you are entering does not take
appointments.

Appointment Book Settings: If the employee is front desk staff, they will not need their own column in the calendar. 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.

7. Select or add a "Department” for the employee. Select the Employee Department by clicking on the drop
down arrow in the Department field. Setting up departments for your employees will allow you to view
employees in the Calendar by the Employee Department. For example, if you have Stylists, Nail Techs,
Estheticians and Massage Therapists and would like to view only your Stylists to book a haircut appointment,
you will be able to click on a department for your stylists if you have created an Employee Department for
this.
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Creating Employee Departments: You must create a list of Emloyee Departments before you are able to select a department

here. Toadd an Employee Department, click on "Employee" on the Menu Bar of Envision and select "Employee Departments
from the menu. You will then be able to create your list of Employee Departments.

8. Select a "Location" if you have multiple business locations and you are using the Enterprise version of
Envision, select the appropriate location that the employee normally works at.

37

9. In the "Send Messages Via" field, select the method that the employee prefers to have messages and
confirmations sent to them. Envision can send messages to the employee to inform them of a new

appointmentora canceled appointment. If the employee does not use a phone for text messaging, you will
need to select "Email Only" or "Disable Confirmations" if they do not want to receive any confirmations. If

they use their phone for text messaging they will probably prefer the "SMS Only" option or "Both Email & SMS".

10. Click on the "Other" tab at the top of the screen.

& |

-| [+ Exit

[ cherl Certifications Qualified Services | Payroll

Employee Type ESTHETIC L3 -
Birthdate [ -]
Date Started 7/28/2004 -

Temminated on —

Set New Password | |

Security Level |SERVICE FPROVIDERS - |

1D Card | |

Employee Client Link | -
Service Provider Type | Esthetic - |
FAME Id |

Service Price Level

© Level 1 ) Level 4A © Level 9

) Level 2 ) Level 484 ) Level 10

@ Level 3 Entry Level

) Level 4 ) Level 8

Employee Goal Preferences

Plan Type [STANDARD PLAN - |
Level | Level3 - |

Pager Type

(@ - Not Selected —
(@) Vibration Only

@) Numeric Only
@) Alpha Numeric

pager 1

Allow Access to Internet Site
Enable Internet Site Administration

I save

Save &
New

¥ cancel
P Next

4 Previous

11. Select or add an "Employee Type" (optional).

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 which level the employeeis. Itis not

necessary to enter an Employee Type, however they can be displayed below the employee's name at the top of

their column in the calendar.

Employee Type

Birthdate Description

Date Started INDEPEMDEMT COMTRACTOR
ate starte LEVEL 1

Terminated On LEVEL 2

Password LEWEL 3

LEVEL 4
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Setting Up Employee Types: To setup your Employee Types, click on "Employee" on the Menu Bar of Envision and select
"Employee Types" from the menu.

Displaying Employee Types on the Calendar: To display the Employee Types below the employee's name at the top of their
column in the calendar, click on the "Calendar" button on the Tool Bar at the top and click on the "Theme" button at the top of
the calendar. Click on the drop down arrow to select the "Employee Description"in the lower right hand corner. You can

display the Employee Department or the Employee Type.

12. Select the Employee's "Birthdate" and "Date Started" if you would like to keep this information on record.

13. Enter a "Password" and select a "Security Level" if you will be using the Time Clock and Program Security
(optional). 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 need to Log In and Log Out with. The
Pager Type and Page ID are to be entered if you are using the pager system.

Setting Up Security: 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 second
step of setting up the security. For more information on setting up the Security Profiles, please refer to the "Setup Security"
section of this guide. Forinformation on enablingthe security, please refer to "Enable Program Security" under the "Setup
Program Preferences" section of this guide.

14. Select a "Service Price Level" if your employees are setup for different levels of pricing based on
experience (optional). The Service Price Level is the level associated with the price levels you setup for
services. This is the price level that the employee will charge their clients.

13. Click on the "Certifications" tab at the top of this screen if your employees have certifications or licenses
that you need to keep on record.

| o | P e

kd Save

Certification Id Statt Date Expires On Updated On Updated By Save &

m Click here ko add a new row "‘@ New

> BTATE LICENSE O~

CITY LICENSE 2f11/2005 2:57:5¢ ASHAS

¥ cancel
P Next

4 Previous

14. To add certifications to this list, click in the field labeled "Click here to add a new row". Clicking in this
field will provide a drop down arrow. Click the drop down arrow to select the first certification from your list.
If you need to add additional certifications, click in the blank row directly below the row where the first
certification was selected. The first certification will move to the second row and you will be able to add an
additional certification by clicking in the field labeled "Click here to add a new row". 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.

Setting Up Employee Certifications: To create your list of Employee

Certifications, click on "Employee" on the Menu Bar of Envision and select
"Employee Certifications" from the menu.

Description
CITY LICENSE
STATE LICEMSE
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15. Select the "Start Date" and "Expires On" date of the Certification.

Removing Certifica If you would like to remove a certification, i ification in the listand select

"Remove this Ite

16. Click on the "Custom" tab at the top of this screen if you would like to enter information into your User
Defined Fields for the employee.

sort | P e

Cuistom

ke Save

555-555-3652 5@

Save &
New

Emergency
Criver's License
USER D4 *® Cancel
LSERDS
USERDE IS
USERO7
USERDS
LSERDS

4 Previous

Setting Up Custom Fields: To setup your custom fields, click on "Company" on the Menu Bar of Envision and select "Setup
Program Preferences" from the menu. Click on the "Setup User Defined Fields" button on the left to enter your own User
Defined Fields.

17. Click on the "Notes" tab at the top of this screen if you would like to enter notes about this employee that

you may want to keep on record.

m | | - | et

her | Certifications | Customn ((RlEl(=

I save

Save &
o New

MNotes for Anne|

¥ cancel
¥ Next

4 Previous

Employee Notes: The notes entered here can also be viewed in the Appointment Calendar. These notes should not be
personal or private notes for the employee. The notes entered here can be used to assist your Front Desk with scheduling

appointments ifthere is any information that the employee needs to remember when scheduling an appointment for this
service provider.

18. Click on the "Messages" tab at the top of this screen. Use the Messages screen to send a message to an
employee when they clock in with the Employee Time Clock.

|  sort | - G Bt

k9 save

Enter Message [¥] tlert Employee at Clock In 4w Add NewMsg F,B Save &
New

¥ cancel
P Next

4 Previous

Entered On Entered By Alert |Mote Received  Updated Or Updated By
>3 FIM |ASANTIAGO . | [epmm
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Employee Messages: The Message screen can be used when a message needs to be passed on to an employee and you are not

sure if they will receive the message or if you do not have time to give them the message yourself. You may enter the message
in this screen and it will pop up when they clockin. You will also be able to see when the message was received.

19. Click on the "Qualified Services" tab at the top of this screen. Select the services that the employeeiis
qualified to perform. To do this, click the "Add Item" button in the lower left hand corner of this screen or you
may select a service department in the lower right hand corner of this screen and click the "Add All" button to
add all of the services from the selected department.

P | | sort | 3T
Address | Other | Certifications | Custom | Notes | Messages ([SUELIEHRENTES) payrol
List Services this Employee is Qualified to Perform & Price Overrides I save
Service Setup Process Complete  |Price Override Cormmission Override i Save &
>[ALPHA BETA PEEL FACIAL 01:00 00:00 00:00 0.00 0.00] o New
ANTI-AGING AND FIRMING FACIAL 01:30 00:00 00:00 0.00 0.00
BACK TREATMENT (30MIN) 00:30 00:00 00:00 0.00 0.00 2 Ll
BACK TREATMENT (BOMIN) 01:00 00:00 00:00 0.00 0.00 P Next
BODY WRAPS 00:45 00:00 00:00 0.00 0.00
BRIDAL MAKEUP APPLICATION 01:30 00:00 00:00 0.00 0.00|= 4 Previous
BRIGHTEMING ENHANCEMENT TREAT 00:30 00:00 00:00 0.00 0.00
CAMOUFLAGE LESSON 01:00 00:00 00:00 0.00 0.00
CHIN WAX 00:15 00:00 00:00 0.00 0.00
COLOR COSMETIC LESSON 00:45 00:00 00:00 0.00 0.00
EYE MAKEUP LESSON 01:00 00:00 00:00 0.00 0.00
EYEBROW WAX 00:15 00:00 00:00 0.00 0.00
FACIAL @1:15 00:00 00:00 0.00 0.00
FACIAL WAX 00:30 00:00 00:00 0.00 0.00
FULL ARM WAX 00:30 00:00 00:00 0.00 0.00
FULL LEG WAX 00:30 00:00 00:00 0.00 0.00
HALF ARM WAX 00:30 00:00 00:00 0.00 0.00
HALF LEG WAX 00:30 00:00 00:00 0.00 0.00
INTENSE HYDRATING FACIAL 01:00 00:00 00:00 0.00 0.00
LIP WAX 00:15 00:00 00:00 0.00 0.00
MAKEUP COMSULTATION 01:00 00:00 00:00 0.00 0.00
MM 4 b = X
@ Department \ - Add Al
'ﬂu Remove [ X Cancel Class ‘ - | Remaove All

20. You may also enter a specific price that this employee charges for these services if they charge a different
price than the one you have entered in the service list (optional).

: Ifthe employee does not charge a different price t he prices you have setup for each service, leave the

21. Enter the amount of time that it takes for this employee to complete the selected services.f When this
employee is selected in the Appointment Calendar for an appointment, the times that you enter here will
override the time that you have set for the service in the Service List.

22. Enter a specific dollar amountin the Commission Override field if the employee needs to receive a
specific dollar amount of commission for a specific service (optional).

Commission Override: Itis not necessaryto enteran amountin this field if you would like the employee to be paid according to

the Commission Plan you will be setting up for your employees. Itis only necessaryto enter a dollar amount here when the
employee will be receiving a specific dollar amount instead of their commission percentage.
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23. Click on the "Payroll" tab at the top of this screen. Enter the employee's payroll information on this
screen. ACommission Plan can only be selected after you have set up your Commission Plan List.

i | | Sort | WD

Address | Other

Payroll Options | YTD Payroll Figures [ Adjustments

I save

Hourly Wage | 8.00|  PayType [Hourly - B 5:‘-‘9 &

New
Yearly Salary | 0.00  Employment Status [Full Time - %

Cancel
Commission Plan |ESTHETIC COMMISSION Py ~ | Payroll Period | Weekly - |
Daily Booth Rental Fee | D.DD| Pay Greater of Wages or Commissions P Next
POS Emp Ded Allow | D.DD| # Previous

Employee Client Link |

Self Employed / Independent Contractor
Booth Renter [ Self Employed - Do not charge tax

Payroll Dptions‘ 2009 YTD Payroll Figures | Adjustments

Setup Commission Plans: Commission Plans can be setup by clicking on "Accounting" on the Menu Bar of Envision and selecting
"Commission Plans" from the menu.

Pay Greater of Wages or Commission: The "Pay Greater of Wages or Commission" option allows you to pay an employee
whichever is greater during the payroll period. Iftheir hourly wage or yearly salary is greater than the commission they make
during the payroll period, the payroll will pay this amount instead of the amount they made from commissions.

24. Click the "Save" button on the right to add the employee to the list or click the "Save & New" button to
add the employee and open a blank entry screen. The "Save & New" button can be used when you are
entering one employee after another.
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9. Setup Employee Schedules

The Employee Schedule is where you will set the hours that each employeeis available for in the Appointment
Calendar.

1. Click on "Employee" on the Menu Bar at the top of the screen.

2. Select "Employee Schedule" from the drop down menu.

==z oy26/2000 . I Today [

_—
Employee Sun Mon Tue Wed Thu Fri Sat fadl £ I Sep 2003 P W
Phone No. Sep 27 Sep 28 Sep 29 Sep 30 Oct 01 Oct 02 Oct 03 Sun Mon Tue Wed Thu Fri Sat
o A 1 2 3 4 5
USE, ADMIN 05:00 a 0%:00 a 0%:00 a 0%:00 a 09:00 a 09:00 a 05:00 a I3 7 o q 10 1 12
08:00 p 08:00 p 10:00p 08:00 p 08:00 p 0g:00 p 08:00 p
57.00 Hours QFF WORE \WORE OREK WWORE WORE CFF 13 14 15 186 17 18 14
CREW, ANNE 08:00 a 09:00 a 09:00 a 09:00 a 09:00 a 09:00 a 08:00 a 00 A 2 23 24 B
08:00p 0&:00 p 10:00p 0&:00 p 05:00 p 08:00 p 0&:00 p
57.00 Hours QFF WORE \WORE OREK WWORE WORE CFF & W L 2 E
4 5 B 7 8 3 10
DUNTS, BARBARA 05:00 a Add
08:00p Mode Today Monday, September 28, 2003
0.00 Hours OFF ) ] ]
o o Enter Emp.loyee ] Starprjg / Ending
b 3. Double left click on a Time and Activity
0.00 Hours day to enter the Start
Time and End Time. Name DUNTS, BARBARA
SWANSON, CAMILLE Work Date af28/2009
e —————————— | start Time 09:00 AM :
CONNOR, CARRIE . Enter the "Start Time", - ) =
' "End Time", "Break Time", End Time 02:00 PM :
0.00 Hours an? Tw:lpe :19;9, 'flou cTn Break Time 0000 -
MORRIS, COLLEEN also select an optiona
assistant if necessary. Type
0.00 Hours ok -
MARLOYY, CONNER Optional Assistant
0.00 Hours -
COLLINS, DANIKA " " "
b 5. Click the "Update o Update | 3 cancel
0.00 Hours button save the i
modified time in the cell
COLE, DEBRA you selected.
1
e LS (5= Copy Schedule
MADTTN NNNANA v A

6. Click the "Copy
Schedule” button if you
would like to copy the
week's schedule for a
certain amount of weeks.

3. Double Left Click on the cell for the day you would like to modify.

4. Enter the "Start Time", "End Time", "Break Time", and "Type" on the right.

Under each employee's name and telephone number are the total Hours scheduled for the week. Don't forget to
schedulein "Break Time" for meals and breaks. These deduct from the total hours for the week. You can also

clear a selected day for an employee by highlighting the day and clicking the "Clear Selected Day" button.

5. Click the "Update" button save the modified time in the cell you selected.
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6. Click the "Copy Schedule" button if you would like to copy the week's schedule for a certain amount of
weeks.

The following screen appears when you click the "Copy Schedule" button. 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 X

@ Copy Work Schedules

Select Schedule to Copy

@) Copy Al Schedules

= Copy Individual Ermployee Schedule AMME CREW T |

Select Options
MNum of Weeks to Copy Schedule 52 :
Frequency to Copy wWeekly -

| Copy Assigned Assistant

Copy Schedule Rules

(©) Prompt for each duplicate work schedule

@ dutomatically overwrite existing schedulei

0 Leave 4l existing schedules as-is

& OK K cancel

7. Select either "Copy All Schedules" or "Copy Individual Employee Schedule". If you select an Individual
schedule, you must select the employee from the drop down listin the Employee field to the right.

8. In the "Num of Weeks to Copy Schedule" field, use the small arrow buttons to select how many weeks you
want to copy the schedule you created. For example, if you would like to copy the employee's schedule out for
a year, enter "52" into the number of weeks field.

9. Select the "Frequency to Copy". This is how often the employee has this schedule. If they have the same
schedule every week, the frequency should be set to "Weekly". If they have the same schedule every other
week, the frequency should be set to "2 Weeks". If this is the case, you will need to go to the very next week in
the calendar, enter their schedule for that week and then copy that week's schedule out for a frequency of "2
weeks". This will create a schedule of two different weeks that alternate. This is commonly used if an
employee works every other Friday or Saturday.

10. Select the "Copy Schedule Rules" option that you would like to use.

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.

® Prompt for each: You will be prompted before overwriting future schedules.

e Automatically Overwrite: This will overwrite all future weeks without prompting you.

® Leave all Existing: This will not overwrite any future weeks.
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10. Transfer Appointments into the Envision Calendar

Before you are able to schedule appointments in Envision for new appointments or for new clients, you will
need to transfer appointments from your old program or old appointment book into the Envision Calendar. In
order to do this efficiently, it would be bestto selecta "Go Live Date" for Envision. The "Go Live Date" is the
date that you would like to start using Envision exclusively. After deciding whatthe bestdate is to do this, you
will wantto start entering all of the appointments thatare alreadyscheduled on thatdate and any
appointment scheduled after that date, into the Envision Calendar. By doing this, all of your appointments
will be in the Envision Calendar when you start to use the program. You will not need to go back to the old
program or appointment book to check for an appointment. This also will give you the opportunity to add the
clients into Envision that already have an appointment scheduled. Below are instructions for scheduling an
appointment.

Theinstructions here are simple instructions for scheduling an appointment.
1. Doubleleft click on a time slotin the correct employee's column for the appointment you would like to

schedule. Itis important thatyou click on the correct timeslot. This will automatically set the "Appt Date",
"Appt Time" and "Employee Id" for you.

Schedule Appointment

Step1  Select a Client [MATHIS CHARLENE 3} % gﬁ"m'
F ,N C| t anges
Name MATHIS, CHARLENE a First Visit 11/23/2004 | _ S:I:rn CII?ennt
Phone H: 555-555-9825 M: 555-555-1784 W= Last Visit  5/19/2009 10:58 7 Request || Add client
Balance Due 0.00 Birthday 217/2005 | - epeat/Reque 7 canch
GC Outstanding 100.00 Active Prepaids Available © Referal
[Demilsl Book Multiple Services | Slots Available | Available Prepaids Appointment List | Cancel / No Shows
Step 2 Enter Appointment Details (Prefers Female Only)
Appt Date Appt Time Employee Id (Prefers: CAMILLE SWANSON)
[10/1/2009 -] |oz:30PM 2| |cARRIE CoNNOR - |
Service Id [MANICURE - | Elshow Al
Room / Equipment [MANICURE STATION - Booked By
DM
Group |HILLARY'S BRIDAL PARTY - | | |
Coupon / Promo
Adjust Service Initial Setup Process Complete | M |
Times [o:45 2] foooo ] [omoo 7] (2 Reset
—————————————————— Book & Save
Clent Notes | Today's Notes [Todays AppomtmentSI ‘Provider | Audit Trai | Formuk's [E] Return to
Schedul
Time Employee Description Department sauie
>|1o,r1,.r2009 12:00PM _ CAMILLE SWANSON UPDOS HAIR - GENERAL | W Book & Add
10/1/2003 01:00PM  ANNE CREW BRIDAL MAKEUP APPLICATION  ESTHETIC - MAKELP ‘;edri'itc':;a'
Finished
@ Retumn to
Schedule
[ Pos
Checkout
' Print
@ Options i
W4 4 F A ( T
Booked On 12/22/2009 02:32 PM by FDO ADMIN  Updated On 12/30/1899 12:00 AM By ADMIN R

2. Select the client that you are scheduling the appointment for or click on the "Add Client" button to the right
to add the client to your Client List.

SelectingaClient: Start typingin the name ofthe client to narrow down the search. This will populate names into the Client ID

field. Ifthere are similar names in your Client List, the program will narrow down the search by every additional letter you
enter. You mayalso click on the drop down arrow in the "Client Id" field to get a drop down list of clients you may select from.
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Searching for aClient: Click on the small button (icon of two people with a magnifying glass) to the right of the Client ID field to
populate the Client Search screen. This button will open a list of your clients. This screen will allow you to search for a client
by their "Full Name", "Home Phone", "Client No." or "Client Card No." Click the "Add New" button to add a client to this list.

Client Search

%3 Select Client

Search “ Sort Order Full Hame

Client No.  Client 1d Full Name Home Phone First Name
>| 238 CLARK SARAH 4 SARAH Sarsh
166 ARMOLD DEBBIE ARNOLD, DEBBIE Debbig
2 BAXTER KATHERIMNE BAXTER, KATHERINE 555-555-9545 Kathering
3 BLOOM GEORGIA BLOOM, GEORGLA Georgia
184 BOOME FRANCINE BOONE, FRAMCINE Francine
114 BROWN JOHN BROWHM, JOHM Jahin
4 BROWHN JULIE BROWM, JLULIE Julie
5 BROWH KARRY BROWHM, KARRY 555-555-3296 Karry
& CARPEMTER EDWARD CARPENTER, EDWARLD Edward
185 CARTWRIGHT HEATHER. CARTWRIGHT, HEATHER. Heather
7 CLARKE SARAH CLARKE, SARAH Sarsh
9 CLAYBEORME DARCY CLAYEORNE, DARCY Darcy
10 CLAYTON MAUREEM CLAYTORM, MAUREEM Mauresn
11 CLEMENS JOSEPHINE CLEMENS, JOSEPHIMNE Josephine
12 CLED CHARLIE CLEQ, CHARLIE Chatlie:

13 CLEVELAMNI
4 r A 11

& Add New Client|  []Shaw All Clients o 0K | I cancel

3. Select the Client "Retention" Type if required. Select whether the clientis a new client, a salon client, if
they requested to see that employee or if they were referred.

4. Select the "Service Id" for the appointment you are scheduling. Click the small drop down arrow and select
the service to be performed for this appointment. You may also click on the search button to the right of the
Service Id field to open a list of services. You may make this list smaller by selecting a specific department.

Note: The Date, Time and Employee have already been selected because you have double left clicked on a specific time slot.

5. Edit the time if necessary in the "Adjust Service Times" fields. The time thatit takes to complete the service
will appear as soon as you select a service. If the client or employee needs more or less time for this service,
you may edit the time before you complete the scheduling of the appointment.

6. Select a "Resource" if necessary. If a resource such as a Massage Room is required for this service, click
the drop down arrow 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.

7. Enter your initials in the "Booked By" field if required. Initials of the employee thatis booking the
appointment may be entered into this field. This may be useful if there are any discrepancies of who booked
the appointment.

8. Click the "Book & Save" or "Book & Add" button.

® Book & Save: This button will save the information you have entered, close this screen, and bring you back
to the Appointment Schedule screen.

® Book & Add: Click this button if you would like to schedule more services for the same client. The
Appointment Time will change to the next available time for the client and employee and the Service Id field
will clear so that you may select an additional service.
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11. Transfer Gift Certificates into Envision

If there are outstanding gift certificates that are notin Envision that you would like your clients to be able to
redeem and if you would like to keep track of the remaining balances for these gift certificates in Envision, it
would be best to manually enter these into the Gift Certificates listin Envision. This can be very time
consuming if there are many outstanding gift certificates. If you do not wish to do this, you can use one of the
"Other" payment types in the Sales Register for old gift certificates, however Envision will not be able to
provide a remaining balance for these gift certificates, you will need to track this manually. Below are
instructions for manually entering a gift certificate in Envision that has already been sold.

1. Click on "Client" on the Menu Bar of Envision.
2. Select "Gift Certificates" from the menu.

3. Click on the "New" button at the top of the list.

| Edit |
Gift Certificate # 00000000000000000000026524789247 ., Deactivate &
Purchased By WAKE KILEY <] | ™ Reuse Card
Date Sold 1/26/2010 - L Rescan Card
Starts On 1f26f2010 - Humber
Expires On 1/24/2020 -
Original Amount 100.00
Amount Used 0.00
Fees Applied 0.00 Remaining Balance 0.01
Note ||

Ticket Mumber Date Client Mumhber Client Id Amount Used

wwomnn

4. Enter the gift certificate number or gift card number into the "Gift Certificate #" field. After entering this
number and clicking in another field, zeros will be add to the front of the number, this is normal and should
not be changed.

5. Select from your Client List the "Purchased By" client. This is the client that paid for the gift certificate.

6. If you know the original date that the gift certificate was sold on, select the "Date Sold". If not, select
today's date.

7. Edit the "Starts On" and "Expires On" date if necessary.

8. Enter the "Original Amount" that the gift certificate was purchased for.

9. If the gift certificate has already been used before, enter the amount into the "Amount Used" field.
10. Enter a "Note" if necessary.

11. Click the "Save" button on theright.
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12. Setup Lead Source List

Setting up your list of Lead Sources is necessary for entering new clients into the program. The Lead Source is
how the client has heard of you. When adding a client, itis bestto ask how they heard of you so thatyou can
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select their Lead Source when adding the client. This will allow you to run Lead Source Analysis reports to
find out which types of advertising are working the best and which ones might not be necessary. You can also
find out how manyclients came from a specific Lead Source and how much money they spent.

1. Click on "Client" on the Menu Bar of Envision.

2. Select "Lead Source List" from the menu.

7

Lead Source

CUSTOMER REFERRAL
EMPLCYEE REFERRAL
INTERMET
MEWSPAPER

RADIO

REFERRAL

WALK-TM

YELLOW PAGES

3 Delete Options - [+ Exit
4 \Monthly Budget

0.00
0.00
0.00
150,00
0.00
0.00
0.00
0.00

3. Clickin the row labeled "Click here to add a new Lead Source".
4. Enterthe name of the Lead Source in the "Lead Source" field.

5. Enter the amount of money you normally spend per month on this type

field.

6. Click the "Save" button at the top of this screen.

of advertising in the "Monthly Budget"
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13. Physical Count — Count Retail

Before you startto sell retail in Envision, you will need to perform a Physical Count of all your retail products
so that the program has an accurate count of how many products you currently have. You can enter the "Qty On
Hand" when you are setting up your list of retail products, however if you are currently selling those retail
products while setting up the program, you will need to recount them before you start using the Sales Register
in Envision. Once the first count has been completed, the system will automatically deduct the amountsold
from the "Qty On Hand" each time an item is sold and the quantity will increase each time a Purchase Orderis
received. Even though the program will automaticallyreduce and increase the quantity of your retail products,
itis still a good idea to perform a Physical Count every month or every three months to ensure that the
program has an accurate count.

1. Click on "Inventory" on the Menu Bar of Envision.
2. Select "Physical Count - Manual Adjustment Screen" from the menu.

&

Drag a column header here to group by that column

Ttem # Itern Description Barcode Departrnent Manufacturer Stated Oty Actual Oty
ROK ALL SOFT SHam 10.107/CON [ i 0o EDKEN ORI, 6
9234 RDK ROUGH PASTE STORE INTRO ROK - STYLING REDKEM LABORATORIE =1
0233 RDK ROUGH PASTE SALOMN INTRO ROK - STYLING REDKEM LABORATORIE 5}
0217 ROK ALL SOFT ADDICTIVE Salon ROK - SHAMPOO REDKEM LABORATORIE 8
9184 ROK ALL SOFT SHAMHEAYY CREZ 743877093400 ROK - SHAMPOD REDKEM LABORATORIE 2
0183 RDK ALL SOFT HEAWY CREAM MDE ROE - SHAMPOD REDKEM LABORATORIE S
0180 ROK ALL SOFT HEAWY CREAM IMTI ROK - SHAMPOO REDKEM LABORATORIE 4

3. Click on the "Actions" button in the upper right hand corner and select "Print Iltem Count Worksheet" from
the menu.

4. Select the preferred options and click the "Print" button to print a worksheet that can be used to write
down how many products you have for each item listed.

5. On the "Physical Count - Manual Adjustment Screen", enter the correct quantity for each item under the
"Actual Qty" column.

Actual Qty: You will only need to enter a number in this field if the quantity you counted is different than the "Stated Qty". If

you need to change the "Stated Qty" to zero, enter a negative amount of the "Stated Qty" into the "Actual Qty" field. This will
bring the amount to zero when you update the list.

6. After entering the "Actual Qty" for each item that needs to be edited, click the "Actions" button again and
select "Update Inventory Quantities".
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