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1 Envision's Initial Setup and Quick Reference Guide

Introduction

The Initial Setup and Quick Reference Guide can be used during the setup process of Envision and while you
are learning how to use Envision. This guide will provide step by step instructions. The steps provided in this
guide are the recommended steps forsetting up Envision. Itis nota requirementto complete the setup in the
order provided and not all of the steps are required. The steps provided are for the most commonlyused
features. There maybe some additional steps that you may need to take foradditional options. Also, the
program is customizable in many ways, making the program unique for each 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 notsee on your screen, this is probably due to the version that
was purchased or the options setin your Security Profiles and Program Preferences.

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

© 2010 Ennoview, Inc.
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Setup

Retail Item Setup

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 bestto 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 lista 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. The following screen will open without any information filled

in.
@’ RDK SATIN - ¢ Exit
Item Id ROK SATINWEAR BLOW DRY LOTION Item # 8151 (@] Active? Item Type Retal -
EE
Description Rdk Satinwear Blow Dry Lotion 1oz WMM_ I Save
Barcode 743877052795 in 0z days Save &
Department ROK - STYLING . New
Class BLOW DRY LOTION - | Last Sale On 8/7/2009 10:36:55 AM Xycazcel
Manufacturer REDKEM LABORATORIES - Last Update On 9/9/2009 12:13:47 PM P Next
Vendor MID-CITY BEAUTY SUPPLY -
Yendor SKU 050012481 4 Previous
Web URL hittpf fwevewe redken. comfproducts fstylingfrild-control fsatinwear-02

| product Pricng Table - NElEehey

| Display on POS Button Panel

Unit Cost 1.25 Qty on Hand 52 ) )

Mo Discounts an this Ikem
Markup % 100.000| Qty on Order O | @Ina Price Overrides on this Item
Retail Price 2,50 Reorder At 10 : Back Bar Item (In-House Use)
Wholesale Price Order Level oz Rearder Alert

Tax when Orderin
UoM &
Size 0.0

* Retail Price is automatically calculated with a Markup %

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

Item Id Tips:

Size: If you sell different sizes or types of an item, you should also enter the size or type of the item in this field. Aseparate
item record should be created for each size or type.

Abbreviated Name or Acronym: You may also abbreviate the name of the 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 Id" 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 foran
item.

© 2010 Ennoview, Inc.
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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.
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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 report can be reached by clicking on "Reports" on 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.
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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

© 2010 Ennoview, Inc.
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used to run your business. For example, professional color products, cleaning products, 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.

Service Item Setup

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 servicein thelist.
The following screen will open without any information filled in.

& AL | sort | -] B* et

Item Id ALL OVER COLOR | tem # Active?  Item Type Senvice -
IEditl Price { Time Exceptions | 5 2 Package | Professional Consumatiles w
Description |AII Cwer Color | Required again k= save
Barcode | | in 42 7 days Save &
Department HAIR - CHEMICAL -] New
Class [coLcR | Lastsale on sptjm0s 12265 | 0% Cancel
1st Resource | - | Last Update On 9/4/2009 1:51:36 PM P Next
4 Previous
Service Type | HAIR - CHEMICAL - |
web URL | |
Update
Service

Types

Mon-Taxable Them
|%] Display on POS Button Panel

LeXElE gl [P Mo Discounts on this Ttem
Level 2 Level 7 [~ 1Mo Price Crverrides on this Ttem
Level 3 Level 8

Level 4 Level 9

Level 5 Level 10

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.

© 2010 Ennoview, Inc.
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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 here is what will be displayed on your
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
List and 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).
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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
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",
S40in "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 ltem" 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.

[ce soc EERTORIEER <. coConmecn Lok e Accountog Nots
Edit Service Time Options (HH:MM) Enable Service for Online Booking

[~1Require Resource Selection

Initial / Setup Process Complete
45 %

[7]Skin 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.
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® |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) hereif 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".

® 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 Options |ESELSISRIEAY Lovaky Overrdes | Accounting| otes|
| Overhead

| 7] 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

| Labor Co | New Account Deduction 1.00

e G R B Additional Sales Incentive 0.00

(©) Subtract Labor BEFORE commissions
) Subtract Labor AFTER commissions

Incentive Starts On -

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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Package / Series Setup

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 for your 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 theiravailable 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.

@’ - f* Exit

Item Id Item # 4345 (@] Activer Item Type Package -
IE Packs 5 | Sales Hstory |
Description Day &t The Spa = save
Barcode 4345 Save &
Department PACKAGE M New
Class - Last Sale On 8(7/2009 11:05:14 AM * Cancel
Last Update On 8/27/2009 $:57:24 PM P Next
4 Previous

Web URL

| Display on POS Button Panel

Yalue 270,00 %] Series (Prepaid Items)

e | Mo Discounts on this Item
Retail Price 254,41 [W|Set Pkg as a Service Mo Price Overrides on this Ttem
%o Discount 5,80
Package Expires after 0z {D to never expire)

0 Days
) Weaks
) Marths

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 of a package, you should also enter the type of the package in this field. For example, if you
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. Ifyou choose to abbreviate the
name or enter an acronym, make sure that it is 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.

CHILDREM
| (UMCER 14)
25.00

ADD-CN
I SERVICE )
0.00

CHILDREM
| (UNDERT)
1501

0
HAIR
LOWE LOCES iz
IEngogsulgNSII soo0 o

MH
50
—  —
SPECIAL NEEEE WOMEN'S
STYLE | B |
4500 :

A
¥
HAIR. - GEME. ..

]
| HAIRCUT
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.
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Employee Setup

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.

Vi | | | -| O Exit
[At_ldress i
Employee Id |ANNE CREW | [¥|Emploves is Active = Save
Employee # | 2| b@ Save &
First Name |Anne | lew
mMiddle | | # Cancel
Last Name crew | ¥ Next
Nick Name | | 4 Previous
Address 1 | |
Address 2 | | [#]Show on Appointment Book
City | | Display Order 53
State / County | | Department [ESTHETICIAN - |
Postal Code | | alt Contact | |
County | | Alt Phone | |
Phone | | Location a1 - |
Mohile | | Send Messages Via | Eoth Ernail & SMS - |
Work | |
Beeper | | Last Update - 8/20/2009 11:01:50 AM
Email | |
Image File Name |C:\D0cuments and SettingsiiMy Documentsi\My Pictures\Emplovees Imageshc-2.jpg |
Images can be sfored N 8 shared divectory, Aoweaver for spaad, we recommend Ehak yau capy Ehe mages o
_” each focal pe i a similar area and sef the Employee fmage path in the company Fefup opéions.

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.

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.

& | | Sort | - |l Bt
s I otfcaions uson e Hesues Qudfd Sacs ol

Employee Type ESTHETIC L3 -] fadergivpe b Save
srthiae E— e
) Vibration Only New
Date Started 7/28/2004 - () Numeric Only
~ ) ® cancel
Terminated On |:| ©) Alpha Numeric
Set New Password | | Pager Id P Next
Security Level |SERVICE PROVIDERS - | [ Allow Access to Internat Site 4 Previous
ID Card | | Enable Internet Site Administration
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 - |

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,

the list and 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
Custarm [
ke Save
oy | i cave &

Emergency £95-555-3652 b@ New
Driver's License
USER D4 *® Cancel
USERDS
USERDE St
USERD7 .

4 Previous
USERDS
USERDY

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
MNotes for Anne|

E’B Save &
Hew

¥ 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.

& | | sort 3D
Address | Other | Certifications | Custom | Notes | Messages ([SNELTENRERE 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] ] 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 Xpconcal
BACK TREATMENT (60MIN) 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
BRIGHTENING 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 01:15 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 CONSULTATION 01:00 00:00 00:00 0.00 0.00
M A F = X
| ] Add Item | [ Update.| Department \ - Add Al
% Remove Class ‘ - Remove 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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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 31 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 m 1 12
05:00 p 05:00 p i0:00p 05:00 p 05:00 p 05:00 p 05:00 p
57.00 Hours QFF WORE \WORE OREK WWORE WORE CFF 12 14 15 16 17 18 19
CREW, ANNE 0800 a 0%:00a 09:00a 09:00 a 0900 a 0900 a 08:00a 20 21 2 23 24 B X%
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 g 3 10
DUNTS, BARBARA 05:00 a Add
08:00p Mode Today Monday, September 28, 2003
0.00 Hours QFF ) ] ]
o Enter Employee's Starting / Ending

RIDGES, BRENDA

0.00 Hours

SWANSON, CAMILLE

0.00 Hours

CONNOR, CARRIE

0.00 Hours

MORRIS, COLLEEN

0.00 Hours

MARLOW, CONNER

0.00 Hours

COLLINS, DANIKA

0.00 Hours

COLE, DEBRA

0.00 Hours

MADTTN DNNNA

3. Double left clickon a

day to enter the Start
Time and End Time.

Tirne and Activity

Name DUMTS, BARBARA
Work Date 9282009
Start Time 09:00 Ar
4. Enter the "Start Time", -
“End Time", “Break Time", End Time 05:00 P
and "Type"here. You can Break Time 00:00
also select an optional
assistant if necessary. Type
ok

Optional Assistant

5. Click the "Update”
button save the
modified time in the cell
you selected.

rIV Updatel x Cancel

|
@ll‘ﬂ Copy Schedule

A1

Schedule" button if you
would like to copy the
week's schedule for a

certain amount of weeks.

6. Click the "Copy

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.

© 2010 Ennoview, Inc.
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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.

© 2010 Ennoview, Inc.



Setup 22

Program Preference Setup

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

iZalendar Options

Setup System Preferences & Save
]
Options & Location Id |MAIN ‘
ﬁﬂ‘_.'i Business Name ENNCVIEW
[:n:;ny Address 123 Sunny st. \
@ City |Sunnywlle ‘
Hours of Operation i I  (EriEy |FL ‘
~| Postal Code |32XXX ‘
@ Fax | ‘
o Tax ID 1 [ ‘
5 Tax ID 2 [ ‘
Credit Card f ACH Options Phone |555_555_1212 ‘
3} Email Address [ ‘
General Options Country | ‘
| |@ Last Backup
Define Service Types 21872010
A:;—] Last File Maintenance
2{16f2010

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

Setup Program Preferences x
Setup System Preferences 4 Save
Opti 2
Lot Store Dpens at Store Closes at
:_rﬁ', Sunday 7] Cpen 0E:00 A1 : 02:00 P H
Company Monday Open (0200 AM z 0500 P :
@ Tuesday Open 03:00 &M : 10000 PM :
Hourslof Onera =| Wednesday Open 09:00 AM z 05:00 PM :
Thursday Cpen 09:00 &M s 0200 PM :
Friclay Open 09:00 AM z 0g:00 P :
Taxes
Saturday 71 Open 08:00 AM : 000 PM :
Credit Card [ ACH Optians

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 set to 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 ¢ (Place Longest Reminders at the top of the list!)

Lovalky Programs V| Enade Automated Appoirtment Confirmations

1. Reminder Frequency

= 10 Days Before Appointment -
=
Security Options Reminder Type Wia Emnail ~

Cond

Reminder Type Both Emnail & SMS

Setup User Defined Fields

3. Reminder Frequency Morning Of Appointrent -

| |
| |
Reminder Frequency | 5 Days Before Appointment ~ |
| |
| |
| |

i

Reminder Type ia SMS -

Appoinkment Reminders

Time ctions for Appointrment 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 -

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

Faint of Sale Uptions 1

®

Outgoing Mail Server (SMTP) ‘smtp.dama\n.ccuml |
Point of Sale Options 2
Mail Server User Name ‘yaurusemame%dumain.cum |
@ Mail Server Password ‘*““** |
Layalty P p =
v Mail Server Port 25 5
finl
Ej

§

Security Cptions 0 UszerNarne | Password

& @ NTLM

Setup User Defined Fields ) CRAMMDS

% 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

Lalendar Options

®

Point of Sale Options 1 Please call 1-407-253-0913 o via email at sales@ennoview.com ko sebup your SM3 account,
LY ciient 1d \ ]
Pt of Sale Options 2 UserName ‘ ]
Password [ |
Layalty Prograns SMS Country Code Prefix ‘1 ‘
;..E SMS Account INVALID Validate Account & Check Balance
Security Options Confirm Key Cancel Key View SMS Billing History
ﬁ 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 left.

Setup Program Preferences b 4

Setup System Preferences v sae

Foink af =ale Options &

@) witter Account Information

Lavalty Programs

= UserName |UserNarne| |
=
EEEE 2222 1
Security Options Password | |
Size of Viewing History (20 - 200) 20 :

Cind

Setup User Defined Fields

Onling Appointrnent Weh Site

if

Please call 1-407-253-0913 or via email at sales@ennoview.com ko setup your Web Site account,
Appaintrent Reminders

Client Id | |

Email Preferences UserName | |

% 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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Security Setup

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.

vi

[ Menu options

Security Profile Description

Check or Uncheck Menu Access:

| Backup ta Floppy or Lacal Drive...
| Restare From Floppy or Lacal Drive. ..

| Use DEMO Data...
| Utilities: Fils Mainkenance
| Utilties: Select Data Direckory

| Utilties: SQL Access to Database

| Utilities: Launch Database Editor

™| Ltilties: Reset Emplayee Prebaok History File
™| Ltilties: Reset Client Prepaid History File

| Utilties: Reset Sequence Fields
| Ltilities: Reset Calendar Links

&/ Utilties: Reset Automatic Confirmation Flags
| Utilities: Yalidate RI Rules 2 Data
Utilities: Purge Expired Appointments
™| Ltilties: Change Calendar Time Slot Yalues
| Ltilties: Change Location Id Code

| Utilities: Edit ADS.IMI File
Utilities: Expart. ..

* 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 ba individual meno ¥ Cancel
selections in the program.

Place a check mark next to every item vou
wish members of this group to have
access ko, Remove the check mark next 4 Previous
to any item you wish to remove access to.

The Mext/Previous buttons at the bottom of
this screen allovs you to scroll through the
eleven main menu graupings in the

program,

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

Option's page.

Menu 1/11

174
@ Previous @ Mext
¥ Al

Save &
Page 1/2 ;ﬂ New

P Next

34

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 optiens will also change at the top of
the screen. Each screen is numbered, which
is displayed above the "Previous"” button.

Mone

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

5. Under the "Menu Options" tab, check and uncheck the items that this profile will have access to.

6. Click the "Next" button in the lower right hand corner to open the next screen of Menu Options.

7. When you have finished going through all of the Menu Option screens, click on the "Other Options" tab.

8. Place a check mark next to every item you wish members of this group to have access to.

9. Click the "Save" button to save the new security profile you have created or "Save & New" to create
additional security profiles.

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

and select the "Employee List" from the menu.
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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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Resource Setup

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.

o Il save K Delete < Options = * Bat

Caption /Show on Appointrent 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
Equiprnent

3. Clickin 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 o Edit | Delete | (D)First () Previous (O)Mext (D) Last || Refresh 7 iction Menu
Diescription MNurnber Allocated Updated O Updated By
b3 COLPLES i f2010 10 I \
FACIAL BED 2 1f26/2010 10:50:51 AM ADMIMN
HAIR STATION 0 1/26/2010 10:50:52 AM ADMIMN
MAMNICURE STATION 2 1f26/2010 10:50:54 AM ADMIMN
MASSAGE BED 2 1/26/2010 10:50:55 AM ADMIMN
MICRODERMAERASION MACHINE 1 1/26/2010 10:50:56 AM ADMIMN
PEDICURE STATION 2 1f26/2010 10:50:528 AM ADMIN
SPRAY TAM ROOM 1 1/7/2010 5:19:24 PM ADMIMN
TANMING BED 5 1f26/2010 10:51:00 AM ADMIN
TREATMEMT ROOM 1 1/26/2010 10:51:02 AM ADMIMN
WAKING STATION 2 1f7f2010 5:19:24 PM ADMIN
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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.
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Scheduling an Appointment

Theinstructions here are simple instructions for scheduling an appointment.

1. Doubleleftclick on a time slot in the correct employee's column for the appointment you would like to

38

schedule. Itis important that you click on the correct timeslot. This will automatically set the "Appt Date",

"Appt Time" and "Employee Id" for you.

Schedule Appointment

GC Outstanding 100.00 Active Prepaids Available

Step 2 Enter Appointment Details (Prefers Female Only)
Appt Date Appt Time Employee Id (Prefers: CAMILLE SWANSON)
[10/1/2000  -| |oz:30PM | |cARRE connor -
Service Id [MANICURE
Room / Equipment |MANICURE STATION -
Group |HILLARY'S BRIDAL PARTY -
_;A_deSt Service Initial Setup Process Complete
fmes [o:45  :] [ooe I] [oooo :) Reset

Time Employee Description

Step1  Select a Client [MATHIS CHARLENE - 33 3¢ Cancel

) ) New Client Changes
Name MATHIS, CHARLENE a First Visit 11/23/2004 P p—
Phone H: 555-555-0826 M: 555-555-1784 W: Last Visit ~ 8/13/2009 10:58 | Add Client
Balance Due 0.00 Birthday 2172005 | Repeat/Request

[Det—dil‘il Book Multiple Services | Slots Available | Available Prepaids Appointment List | Cancel / No Shows

- | [F1Show Al

Client Notes | Today’s Notes [Todav's AppointmentS] Audit Trail
Date

Department

) Referral

Booked By

Coupon / Promo

Book & Save
‘g Return to
Schedule

>|lU,|f1f2009 12:00 PM  CAMILLE SWANSON UPDOS

HAIR - GENERAL

Book & Add

10/1/2009 01:00PM  ANNE CREW BRIDAL MAKEUP APPLICATION

M4 4k M

Booked On 12/22/2009 02:32 PM by FDO ADMIN Updated On 12/30/1893 12:00 AM By ADMIN

ESTHETIC - MAKELP

Vi) additional
Services
Finished

V Return to

Schedule

[ Pos
Checkout
[, Print

@Opt'lons i

Images
Options

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 may also 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

33 Select Client

Search ||

Sort Order

Full Marne

Client Mo, Client Id

Full Marme

Home Phone

First Marne

> | 235 CLARK SARAH

, SARAH

Sarah

166 ARMOLD DEBEIE
2 BARTER KATHERIME
3 BLOOM GEORGIA
184 BOONE FRAMNCINE
114 BROWN JOHM
4 BROWHN JULIE
5 BROWH KARRY
6 CARPEMTER EDW/ARD
185 CARTWRIGHT HEATHER
7 CLARKE SARAH
9 CLAYBEORME DARCY
10 CLAYTOM MAUREEN
11 CLEMEMS JCSEPHIME
12 CLEQ CHARLIE
13 CLEYELAMI REN

ARMNOLD, DEBEIE
BAXTER, KATHERINE
BLOCM, GEORGLA
BOOME, FRAMCINE
BROWH, J0OHR
BROWH, JULIE
BROMWH, KARRY
CARPEMTER, EDWARD
CARTWRIGHT, HEATHER.
CLARKE, SARAH
CLAYBORME, DARCY
CLAYTON, MALIREEM
CLEMEMS, JOSEPHINE
CLEC, CHARLIE
CLEVELAMD, KAREN

B4 A4 B

& add New Client

Showe &l Clients

555-555-9545

555-555-3296

o 0K

Debbie
Katherine

Geargia
Francine
John
Julie
Karry
Edward
Heather
Sarah
Drarcy
Maureen
Josephine
Charlie

x 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.

5. Editthetime if necessary in the "Adjust Service Times" fields. The time that it 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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Editing an Appointment

There are multiple ways to edit an appointment. Below are instructions for making changes to an
appointment that has already been scheduled.

Edit Appointment Option

1. Rightclick on top of the appointment.
Edit Appointrnent

Edit Client Card

Wiew Client Images

Highlight all Appointments

¢ @B N

Wiew Client's Daily Agenda

2. Select "Edit Appointment" if you need to make changes to a scheduled appointment.
Double Click to Edit an Appointment

Double left click on top of an appointment to open the scheduled appointment. This will allow you to make
changes to the appointment.

Drag To Extend or Shorten The Length

1. Left click on top of the appointment so thatitis highlighted with a blue border around the appointment.

Charlene Mathis

+ 555-555-9526

+ 555-555-1754

» INTEMSE HYDRATING
- WFACTAL

Charlene Mathis « Requested Emploves
» 555-555-9526 » Prefers Female Only
+ 555-555-1754 + Initials EMY

+ INTEMSE HYDRATIMG

FAcmLI 1
e 12:30

A
|

2. Place your mouse arrow at the bottom of the appointment until you see a double sided arrow.
3. Leftclick again, but hold down the left click on your mouse this time.
4. Drag your mouse arrow down or up (the appointment will become longer or shorter) until the length of the

appointmentis the desired length of time. Let go of the left click once the appointment's length of timeis
correct.
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Moving an Appointment

There are multiple ways of moving an appointmentin Envision. You can dragn' drop the appointment to the
timeslot that you would like to move the appointment to, you may Cut & Copy the appointment and then paste
itin the timeslot that you would like to move the appointment to or you may use the "Move Appointment"

feature by right clicking on top of the appointment.

Move Appointment Feature:
1. Rightclick on top of the appointment.

Move Appointment

Repeat Appointrent

Move | Repeat All Appointments
Make this & Standing Appointment

Cuk & Copy Appointrent
Copy Appointment

b N

Cancel Appointment

2. Select "Move Appointment" from the menu.

Move this Appointment X

r;] Move this Appointment

Please select a date and press the Search Button,

& list of availlable times wil appear. Select a time and press the Ok
Buttan.

From Date 8/14/2009 at 10:00 AM

To Date 8/28/2009 -

List of Available Times

09:00 AM -

0015 aM /7 search
09:30 AM

09:45 amM

10:00 AM

10:15 AM

10:30 AM

10:45 AM

11:00 AmM

11:15 AM

11:30 AM

11:45 &AM

12:00 FM

12:15 M

12:30 PM Move
12:45 M V

01:00 PM x

01:15 PM Cancel
01:20 P ¥

3. Select the date that you would like to move the appointment to and click the "Search" button.

4. Alist of Available Times will appear. Select the desired time and click the "Move" button.

Move/Repeat All Appointments:
1. Right Click on top of the appointment.

Move Appointment

Repeat Appointrent

Move | Repeat All Appointments
Make this & Standing Appointment

Cuk & Copy Appointrent
Copy Appointment

R

Cancel Appointment
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2. Select the "Move/Repeat All Appointments" option.

= Move [ Repeat All Appointments - =2 X

Move / Repeat All Appointments

Select a date, Option and press the OK button.

If there are any conflicts the systern will automatically double book the
times and allow you to edit the individual appointments as needed.

Client MATHIS CHARLEME
From Date gf14/2009
To Date 8/28/2009 M1 2345 [6 7 8]

[Selectoption

@ Move ALL appaintrents to the above date:

() Repeat ALL Appointments to the above date

@ 0K x Cancel

3. Select the date that you would like to move the appointment to and select the "Move ALL appointments to
the above date" option.

4. Click the "OK" button. You will be moved to that day in the calendar so that you can check if there are any
other appointments scheduled at that time.

Drag n' Drop Appointment:

1. Todragn'drop appointments, left click on top of the appointment and hold down your left click.
2. Dragyour mouse arrow to the timeslot that you would like to move the appointment to.

3. Let go of the left click.

Cut & Copy Appointment:

1. Rightclick on top of the appointment.

Move Appoinkment

Repeat Appointment

Move | Repeat All Appointments
Make this a Standing Appointment

Cut & Copy Appointment
Copy Appoinkrment

X i 2 fi

Cancel Appointment

2. Select the "Cut & Copy Appointment" option from the menu.
3. Go to the timeslot that you would like the appointment moved to.

4. Rightclickin the timeslot and select "Paste" from the menu.
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Repeating an Appointment

Use this feature to repeat an existing appointment. The repeat option will make a copy of the appointment for
a new date and time. This saves you from having to create a brand new appointment if the client wants to
book the same service with the same employee.

1. Rightclick on top of the appointment.

Move Appoinkment

Repeat Appointment

Move | Repeat All Appointments
Make this a Standing Appointment

Cut & Copy Appointment

Cancel Appointment

@l
)
% Copy Appoinkrment
X

2. Select "Repeat Appointment” from the menu.

Repeat this Appointment X

E"] Repeat this Appointment

Pleaze select a date and press the Search Button,

A list of available times will appear. Select a time and press the Ok

Buttaon.
From Date 8/14/2009 at 10:00 AM
To Date 9f11/2009 -

List of Available Times

09:00 &AM
09:15 AM
09:30 AM
09:45 &M
10:00 &AM
10:15 &M
10:30 AM
10:45 &AM
11:00 &AM
1115 AM
11:30 &AM
11:45 &AM
12:00 PM
12115 PM
12:30 PM
12:45 PM
01:00 PM
0115 PM
01:30 PM

1[2[3]a]5 [6]7 8]

& Repeat
x Cancel

4. Alist of Available Times will appear. Select the desired time and click the "Repeat" button.

. Select the date for the repeat appointment and click the "Search" button.

Move/Repeat All Appointments:

1. Right Click on top of the appointment.

X [ 2 i

Move Appoinkment

Repeat Appointment

Move | Repeat All Appointments
Make this a Standing Appointment

Cut & Copy Appointment
Copy Appoinkrment

Cancel Appointment
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2. Select the "Move/Repeat All Appointments" option.

=3 Move [ Repeat All Appointments - =3 X
Move / Repeat All Appointments

Select a date, Option and press the OK button.

If there are any conflicts the system will automatically double book the
times and allow you to edit the individual appointments as needed.

Client BAXTER KATHERINE
From Date 1/19/2010
To Date 1/19/2010 5:42:38 ~

() Move ALL appointments to the above date

@ Repeat ALL Appointments to the above date;

& 0K x Cancel
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3. Select the date that you would like to repeat the appointment on and select the "Repeat ALL appointments

to the above date" option.

4. Click the "OK" button. You will be moved to that day in the calendar so that you can check if there are any

other appointments scheduled at that time.

Canceling an Appointment

Select this option if you need to cancel the existing appointment. This option will remove the appointment

from the calendar.

1. Rightclick on top of the appointment.

Cancel Appointment

2 Cancel One or More Appointments

Client No. 25
Client Id DORGEN, KYLE
Date Thursday, August 06, 2009 at 11:00 AM
Service MHC
Initials HIK
Pove Appointment Reason |Client is sick

Repeat Appointment

h appointre
2 Cancel This Appointment

Move | Repeat All Appointments
Make this a Standing Appointment

Cut & Copy Appointment
Copy Appoinkrment

X ¥ 2 fi

Cancel Appointment

(7 Cancel ALL Appointments for this Cient for the date selected

x Close

2. Select "Cancel Appointment" from the menu. Theinitials of the person thatis canceling the appointment

can be entered as well as a reason.

3. Click the "Ok" button to cancel the appointment.
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Booking Standing Appointments

There are two different ways to book standing appointments in the Calendar. You can make an existing
appointment a standing appointment by right clicking on top of the appointment and selecting "Make this a
Standing Appointment" or by clicking the "Standing Appts" button on the right side of the Calendar. Below are
instructions for booking a standing appointment by clicking the "Standing Appts" button. Both methods of
scheduling standing appointments will have the same instructions, however when you choose the option,
"Make this a Standing Appointment" by right clicking on top of an existing appointment, most of the
information will already befilled in for you. You will only need to verify the dates and frequency of the
standing appointments.

1. Click on the "Standing Appts" button on the right side of the calendar.

sy Standing Appts
l Add/Edit Standing Appt .

Standing Appointments X

B standing Appointment List

View List for Date 2/7f2000 - Q Update View
List of Clients with Standing Appointments Scheduled Appointments
Client Ermployes Service Id Start Date  |End Date  |[Freq Start Date Start Time

AMANDA RICKAR CAMILLE SWANSOMN  ALL OWER COLOR
BIEOONE FRA

»l6r10/2009  10:00 am =
6/24/2000  10:00 AM
7/8/2000  10:00 AM
7/22{2009  10:00 AM
B/5/2000  10:00 AM
B8/19/2000  10:00 AM
9/2/2000  10:00 AM
9/16/2009  10:00 AM
9/30/2009  10:00 AM

12f2/2008

12f31f200% Weekly
CIM|BREMDA RIDGES MAMNICURE 610721 : 2

Name BOOME, FRANCINE Frequency 2 Weeks
H Phone
M Phone -
i !
w Phone \j Add IZ’ Edit & Remaove ﬂ Close

2. Click the "Add" button on the Standing Appointments screen.

Add Standing Appointment .4

FEE  Enter Standing Appointment Information

Client Id [XAVIAR ULIA -] 33

From Date 2172009 -

To Date 12312010 -
Appt Time 10:00 AM -

E;ﬂ 1 5 Wesks 16 Weeks & Maonths
) 6 Weeks () Si-Manthly
Employee Id |CAMILLE S ANSON - | 3)
Service Id |ALL OWER COLOR - |
Resource Id | - |

¥|Repeat [ Requested Employes?:

Ini Setup Process Complete

[ Reset ¥ cancel
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3. Select the Client for the appointment you would like to add as a Standing Appointment.

4. Select the "From Date" and "To Date". The program will schedule appointments between these dates
depending on the frequency you select.

5. Select the "Standing Appointment Frequency". This is how often the client will be coming in for their
appointment.

6. Enter the "Appt Time".

7. Select the Employee and Service for the appointment you are adding. You can also select a resource if
necessary.

8. Check "Repeat / Requested Employee" if you would like the standing appointments to be included in the
Repeat/Request count.

9. Click the "Ok" button to add the appointment. The program will automatically schedule the appointments
in the calendar. If there are any conflicts with the appointments you are scheduling, a pop up will appear
with a list of appointments that are already scheduled.

Make an Existing Appointment a Standing Appointment: You may also make an existingappointment a Standing Appointment

by right clicking on top of the appointment and selecting "Make this a Standing Appointment".

Group Booking
The Group Booking feature of Envision allows you to book appointments for Groups and Parties so that their
appointments are all linked with each other. This will make it easier for you to view all of their appointments

together and you can also check them all out together, under the client thatis the organizer.

1. Click the "Groups" button on the right hand side of the Calendar.

Groups
&4 BookGroups [Parties l €3 add new Group / Party h

2. Click the "Add new Group / Party" button at the bottom of the screen to add a group to the list.

Group Booking X

€2 Groups / Parties

IGroups Artiving TDdayl Grou

Group Description Arrives On - |Arrives At |MNo. of Guests  Mobile Phone =
HILLARY'S BRIDAL PARTY WVARGO HILLARY 813f2009 10:00:00 5]

(MY Annointment Summary

Organizer [VARGO HILLARY -]
Description HILLARY'S BRIDAL PARTY J
Arrival Date / Time 8/13/2009 - [1oo0 am 2]

Number in Party 16l A to Organizer

Calendar Colors & Brossummars
Notes Created on Thursday, August 13, 2009

ﬁAdd new Group [ Party (54’ Save ] I % Cancel l o Ok
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3. Select the client that will be the organizer. For example, if you are entering a group for a Bridal Party, the
organizer is usually the bride or bride's mother.

4. Enter a "Description" for the Group or Party. This is the name that you will use to search for the group/
party.

5. Select the date and time that the group or party will be arriving for their appointments.
6. Enter the number of clients that will be arriving with this party.

7. Check the "Bill All to Organizer" box if the organizer of the party would like to pay for the entire group's
services.

8. Select the colors that you would like displayed on each appointment when this group is selected.

9. Enter notes into the "Notes" field if there is anything that you need to remember or keep on record for this
group/party.

10. Click the "Save" button to save the group or to save changes made to the group/party.

11. When scheduling appointments for each member of the group / party, you will need to choose the group
that the appointment should be under.

Service Id | Show Al

Room / Equipment |

-
Room ( Equipment | -]
-
-

Group |HILLARY'5 BRIDAL PARTY
—1

Select the group that this
appointment is being scheduled for.

Confirm an Appointment

There are three available selections for manually confirming appointments in the calendar. Automated
Appointment Confirmations can be setup in your Program Preferences.

1. Rightclick on top of the appointment.
s Confirm Appointment - Talked to Client

& Confirm Appointment - Left Message
@ Send Appaintrent Confirmation (Email, SMS)

2. Select "Confirm Appointment - Talked to Client", "Confirm Appointment - Left Message" or "Send
Appointment Confirmation (Email, SMS)".

® Confirm Appointment - Talked to Client: Select this option to place an icon on the appointment that shows
that this appointment was confirmed and someone has spoken with the client.

® Confirm Appointment - Left Message: Select this option to place anicon on the appointment that shows
that this appointment was confirmed by a message that was left for the client.

¢ Send Appointment Confirmation (Email, SMS): Select this option to send an appointment confirmation by
email to the selected client. Your email settings must be configured correctly for this to work.

Setup Automated Appointment Confirmations: Automated Appointment Confirmations can be setup by clicking on "Company"

on the Menu Bar of Envision and selecting "Setup Program Preferences" from the menu. When the Program Preferences screen
opens, scroll down to the "Appointment Reminders" option on the left.
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Check In / Begin Servicing / Finish Servicing

You may place icons on top of appointments to let you know what the status of the appointmentis. This is
useful when you are busy and need to find out who has been helped, who is waiting to be serviced and who
needs to be checked out.

1. Rightclick on top of the appointment.

Check In
Beqin Servicing Client
Finish Servicing Client

POS Check Out

B&l<

2. Select "Check In", "Begin Servicing Client" or "Finish Servicing Client" to place an icon on the appointment.
® Check In: Select this option to place anicon on the client's appointment to show that they have arrived.

® Begin Servicing Client: Select this option to place anicon on the appointment to show that the client is with
the service provider.

® Finish Servicing Client: Select this option to place an icon on the appointment to show that the client's
appointmentis finished and they are ready to be checked out.

Blocking Employee Time

There are two different ways to block employee time in the Calendar. You can block a single time or you can
block multiple times for all employees or just one employee. Below areinstructions for both.

Block a Single Time:

1. First, left click on a time slot and holding down the mouse's left click button, drag the cursor over multiple
time slots to select (highlight) them. This comes in handy for blocking out time for one day that an employee

will not be available for appointments. For example, if an employee needs to leave in the middle of their shift
for a doctor's appointment.

2. Once the correct time slots are highlighted, right click on top of the highlighted timeslots and select "Block
Employee Time". The "Date", "Employee", "From Time" and "To Time" will be entered automatically for you.

Block Employee Time x

11+ Enter Block Time Information
Date &
Employee BARBARA DUNTS -
From Time 11:00 AM s
To Time 12:00 PM s
Type MEETIMNG -
Reason Meeting for new promos,
2 Delete & OK K cancel

3. Selecta "Type" (optional), enter a reason and click the "OK" button to approve the blocked time.
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Block Multiple Time Slots:

1. Click on the "Block Employee Time" button on the right side of the calendar.

Block
Block EmployeeTime

B Block Multiple Time Slots

IThis option allows you to block a range of dates / times on the
inppointment Calendar for All Employees or a Single employee.

Select Ermplovee or Leave Elank for Al

Employee |GINGER MORRISON -

Starting With Date /712009 -

From Time 10:00 AM :

To Time 10:30 AM :

No. of Weeks 1 -

Type MEETING -
Reason

Meeting

Select Days to
[T onday ['wednesday [=] Friday 7] Sunday
[T Thursday | 5aturday

& Block K cancel

2. Select the "Employee" that you would like to block out time for. If you need to block time for every
employee in the calendar, leave the Employee selection blank.

3. Select the "Starting With Date". Select the date of the first day this time will be blocked for.
4. Select the "From Time" and "To Time". This is the time that will be blocked each day.

5. Enter the "No. of Weeks" that this time must be blocked if the time you are blocking will be the same for a

period of time. If this time does not need to be blocked out for more than a week, leave the "No. Of Weeks" set
tO Illll'

6. Enter a "Reason" for the time you are blocking. An example for a reason could be "Lunch" or "Medical
Appointment".

7. Select the days of the week for the time you are blocking if the time you need to block is for specific days of
the week. You will need to check one of the days of the week even if you are blocking out time for only one day.

8. Click the "Block" button when finished.
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Printing Appointment Schedules

You may choose to print schedules for your service providers if you would like them to have a print out of
their appointments for the day. There are two available formats for the appointment schedules.

1. Click the "Actions" button in the upper right hand corner of the calendar.

f2a | Print Schedules
d Print Work Ticksts
& Print Calendar

2. Select "Print Schedules" or "Print Calendar".

Print Schedules

Print Appointment Schedule X

& Print Schedule
selectoption ... |

() Print Selected Colurmnn's Schedule

@ Print &l Schedules on Separate Pages:

| Ot Phone Mo, 's

@ 0K K cancel

Selecting this option will presentyou with a screen offering two choices. You can "Print Selected Column's
Schedule" to print a schedule for the column you have selected (has a highlighted timeslot) or you may select
to "Print All Schedules on Separate Pages".

Print Calendar

Print Appointment Calendar X

& Print Schedule

21 Print Selected Column's Schedule

2 Print & Schedules on Separate Pages:

1 Print &Il Schedules on Single Page

& OK 3 cancel

The "Print Calendar" option will print the schedule in the calendar format. Selecting this option will present
you with a screen offering three choices. You can choose the "Print Selected Column's Schedule" option to
print a schedule for the column you have selected (has a highlighted timeslot) or you may select to "Print All
Schedules on Separate Pages". You can also "Print All Schedules on Single Page" if you would like a printout
of the entire Calendar on one sheet of paper.
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Printing Work Tickets

Work Tickets will provide information about the services thata client has scheduled, a listing of their product
and service history, a listing of their formulas and will also include the client's notes. The work tickets can be
provided to your service providers so thatthey have all of the client's information with them at their station.
The ability to view their product and service history will allow your service providers to up sell products and
services to the client based on what the clienthas come in forin the pastand the formulas and notes will
help your service providers service their clients better. Below are instructions for printing Work Tickets.

1. Click on the "Actions" button in the upperright hand corner of the Calendar.
2. Select the "Print Work Tickets" option from the menu.

3. The following screen will appear, providing you with three types of work tickets.

Envision Report - Work Tickets

rﬁ] Work Tickets

,j Preview
& Print
¥ cancel

Q View

(©) 3 Services Per Page

&l Emnployees

7 Single Employes .

Select Client Range

& All Clients

7 Single Client -
w History For
0 Days (©) 30 Days

7 a0 Days 71 Mo Histary

Select Report Options

[~ |Display all Formulas for Each Client

4. Select a Work Ticket Type from the three options provided. The most commonly used options are "3
Services Per Page" and "Client Work Ticket". The "3 Service Per Page" option will print three work tickets on
one sheet of paper, for each service scheduled in the Calendar. This will resultin multiple work tickets for
one clientif the client has multiple services scheduled. You will also need to cut the work tickets after
printing them. The "Client Work Ticket" option will print one sheet of paper for each client with a listing of all
the services they have scheduled on ticket.

5. If you are printing Work Tickets the night before, change your "Date" to the next day's date.
6. You can also choose to print Work Tickets for one service provider or for one client.

7. After selecting the Work Ticket options, click the "Print" or "Preview" button.
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View Client's Next Appointment

The "View Client's Next Appointment" feature allows you to quickly check when a client's future
appointments are scheduled.

1. Click the "Actions" button in the upper right hand corner of the calendar.

Wiew Client's Daily Agenda
Wiew Client's Mext Appointment
lj Wiews Daily Cancellations
% Check Service Price

3) Search for Appointments

Client Id [BOOHE FRANCINE -] 3) % Dymo

Today and Future Appointment List for:

Start Date Start Time |Employee Id Service Id -
£98/4/2010 __|10:00 AM_|BRENDARIDGES ___IMANICURE

8/18/2010 10:00 AM BRENDA RIDGES MANICURE

9/1/2010 10:00 AM BRENDA RIDGES MANICURE

9/15/2010 10:00 AM BRENDA RIDGES MANICURE

9/29/2010 10:00 AM BRENDA RIDGES MANICURE

10/13/2010 10:00 AM BRENDA RIDGES MANICURE

10/27/2010 10:00 AM  BREMDA RIDGES MANICURE
MM A4 b

@ Move to Appointment & Print Appointment List V QK

2. Select the Client that you would like to view an appointment listing for. The listing of appointments will
appear as soon as the clientis selected.

3. Click the "Print Appointment List" button if the client would like a printed list of their appointments.
4. Click the "Move to Appointment" button if you need to move to that appointment in the calendar.
Check Service Price

The "Check Service Price" feature allows you to quickly check how much an employee charges for a service or
what service price level the employee is set to.

1. Click the "Actions" button in the upper right hand corner of the calendar.

Check Service Price x

@ Check Service Price
Employee Id |8HNE CREW - |
Service Id |ALPHA BETA PEEL FACIAL -
Level 3
Price 145.00
& Check Price ¥ Close

2. Select the "Check Service Price" option from the menu.

3. Select the employee that will be performing the service in the "Employee Id" field.
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4. Select the service that the employee will be performing in the "Service Id" field.

5. Click the "Check Price" button. The "Level" and "Price" will update after clicking this button.
View Audit Screen and Cancellations

The Audit screen will show when appointments were scheduled, edited and canceled.

1. Click the "Actions" button in the upper right hand corner of the calendar.

Wiew Color Legend

Appointment Audits x

View Audit Screen |

View Appointment Audit History
For Date
Select Opti Sort B
elect Options ° 'f' _ 5/24/2010 -
) Show Al ) Edited Appointments © Action / Client / Employee
(™) Action / Employee
© New Appointments © Cancelled Appointments @ Employee / Action b /O Refresh .......
Employee Id Type Client 1d Service Id Appt Date |Appt Time |Actio
>|ANNE CREW New COOK STEPHANIE ALPHA BETA PEEL FACIAL  5/24/2010 09:00 AM 5/24/
ANNE CREW Edit COOK STEPHANIE ALPHA BETA PEEL FACIAL  5/24/2010 09:00 AM 5/24/
ANNE CREW New KELLY ANDREW MEN'S HOT TOWEL FACIAL 5/24/2010 11:00 AM 5/24/
ANNE CREW Delate KELLY ANDREW MEN'S HOT TOWEL FACIAL 5/24/2010 11:00 AM 5/24/
ANNE CREW New KELLY ANDREW MEN'S HOT TOWEL FACIAL 5/24/2010 11:00 AM 5/24/
CONNER MARLOW New XAVIAR JULIA 1 HOUR SWEDISH MASSAGE 5/21/2010 10:00 AM 5/24/
COMMER MARLOW Edit XAVIAR JULIA 1 HOUR SWEDISH MASSAGE 5/21/2010 10:00 AM  5/24/
JOLINE MEYERS New BROWN KARRY 1 HOUR COUPLES MASSAGE 5/21/2010 09:00 AM 5/24/
JOLINE MEYERS i [ A
4 4> A
& OK
e

2. Select whether you would like to view "New Appointments", "Edited Appointments" or "Canceled
Appointments".

3. Click the "Refresh" button after making your selection.
The list that appears will display information about when appointments were scheduled, edited and canceled.

If Initials were entered when the appointment was scheduled, you will be able to determine who scheduled
the appointment.
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Checking a Client Out

The POS Checkout feature transfers services from the Appointment Calendar to the Point of Sale screen. You

54

can run this process several times on the same client if you add services during their visit. 1t will only

transfer new services added since the last time you ran this procedure. Additionally, you can resend all the

services by checking "Resend All Services" in the lower left hand corner.

1. Rightclick on top of one of the client's appointments.

Check In
Begin Servicing Client
Finish Servicing Client

POS Check Out

B&®<

E Create POS Ticket - Cash Out Client

to the Point of Sale Screen.

services added since the last time you

* Additionally, you can resend all of the services by checking the

"Resend Al Services".

E Checkout

2. Select "POS Check Out" from the menu.

* This option transfers services from the appointrment calendar

' You can run this process several times on the same client if
you adld services during their visit, It will only transfer new

Check out Charlene Mathis X

ran this procedure,

Client

x Cancel

3. Verify that you are checking out the correct client by reviewing the client's name at the top of the Check Out
popup screen and click the "Checkout Client" button at the bottom of this screen. The services will be

transferred to the Sales Register.

1

&l 7- out

& Options fh Open Drawer

“ Adions - [l Exit

Client Id MATHIS CHARLENE - Pay on
| | p Search "
| mee [ | pee
Charlene Mathis 54 o
HYDRACURE |[HYDRACURE || HYDRATE
6523 Sunny Lane | 14 OF I =zoz |lcomMD 20 02
sunnyville, FL 33998 0.00 4.00 HAIR - GEME. .. l
cor HYDRATE HYDRATE HYDRATE
Sl D COMD 33,8 OF || COND £4 OF || COMD 8.5 ©F |
BalDue: 0.00 Lovalty Pts: 8 GC Avail: 100,00 50.00 100.00 25.00
I Notes Add HYDRATE HYDRATE HYDRATE
mages o B | (<o 10,1 07)|SHaM 2.0 o2 |[SHAM 33,8 o)
25.00 4,00 50,00
Employes Product | Service Type \Qby | Price Extend — HYORATE
CAMILLE SWAMNSON  HYDRATE SHAM 10,1 OF R 1 25,00 25.00 [ SH'?U'VU' "5‘3 o
CAMILLE SWANSON  FULL HIGHLIGHTS 5 1 100,00 100,00 -
CAMILLE SWANSON  WOMEN'S HAIRCUT 5 1 60,00 60,00
-
Retail 25.00 5C Sold 0.00
Service 160.00 Subtatal 185.00
Tanning 0.00 Sales Tax 1.63 .
Membership 0.00 Tips 0.00 e A
Total Due 186.63 T o—-
Due 186.63 PO @ Adjust @ Payour | o Mosak
Sell 2 Gift Sella View ) Futura Vizw On - E: Miew  [@7H] Sale/
B2 Corificars Mbrship & History [ printLeners 3] Appts LS hod ® Disaaunt Prepaid Cashout

4. Review the information on the ticket and add any additional products or services that the clientis

purchasing. You can also editan item by double clicking on top of it. An "Edit Selected ltem" window will

open so that you can change the price of the item, apply discounts, use loyalty points or use a coupon.
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5. Click the "Sale / Cash Out" button in the lower right hand corner of the screen.

6. Apopup may appear asking you if you would like to schedule the client's next appointment. Click "Yes" to
return to the calendar or click "No" to continue on to the Payment Panel.

Confirm

:) 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?

7. On the Payment Panel, select the type of payment that the client will be using.

~ 000
n8a
n@a
e

alies2 Backspace

Debit

Other 3 Other 4 Other 5 Employee Deduction

Other & Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20 £50 $100

Enter negative (-} amount for credit or Refund

Payment 2

Mote Tb‘ Mote
| =] |

A
@ Print Ticket 4‘ Cash Out E Return POS

Total Tips aAllocated 0.00
Total Due 176.63
Due 176.63

Entering Tips: Please referto the "Entering Tips" instructions for steps on entering tips.

Credit Card Processing Instructions: Please refer to the "Credit Card Processing" Instructions if you are using Envision's
integrated credit card processing or if you need to enter tips, please refer to the "Entering Tips" instructions.

7. Editthe amount that the client is paying under the "Payment 1" button and/or the "Payment 2" button.

8. Click the "Cash Out" button to complete and save the transaction.
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Sales Register Features

Open Drawer

When you open the Sales Register in the morning, the following screen will popup for you to enter the
Beginning Cash Drawer Total.

Create New Cash Drawer X

& Enter Beginning Cash Drawer Total

Counts

100 - 0.00
50' = 0.00
20°s = 0.00
10% = 0.00
5's - 0.00
2s - 0.00
s - 0.00

Count Cains

2.00 = 0,00
1.00 = 0.00
0.50 - 0.00
0.25 = 0.00
0.20 = 0.00
0.10 = 0.00
0.05 = 0.00
0.01 = 0.00
Change Manual

Beginning Cash Drawer Total.

Y o

1. Enter the quantity of each type of bill and coin that you have in the drawer. For example, if you have 5 ten
dollar bills in the drawer, you would enter "5" in the ten dollar bill field. The total will be automatically
calculated for you at the bottom of the screen.

2. Click the "OK" button when finished.
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Checking a Client Out

The POS Checkout feature transfers services from the Appointment Calendar to the Point of Sale screen. You
can run this process several times on the same client if you add services during their visit. 1t will only

transfer new services added since the last time you ran this procedure. Additionally, you can resend all the
services by checking "Resend All Services" in the lower left hand corner.

1. Rightclick on top of one of the client's appointments.

Check In
Begin Servicing Client
Finish Servicing Client

POS Check Out

B&®<

E Create POS Ticket - Cash Out Client

to the Point of Sale Screen.

services added since the last time you

* Additionally, you can resend all of the services by checking the

"Resend Al Services".

E Checkout

2. Select "POS Check Out" from the menu.

* This option transfers services from the appointrment calendar

' You can run this process several times on the same client if
you adld services during their visit, It will only transfer new

Check out Charlene Mathis X

ran this procedure,

Client

x Cancel

3. Verify that you are checking out the correct client by reviewing the client's name at the top of the Check Out
popup screen and click the "Checkout Client" button at the bottom of this screen. The services will be

transferred to the Sales Register.

1

B options | &lé 7- Out

Open Drawer

“ Adions - [l Exit

Client Id MATHIS CHARLENE - Pay on
| | p Search "
| mee [ | pee
Charlene Mathis 54 o
HYDRACURE |[HYDRACURE || HYDRATE
6523 Sunny Lane | 14 OF I =zoz |lcomMD 20 02
sunnyville, FL 33998 0.00 4.00 HAIR - GEME. .. l
cor HYDRATE HYDRATE HYDRATE
Sl D COMD 33,8 OF || COND £4 OF || COMD 8.5 ©F |
BalDue: 0.00 Lovalty Pts: 8 GC Avail: 100,00 50.00 100.00 25.00
I Notes Add HYDRATE HYDRATE HYDRATE
mages o B | (<o 10,1 07)|SHaM 2.0 o2 |[SHAM 33,8 o)
25.00 4,00 50,00
Employes Product | Service Type \Qby | Price Extend — HYORATE
CAMILLE SWAMNSON  HYDRATE SHAM 10,1 OF R 1 25,00 25.00 [ SH'?U'VU' "5‘3 o
CAMILLE SWANSON  FULL HIGHLIGHTS 5 1 100,00 100,00 -
CAMILLE SWANSON  WOMEN'S HAIRCUT 5 1 60,00 60,00
-
Retail 25.00 5C Sold 0.00
Service 160.00 Subtatal 185.00
Tanning 0.00 Sales Tax 1.63 .
Membership 0.00 Tips 0.00 e A
Total Due 186.63 T o—-
Due 186.63 PO @ Adjust @ Payour | o Mosak
Sell 2 Gift Sella View ) Futura Vizw On - E: Miew  [@7H] Sale/
B2 Corificars Mbrship & History [ printLeners 3] Appts LS hod ® Disaaunt Prepaid Cashout

4. Review the information on the ticket and add any additional products or services that the clientis
purchasing. You can also editan item by double clicking on top of it. An "Edit Selected ltem" window will
open so that you can change the price of the item, apply discounts, use loyalty points or use a coupon.
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5. Click the "Sale / Cash Out" button in the lower right hand corner of the screen.

6. Apopup may appear asking you if you would like to schedule the client's next appointment. Click "Yes" to
return to the calendar or click "No" to continue on to the Payment Panel.

Confirm

:) 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?

7. On the Payment Panel, select the type of payment that the client will be using.

~ 000
n8a
n@a
e

alies2 Backspace

Debit

Other 3 Other 4 Other 5 Employee Deduction

Other & Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20 £50 $100

Enter negative (-} amount for credit or Refund

Payment 2

Mote Tb‘ Mote
| =] |

A
@ Print Ticket 4‘ Cash Out E Return POS

Total Tips aAllocated 0.00
Total Due 176.63
Due 176.63

Entering Tips: Please referto the "Entering Tips" instructions for steps on entering tips.

Credit Card Processing Instructions: Please refer to the "Credit Card Processing" Instructions if you are using Envision's
integrated credit card processing or if you need to enter tips, please refer to the "Entering Tips" instructions.

7. Editthe amount that the client is paying under the "Payment 1" button and/or the "Payment 2" button.

8. Click the "Cash Out" button to complete and save the transaction.
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Credit Card Processing

1. Create a sales transaction in the Sales Register and click the “Sale / Cash Out” button in the lower right

hand corner of the screen.

E &» Options 5?1 Open Drawer @ Z-0ut ',{/ Actions - EI." Exit
Client Id MATHIS CHARLENE - p s |a@ P Employeeld| | § =
Aocount
woe [ ] pes
Charlene Mathis o4 _ . ——
HYDRACRE | HTORACURE || HYORATE
6523 Sunny Lane | 1ozl 520z |ICOND 20 GF |
Surinyville, FL 35998 iy ity iy
e HYDRATE HYDRATE HYDRATE
S efED |COND EER: oz| |COND 64 OF | |COND 85 OF |
BalDue: 0.00 Lovalty Pts: & GC Avail: 100,00 50.00 100,00 25.00 ROK - 40D
I No add HTORATE HTORATE HYORATE —
mages tes it SHANM 10.1 02 |[SHAM 2.0 OZ | [5HAM 33,5 0Z | | [T
- - 2500 400 50,00 )
Employes Product | Service Type \Qby | Price Extend HYCRATE MAILS - MAN. ..
CAMILLE SWAMSOM  HYDRATE SHAM 10,1 OF R 1 25,00 25.00 [ SH'?U“U' ‘5‘3 oz B =0
CAMILLE SWANSON  FULL HIGHLIGHTS s 1 100,00 100,00 : e
CAMILLE SWANSON  WOMEN'S HAIRCUT s 1 60,00 60,00 MAILS - ADD...
ESTHETIC - F..,
ESTHETIC - ...
ESTHETIC - ...
ESTHETIC - ...
-
Retail 25.00 G Sold 0.00
Service 160.00 Subtatal 185.00
Tanning 0.00 Sales Tax 1.63
Membership 0.00 Tips 0.00 [ |
Total Due 186.63 Pt O T o—-
Due 186.63 it @ Adjust @ Pay O |\ Nessk
Zell 2 Gift Zell 2 View - Future View On ;s E Wiz B Sake/
B2 Corificars Mbrzhin & Histary [ pint Leters | [[F] Apps Hald @ Cocoumt Prapaid I@ Cashiut

2. When the Payment Panel appears, click the "Print Ticket" button to print a receipt so that the client may fill

intip information.

& £ o
-~ o@a
it

== Other 1 Other 2 Backspace

Other 2 Other 4 Other 5 Employee Deduction
Other 6 Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20 $50 $100

Enter negative (-3 amaunt far credit or Refund

[Dayment 1& 2] P;

Payment 1 Paymant 2

o)
& oke
Click the “Print
Ticket" Button
@ Print Ticker h Cash Qut E Return POS
Total Tips Allocated 0.00
Total Due 0.00
Change 0.00

YOUR SALON

123 Sunny St.
Sunnyville, FL 32xxx

555-555-1212

Ticket: 0000000000
Drawer: 12 Station: 1
Date: 4/2/2008 Time: 02:12:01 pm

Client: 62
Corey Moore

Men's Haircut
1

23.00
*x Serviced By: Camille
sugToTAL i;fﬁﬁ
TOTAL 23.00
CASH 0.00
CHANGE 0.00

TIP

TOTAL

X:
I AGREE TO PAY THE ABOVE TOTAL AMOUNT
ACCORDING TO THE CARD ISSUER AGREEMENT.

Thank you for your business
Please come see us again!
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3. After the client enters the desired tip amount, click on the "Tips" button to enter the tip. The following
screen will appear when you click on the "Tips" button on the Payment Screen.

& £ -~ B0O@

aga
oaa
Gift Debit

F=a = TR
oy §@

Other 1 Other 2 Backspace

Other 2 Other 4 Other 5 Employee Deduction
Other 6 Other 7 Other 8
Fast Cash Keys

$1 $5 $10 $20 $50 || $100 Employee Tips %

Enter negative (-) amount for credit or Refund @ Enter Employee Tips
Payment 1 & 2

Emnployee Id Tip Arnount Enter Tip % Amount

Payment 1 %nl Click the k‘ 2 4 Click here to add a new row 20.00
. Tios_Buttan CAMILLE SWANSON 30.00 or Enter Total Tip Amount
I | g | | >[armE CREw sz0) | |o.00
’_§1 Mote 3
gies a Split By % of
Service
F '
@ Print Ticket a Cash Qut E Return POS MM A b E— A @ Split Evenly

Total Tips Allocated 0.00 u Add Blank Line @ Save Item

Total Due 0.00

8§ Add All Employees ;@' Remaove Item E o OK i
Change 0.00 . sm——

4. Clickin thefield labeled "Click here to add a new row" and click on the drop down arrow to select an
employee.

Selecting Multiple Employees: Ifyou need to selec e than one employee, click on the "Add Blank Line" button at the

bottom of the screen or click the "Add All Employees" button to add all of the employees on the ticket.

5. Enter the amount of the tip to the right of each employee's name or enter an amount in the "Enter Total Tip
Amount" or a percentage in the "Enter Tip % Amount" field on the right.

Entering Tip Amounts: Ifthere are multiple employees, you may enter a specific amount for each employee in the "Tip Amt"
field to right of their Employee Id, or you may enter a "Total Tip Amount"in the field on the right. The "Total Tip Amount"is the
total amount that the client gives to you for more than one employee. You may also enter a "Tip % Amount". Ifyou are
enteringtips for only one employee or ifyou are entering a specific amount for each employee, click the "OK" button after
entering the tip amount.

Splitting Tips Automatically: Click either "Split By Pct of Service Done" or "Split Evenly" if you have entered a "Total Tip Amount"
ora "Tip % Amount". "Split By Pct of Service Done" will split the tip between the employees on the ticket according to the
percent of service that was done by each employee. The employee that performed a more expensive, time consuming or
difficult service (depending on the price of the service) will receive the larger tip. "Split Evenly" will split the total tip amount
evenly for each employee on the ticket.

6. Click the "OK" button when finished. The Total Tip amount will automatically be added to the Payment 1
Type thatis highlighted.
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7. Select the type of credit card the client will be using.

'ﬁ OnAcct

Select the type
of payment here

Other 1 Other 2

Other 3 Other 4 Other 5

Other & Other 7 Other 8

Fast Cash Keys
$1 £5 $10 $20

Enter negative (-1 amount for credit or Refund

lPayment 1&2

Payment 1 %ﬂ)

daa
aaa
daa
aas

Backspace

Employee Deduction

$50 | $100

Payment 2

4
@ Print Ticket 34 Cash Out

Total Tips aAllocated
Total Due
Change

E Return POS

0.00
0.00
0.00

8. After entering the tip, click the credit card processing button to process the card.

=1

Credit f Debit Transactions X

%H‘, Credit Transaction - Scan Card

Total Goods / Services
Tip Amount

Debit Cash Back
Amount to Charge Card

Manual Card Entr

Card Number
Name on Card
Expiration Date

C¥Y Code

Credit / Debit Approval

92,63
3,20

25.83

** ¥ou MUST enter ALL tips PRIOR to processing the credit card! **

d for dehit tra

(Used For Manual Entry Only) Use CC on File
(IR |

Malke sure your cursor is |

blinking in this field .
before swiping the card :I

smipe the credt / debit card
| or manuall enfer Bhe mformation

and press the process butfon.

[ ]

‘| &, process |‘ ‘| ¥ Cancel |‘

9. Clickin the "Card Number" field so that your cursor is blinking in that field and swipe the card. The card
will be processed as soon as you swipe the card, so make sure that the amounts are correct and that you have
entered a tip before swiping the card.
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10. Amessage will appear stating whether the transaction has been declined or approved and the
Authorization Number will be automatically entered in the "Authorize No." field.

Processing a Second Time: You DO NOT need to click the credit card button to process the transaction again unless you receive

the "Credit Card Declined" message. Ifthe cardis swiped and processed a second time, the client will be charged a second

62

time ifthe transaction has already been approved.

11. Click the "Cash Out" button to complete the sale.

IIIIIIHHHEHH!I

12. Aprompt will appear for printing a receipt. Click "Yes" if you would like two receipts printed with the

Signature line.

Merchant / Customer Copies: For a Merchant and Customer copy ofthe receipt, the correct Receipt Print Style must be
selected in the Station Configuration. To open the Station Configuration, click on "Company" on the top menu and select

"Station Configuration". Open the station thatis usingthe receipt printer by double left clicking on top ofitin the list. The
Receipt Print Style is located on the "Printer" tab in the lower left hand corner. Select "Single Ply Paper - Merchant/Customer
Copies".

YOUR SALON

123 Sunny S5t.

Sunnyville, FL 32xxx

555-555-1212

Ticket: 0000000464

Drawer: 22

Date: 4/2/2008 Time: 04:20:48 pm

Client: &2
Corey

Men's Haircut
1

T Serviced

VISA

CARD TYFE:
ACCOUNT :

NAME :

APPROVAL CODE:
AMOUNT :

TIP:

TOTAL:

Station:

Hoore

@
By: Camille

23

.00

SUBTOTAL
TIP

TOTAL
AUTH: TRNING
CHANGE
VISA
grEEXIXTXATXXAG]TT

TRNING
25.00

X
I AGREE TO PAY THE ABOVE TOTAL AMOUNT
ACCORDING TO THE CARD ISSUER AGREEMENT.

Thank you for your business

Flease

come see us again!

**xX Merchant Copy ****

YOUR SALON

123 Sunny St.
Sunnyville, FL 32xxx

555-555-1212

Ticket: 0000000464
Drawer: 22 Station: 1
Date: 4/2/2008 Time: 04:20:48 pm

Client: 62
Corey Moore

Men's Haircut
1

23.00

*= Serviced By: Camille

SUBTOTAL

TIF

TOTAL
VISA AUTH: TRNING 28.00
CHANGE 0.00

CARD TYPE: VISA
ACCOUNT: gexexexrexxxxg]yg
NAME :
APPROVAL CODE: TRNING
AMOUNT: 28.00

TIP:
TOTAL:

X
I AGREE TO PAY THE ABOVE TOTAL AMOUNT
ACCORDING TO THE CARD ISSUER AGREEMENT.

Thank you for your business
Flease come see us again!

**x% Customer Copy ****
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Entering Tips

1. Click the "Tips" button on the Payment Panel screen.

& £ ~ D003
a8a
= Gift Debit E
—— oy NG

=5 Other 1 Other 2 Backspace

Other 3 Other 4 Other 5 Employee Deduction
Other & Other 7 Other 8
Fast Cash Keys

$1 $5 $10 $20 $50 $100 Employee Tips -
Enter neqgative {-) amourt for credit or Refund !
Rl @ Enter Employee Tips

Payment 1 & 2 W

Employee Id Tio Amount Enter Tip % Amount

Payment 1 Click the 2 ” Click here to add a new row 20.00
|"TI " Bunnnk

| ! 2 CAMILLE SWANSOR 30.00 or Enter Total Tip Amount

| .1 | > [arNE CREW .20 .00
’_§‘ Mote 3
Tips % Split By % of

Service
- )
@ Print Ticket a Cash Qut E Return POS R RN P @ Split Evenly

Total Tips Allocated 0.00 u Add Blank Line

Total Due T 8§ Add All Employees "—E'd' Remove Item E V oK i
Change 0.00 8 )

2. Click in the field labeled "Click here to add a new row" and click on the drop down arrow to select an
employee.

Selecting Multiple Employees: Ifyou need to selec e than one employee, click on the "Add Blank Line" button at the

bottom of the screen or click the "Add All Employees" button to add all of the employees on the ticket.

3. Enter the amount of the tip to the right of each employee's name or enter an amount in the "Enter Total Tip
Amount" or a percentage in the "Enter Tip % Amount" field on the right.

Entering Tip Amounts: Ifthere are multiple employees, you may enter a specific amount for each employee in the "Tip Amt"
field to right of their Employee Id, or you may enter a "Total Tip Amount" in the field on the right. The "Total Tip Amount" is the
total amount that the client gives to you for more than one employee. You may also enter a "Tip % Amount". Ifyou are
enteringtips for only one employee or ifyou are entering a specific amount for each employee, click the "OK" button after
entering the tip amount.

Splitting Tips Automatically: Click either "Split By Pct of Service Done" or "Split Evenly" if you have entered a "Total Tip Amount"
ora "Tip % Amount". "Split By Pct of Service Done" will split the tip between the employees on the ticket according to the
percent of service that was done by each employee. The employee that performed a more expensive, time consuming or
difficult service (depending on the price ofthe service) will receive the larger tip. "Split Evenly" will split the total tip amount
evenly for each employee on the ticket.

4. Click the "OK" button when finished. The Total Tip amount will automatically be added to the Payment 1
Type thatis highlighted.
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Selling a Gift Certificate

1. Click the "Sell a Gift Certificate" button in the lower left hand corner of the Sales Register.

Sell 2 Gift

Note: Before clickingthe "Sell a Gift Certificate" button on the POS screen, you must select the client who is purchasing this
certificate. Ifthey are new to your shop, take this opportunity to get their name and address and add them to your Client list.
Do this the same way as described above for the recipient of the gift.

Sell Gift Certificate

5= Sell a Gift Certificate

Amount 100.00

Sold By [CAMILLE SWANSOM - |

Gift Card No. | |

Optional Features
[]Add Tax to Amount of Gift Certificate
|| Cormp this Gift Certificate

Purchased For [MITCHELL LOU ANNE -
Note | |
Starts On 8/17/2009 -
Expires On* 2/17/2019 -

* Many area's place restrictions on the use of expiration
dates on Gift Certificates. Please verify the laws in your area
befare you use this field.

2 Add New Client & 0K 3 cancel

2. Enter the Amount of the Gift Certificate.
3. Select the "Sold By" employee thatis selling the Gift Certificate.

4. Swipe the card or enter a number (if you have your own numbers for Gift Certificates) in the "Gift Card No."
field.

5. Select the client that will be using the gift certificate in the "Purchased For" field. If the client has not been
added to your Client List, click the "Add New Client" button in the lower left hand corner.

6. Select a "Starts On" and "Expiration Date" for the gift certificate (optional). Today's date will
automatically be entered into the "Starts On" date for the Gift Certificate. You may change this date to any
datein the future.

7. Click the "OK" button when finished.
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Discounting

To Discount an item in the Sales Register, double click on top of it or click the "Discount" button in the lower

right hand corner of the Sales Register.

Adjust Screen:

1. If you double clicked on top of the item, click on the "Discount" tab of the Edit Selected Item window. You

will see the following screen.

Edit Selected Item X

Employee Id |EIAREIARA DUNTS

- | Price

Description |Hydrate Shampoo 10,1 Oz

2 Mo Discount Amount
(©) Discount By a Percentage Note

(2 Discount By a Fixed Amount

(7 Set Prica to a Fixed Amount

25.00

Optional Additional Line Ttern Discount Arnounts
additional Membership Discount Amount 1
Amount 2
Amount 3
Amount 4
o OK 3 cancel '-,_.},J' Delete

2. Select the "Type" of discount you would like to apply to this item. There are 4 choices available to select

from.

3. Enter the amount of discountin the "Amount" field to the right. The amount depends on the discount type
selected on the left. If you chose "Discount By a Percentage", you would enter a percentage as a whole
number into this field. If you chose "Discount By a Fixed Amount" or "Set Price to a Fixed Amount", you

would enter a dollar amount into this field.
4., Enter a note if necessary.

5. Click the "OK" button at the bottom.
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Discount Button:

1. If you clicked the "Discount" button at the bottom of the Sales Register, the following screen will appear.

Enter Discounts x

@ Setup Product / Service Discount

Mo Discount

) Discount by a Percentage
() Discaunt by a Fixed Amount

(©) Set Price to a Fixed Amount

Discount %o 10,0000

Discount By Fixed Amount

Note ‘
& 0K K cancel

2. Select the "Type" of discount you would like to apply to this item. There are 4 choices available to select
from.

3. Enter the amount of discount into one of the amount fields provided. The field and the amount depends on
the discount type selected at the top. If you chose "Discount By a Percentage", you would enter a percentage
as a whole number into the "Discount %" field. If you chose "Discount By a Fixed Amount", you would enter a
dollar amountinto the "Discount By Fixed Amount" field. If you selected "Set Price to a Fixed Amount", you
would enter a dollar amount into the "Set Price To" field.

4. Enter a note if necessary.

5. Click the "OK" button at the bottom.

Combining Tickets

You may need to combine tickets if one person would like to pay for multiple people. For example, if a mother
and daughter come in for appointment, the mother will probably want to pay for the daughter as well. There
is a very easy way to do this from the calendar.

1. Rightclick on top of the mother's appointmentin the calendar and select the "POS Checkout" option.

CheckIn
Begin Servicing Client
Finish Servicing Client

POS Check Out

4B

2. Click the "Check Out Client" button.

Check out Charlene Mathis X

2 Create POS Ticket - Cash Qut Client

* This option transfers services from the appointment. calendar
to the Point of Sale Screen.

* ¥oU £an run this process seweral times on the same client if
you add services during their visit, It will only transfer new
services added since the last time you ran this procedure.

+ Additionally, you can resend all of the services by checking the
"Resend &l Services",

E Checkout Client x Cancel
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3. The mother's services will be transferred to the Sales Register. Leave her ticket open in the Sales Register

and click on the "Calendar" button on the Tool Bar of Envision to go back to the Calendar.

Click the
"Calendar” button

2 W E 8 Q@ @ & =

ck Caial-'zdar Walk In Queue  Sales Register  Clients  SMSMsgs  Formulas  Inventory  Schedule  Lool

E % @ Options ;5.]: Open Drawer @
Client Id [THOMAS WARNDA - Pay on

| | p Szanch =
Wanda Thomas g4
,
3216520525
EBalDue: 0.00

Images Notes Add oo EdiE
Employes Product | Service Twpe Qby  |Price Extend

WOMEN'S HATRCUT

Retail 0.00 aC Sold
Sefvice 60.00 Subtaotal
Tanning 0.00 Sales Tax
Membership 0.00 Tips
Total Due
Due

0.00
B0.00
0.00
0.00
B0.00
b0.00

L=l a Gift el a View § Future g Mbrship
B2 oo Marship & Histary [ print Lewers | 3] Appts B, peyercord | Payment

4. Rightclick on top of the daughter's appointment and select the "POS Checkout" option.

Check In
Begin Servicing Client
Finish Servicing Client

POS Check Out

B&®<

5. Click the "Checkout Client" button.

Check out Charlene Mathis X

E Create POS Ticket - Cash Out Client

* This option transfers services from the appointrment calendar
to the Point of Sale Screen.

' *fou can run this process several times on the same client if
you add services during their visit. It wil only transfer new
services added since the last time you ran this procedure.

+ Additionally, you can resend all of the services by checking the
"Resend Al Services",

.ﬁ Checkout Client x Cancel
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6. When the Sales Register opens you will see the following screen pop up, asking you what you would like to
do.

POS Add Item to Existing Ticket X

@ Join Tickets

There is an existing ticket on the Point of Sale Screen!

Client No. 84
Client Id THOMAS W ANDA
Full Name Wanda Thormas

You are about to check out:

Client No. g3
Client Id THOMAS MAMNCY
Full Name MNancy Thomas

) Place Existing Ticket on Hold - Add Items to a NEW Ticket

o ok | ¥ cancel

7. Choose the second option at the bottom, "Add Items To Ticket" and click "OK". The daughter's services will
then be added to the ticket. Their sales history will also remain separate.

E @ Options ;.1‘. Open Drawer @-
Client Id - p E
Account
Wanda Thomas g4
'
3216520525
Balbus: 0,00
s d I————
Employes Product | Service Type |Gty Price Extend n
CAMILLE SWANSON  WOMEN'S HAIRCUT 5 1 60,00 60,00
JOLIME MEYERS 1 HOUR. DEEP TISSUE MASSAGE 5 1 100,00 100,00
Retail 0.00 GC Sold 0.00
Service 160.00 Subtaotal 160.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 160.00
Due 160.00

8. Complete the sale by clicking the "Sale/Cash Out" button, selecting a payment type and clicking the "Cash
Out" button.
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Selling and Redeeming Packages / Prepaid Items

Envision has the capability of tracking prepaid items and packages sold to your clients so that when the
client comes back, you know what package or prepaid item was sold to the client, how many items they
originally purchased and how many they have left. There are different types of packages and different
methods for selling, scheduling and redeeming packages and prepaid items. Below is a listing of what will be
covered in this section of the guide:

® Selling and Redeeming a Series Package
® Selling and Redeeming a Multiple Service Package
® Selling and Redeeming a Prepaid Item

Selling and Redeeming a Series Package

A Series Packageis a package of one service that a client prepays for in advance. For example, a spa might
sell a package of six massage services that has been discounted because all six services will be paid for in
advance. Below areinstructions for selling, scheduling and redeeming this type of package.

Selling a Series Package

1. Click on the "Sales Register" button on the Tool Bar of Envision.

Sales Register l

2. Atthe top of the Sales Register screen, select the client that the packageis being sold to.

E B options h Ops
Client Id [MORRISON GINEER 1 O s
Client Id Full Marne
Ginaer M{MORRIS JUSTIME MORRIS, JUSTIME
MORRIS KATHY MORRIS, KATHY
MORRIS MARY MORRIS, MARY
MORRIS SALLY MORRIS, SALLY
BalDue: 0.MORRIS SANDY MORRIS, S&MNDY
TMORRIS SHAMNDRA

Employes MORR,
MORRISOMN JULIE

DAY AT THE MAMNIPEDT
SPA COMBO

25,00

MASSAGE - ||MICRODERM -
PEG OF & BLY 5 GET 1
E50,00 250,00 [
PECICURE 4 SALT GLOW -
BUY 3 GET 1 PEGOF &
350,00

100,00

LMCH

254,41

MASSAGE -
BUY 3 GET 1
255,00
PACKAGE - B0
PTS
20,00
WALEMTIMES
DAY PEG
150,00

PACKAGE |
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4. Select the "Inhouse" employee or the employee that is selling the package.

Employee Search b 4

$ Select Employee

Search |

| Sort Order

Employvee Mo, Employes Id
37 GIMGER MORRISOMN

41 ILEMA JOMES

11 JOLIME MEYERS
7 JOMATHAM KIREY
23 JOSIE SOLEM
42 JULLA ¥AVIAR
31 KARLA FRAMKE
38 KATRIMA JEWEL
50 LUMNCH
21 MARLEMA DONCHWAN
15 PHYLLIS SIMPSOMN
Mo 4k B

Buttons

Drag a colurn beader here to group by that column

Full Marne
MORRISOMN, GIMGER

39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER
JOMES, ILEMA

MEYERS, JOLIME
KIREY, JOMATHAMN
SOLEN, JOSIE
NAWIAR, JULLA
FRAMKE, KARLA
JEWEL, KATRIMA
5 LUMCH LUNCH
DOMONYAN, MARLEMA
SIMPSOMN, PHYLLIS

Showe 2l Ermployess

|Employee d

Departrent
STYLIST
STYLIST
MAIL TECH

MASSAGE THERAPIST
ESTHETICIAM
STYLIST

MAIL TECH

STYLIST

STYLIST

OTHER

FROMT DESK
ESTHETICIAM

& OK

x Cancel

5. Add additional items to the ticket if necessary and click the "Sale / CashOut" button.

15

& Options

Client Id |MORRISON GINGER

.|p

f,l| Open Drawer

Pay on
Search ﬁ =

alé 7- out

Ginager Morrison 206
MASSAGE PROGRAM
BalDue: 0,00 Lovalky Prs: 5
Images Notes Add SR
Employes Product | Service Type Gty Price Extend
INHOUISE MASSAGE - PKG OF & P 1 550.00 550,00
Retail 0.00 GC Sold 0.00
Service 550.00 Subtotal 550.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 550.00
Due 550.00
Zell 2 Gift zell 2 View § Future
BE Coaricats Mbrship & History [ Prns Leser 3] Aopts

* Exit

wos [ ] e
Y

DAY AT THE MANIPECT
| SP& | | LLUMCH | | COMBO |
254,41 8500
MASSAGE - || MASSAGE - |[MICRODERM -
|BUYBGET1|| FKG OF & ||BUYSGET1|
255,00 550,00 350,00
PACKAGE - 60 || PECICURE || SALT GLOW -
| PTS ||BUYBGET1|| PKG OF 5 |
20,00 10000 350,00

-74/ Actions -

HAIR - GEME... |

HAIR - CHEM. .|

WALEMTIMES
| DY PRG |
150,00
Put On " |
Al @ Adjust @ Pay Ot | fugf Mo Sale
View On y e View B Sale/
Hold @ Dizeount Prepaid Iﬁf CashOut
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6. Select a payment type and click the "Cash Out"

é?; B omes
;%Z:Giﬁ: Debit @

Other 1 Other 2

=) Backspace

Other 3 Other 4 Other 5 Employee Deduction

Other & Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20 £50 $100

Erter neaative (-1 amount For credit or Refund

|Payment1&2| y

Payment 1 %ﬂ? Payment 2

Autharize Mo, = MNote
| L= |

f
@ Print Ticket &d ‘Cash Qut .ﬁ Return POS

Total Tips Allucatl§ 0.00
Total Due 550.00
Change 0.00

Selling a Series Package as a Gift

button.

If the client thatis purchasing the package is going to be giving the package to another client as a gift, you
will need to combine two tickets into one if you would like to keep sales history that shows that a different
client purchased the package. If you do not need to keep sales history that shows that the package was

purchased by a different client, then you can select the client that will actually be using the package items.

If you would like to keep sales history on the actual client that purchased the Package, follow the

instructions below:

1. Atthe top of the Sales Register screen, select the client thatis purchasing the package.

E &» Options .1." Opg
Client Id - | ) caneh
Client Id Full Marne:
Francine [BAXTER KATHERIME B&XTER, KATHERIME
BLOOM GEORGIA BLOOM, GEORGIA

BOOME FRAMNCIME BOOME, FRAMCINE
[BROVYN JOHN i (
BROWN JULIE BROWN, JULIE

YEROWN KARRY EROWN, KARRY
Employes |[CARPENTER EDWARD CARPENTER, EDWARD
CARTWRIGHT HEATHER CARTWRIGHT, HEATHER

2. Click the "Put On Hold" button in the lower right hand corner of the Sales Register.

Put On

L4z Hoe
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3. Select the client that will actually be using the items in the package.

1

[B: options f,l| Open Dra

Client Id BROWM K

Client Id
Edward C|EAXTER KATHERIME
BLOOM GEORGIA
BOOME FRAMCIMNE
BROWYMN JOHMN
EBROWYMN JULIE

Emplayee |CARPEMTER EDWARD
CARTWRIGHT HEATHER

T | Q S=arch
Full Marne

BAXTER, KATHERINE
BLOOM, GEORGLA
BOONE, FRANCIME
BROWM, JOHN
BROWRM, JULIE

5

CARPEMTER, EDWARD
CARTWRIGHT, HEATHER

4. Click on the button for t

he Package / Series item being sold.

DAT AT THE MANTPECT
| SP& || LUMCH || COMBO |
254,41 25,00

JEIS0D

MASSAGE - || MASSAGE - |[MICRODERM -
BUY3GET 1 || PRGOFE | BUYSGET 1
255.00 550,00 350,00

FACKAGE - 60

| PTS BLIY 2 GET 1
20,00 10000

WALEMTIMES

| DAY PKG |
15000

MAILS - PEDT. ..
MAILS - ADD...

ESTHETIC - F...

PACKAGE

5. Select the "Inhouse" employee or the employee that is selling the package.

Employee Search b4

2 Select Employee

Search [

Employes Mo, Employee 1d
37 GIMGER MORRISCOM
39 HEATHER CARTWRIGHT
41 ILEMA JOMES

L
11 JOLIME MEYERS
7 JOMATHAM KIREY
23 J0SIE SOLEM
42 JULIA XAWIAR
21 KARLA FRAMKE
35 KATRINA JEWEL
S0 LUMCH
21 MARLEMA DOMNCH AN
15 PHYLLIS SIMPSOMN
LLEU IR ]

Buttons

6. Click the "Put On Hold" button again so that the two tickets can be combined.

Drag a colurn keader here to group by that column

|Emp|0yee d
Full Mamme Department
MORRISOM, GIMGER STYLIST
CARTWRIGHT, HEATHER STLIST
JOMES, ILEMA MAIL TECH
MEYERS, JOLINE MASSAGE THERAPIST
KIREY, JOMATHAN ESTHETICIAN
SOLEM, J2SIE STYLIST
KAVIAR, JULLA MAIL TECH
FRAMKE, KARLA STYLIST
JEWEL, KATRIMA STLIST
5 LUMEH LUNCH OTHER
DOMCW AN, MARLENA FROMT DESK
SIMPSON, PHYLLIS ESTHETICIAN

& 0K K cancel

Show All Employees

| Sort Order

72
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7. Click the "View On Hold" button to open the list of tickets that are currently "On Hold".

8. The following screen will open. Double click in the "Combine" check boxes next to the two tickets that need
to be combined.

View Tickets on Hold X
@ Select Quote / Ticket to Restore
Select Client Id Date Time Total -
BROWM, JOHN 1/28/2010  04:20 PM 0.00
> I : T Ssoon)

M4 4 b B

* Double Click to check [ uncheck select tickets to combine.

-.;_;_,‘;'J.' Remove % Combine & Print 4 Restore x Cancel

9. Click the "Combine" button at the bottom of the screen.

Confirm

:r) Do you wish ta restore these On Hald Tickets?
-

. Cancel

10. Atthe top of the Sales Register, select the client thatis purchasing the package again.

E [E: options h Open
Client Id ) O e
Client 1d Full Mame:
ARMOLD DEBEIE ARMOLD, DEBBIE
BAXTER KATHERINE BAXTER, KATHERINE
BLOOM GECORGIA BLOOM, GEORGIA
BOCHE FRANCINE BOCNE, FRAMCINE
M OHN
TBROWN JULIE BROWN, JULIE
’m BROVYN KARRY BROVYN, KARRY
INHOUSE |[CARPEMTER EDWYARD CARPENTER, EDWARD
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11. Add additional items to the ticket if necessary and click the "Sale / CashOut" button at the bottom of the
screen.

15

Client Id BROWN JOHN

[ options alé 7- Out O* Bat
B S I —

f} Open Drawer % Actions -

s [ P
John Brown 114 ~
DAY AT THE M&MNIPEDT
r SP& 1 r LLUMCH 1 COMBO 1
25441 85.00 HAIR - GEME...
MASSAGE - || MASSAGE - |MICRODERM - = =
BUY3GET 1 || PRGOF 6 | BUY S GET 1 || |pialiie el
BalCue: 0,00 255.00 550,00 350,00
FACKAGE - 60 || PEDICURE || SALT GLOW -
pmades fates Add — r PTS 1 rBUY IGET 1 r PKS OF &
- - 20,00 100,00 350,00
Emplowes Product | Service Twpe Qby  |Price Extend CALENTIES |
INHOUISE MASSAGE - PKG OF & P 1 550.00 550,00 r D-?S\'U%EG 1
Retail 0.00 5C Sold 0.00
Service 550.00 Subtaotal 550.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 550.00
Put O
Due 550.00 Houn
Sell 2 Gift Sell 2 iz - Future izw On
BE Coricate Mbrship & History & Prins Lemers Appts Hold

12. Select a payment type and click the "Cash Out" button.

r- o 7
PR
r 7 r
wovinEa)
= Gife Debit
oE [ =
(@]
= Other 1 Other 2 Backspace
Other 3 Other 4 Other 5 Employee Deduction
Other & Other 7 Other 8
Fast Cash Keys
$1 £5 $10 $20 $50 $100

Enter neaative (-1 amount For credit or Refund

Payrnent 1 & 2

L

Payment 2

E50.00)

Autharize Mo,

|
Mote

o
|2 |

4
@ Print Ticket

hashom EReturnPOS

Total Tips AIIncate%

0.00
Total Due 550.00
Change 0.00
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Scheduling a Series Package

When scheduling an appointment for a client that has prepaid items, itis important to select the correct
prepaid item so that when the client is checked out, the correct prepaid item will be deducted from their
available prepaid items.

1. On the "Schedule Appointment" screen, select the clientin the "Step 1" area.

2. If the client has prepaid items, you will see "Active Prepaids Available" displayed in red textin the client
information area at the top of the scheduling screen.

Step 1  Select a Client [BROWN KARRY - 33 =l ¥ Saneel

y — Mewy Client Changes
Name BROWN, KARRY a First Visit gf17fz004 | calon Client
Phone H: 555-555-3296 M: Ws Last Visit 12/10/200909:35 | — S— " | Add Client
Balance Due 0.00 Birthday 1zf15/z000 | = hepeat/Reques
GC Outstanding 0.00

@] Edit Client
I Active Prepaids Available I © Referral
e

3. Click the "Available Prepaids" tab.

Schedule Appointment
Step 1

Select a Client [BROWN KARRY - B 3¢ Cancel
- — ) Mew Cliert Changes
Name BROWN, KARRY a First ¥isit gf17jz004 | )
. () Salon Client
Phone H: 555-555-3206 M: W Last ¥Wisit 12/10{2009 09:35
Balance Due 0.00

- || Add Client
®

Birthday 1zf1502008 | = Repeat/Request

GC Outstanding 0.00 Active Prepaids Available

[Detailsl : Multiple Service ahle 2 ; -
Step 2 Enter Appointment Details

Appt Date Appt Time Employee Id (Prefers: )

[tjzgf2010  -| (1000 Am s |anmE crREW - 33

4. Click the "Select Prepaid Service" button to schedule an appointment for the prepaid service.

Schedule Appointment
Step 1

Select a Client [BROWN KARRY - B gﬁ::;;
Name BROWHN, KARRY a First ¥isit gf17jz004 | Salon Client

Phone H: 555-555-3296 M: W Last Visit 12/10/200909:35 | _ |1 Add cient
Balance Due 0,00 Birthday 12157000 | O REpeatiRequest
GC Outstanding 0.00

Active Prepaids Available

] [ Ayailable Prepaids

[  Select Prepaid Service |

% Add All Prepaid Services

Descripkion

Interval Counk

Remaining

Starks On Ends On Expires ﬂ

5. The prepaid service will be moved over to the "Details" tab of the "Schedule Appointment" screen.
Continue scheduling the appointment as you normally would to complete the scheduling of the prepaid
service.

Step 2 Enter Appointment Details

Appt Date Appt Time Employee Id (Prefers: )

WEETER] - | [10:00 am :] houme MEVERS - | 33
Service Id |1 HOLUR SWEDISH MASSAGE

+ | [T1Show Al
Room / Equipment  [MASSAGE BED

© 2010 Ennoview, Inc.



Sales Register Features 76

Redeeming a Series Package

When a client has purchased a Series Package, itis important that the prepaid items are redeemed correctly
so that the program can keep track of how many prepaid items the client has left and so that the employee
performing the service can receive commission for the service when the service has been completed.

1. When the client is ready to be checked out, right click on top of the client's appointment and select the
"POS Checkout" option from the menu.

2. Verify that you are checking out the correct client and click the "Checkout Client" button.

Check out Karry Brown x
¥ Create POS Ticket - Cash Out Client
* This aption transfers services from the appointment calendar
. to the Point of Sale Screen.
| '@ ' * ¥ou can run this process several times on the same client if
- a you add services during their visit. It will orly transfer new

services added since the last time you ran this procedure.

+ Additionally, you can resend all of the services by checking
the "Resend Al Services",

ﬁ Checkout Client x Cancel

3. Theservices that the client was scheduled for will be moved into the Sales Register. The prepaid items that
client was scheduled for will be displayed with the package "Price" and an "Extended" price of "$0.00". Add
additional items to the ticket if necessary and click the "Sale / Cash Out" button.

.ﬁ ﬂ Options f." Open Drawer 5:[?
Client Id [BROWN KaRRY - | pay o
Account
Karrv Brown 5
555-555-3296
BalDue: 0.00 Lovalty Prs: 55
Images Notes Add oo EdiE
Emploves Product [ Service Type Qty  |Price Extend [@yE se=/
1 HOUR, SWEDISH MASSAGE ] Cashiout

4. Select a payment type if thereis an amount due and click the "Cash Out" button. If thereis not an amount
due, just click the "Cash Out" button to complete the sale.

{}_’ Cash out

5. When the sale has been completed, the prepaid items will be deducted from the amount of prepaid items
that the client has available. The amount remaining will be printed on the client's receipt and you can also
check their available prepaids by selecting the client again at the top of the Sales Register. The "View
Prepaids" button will turn red if the client has available prepaid items. Click the "View Prepaids" button to
view the amount of remaining prepaid items.

W e |

Prepaid Items

% Prepaid (Series) Items Karry Brown

Product | Service Interval |Count Count Remaining Start Date  End Date Ezxpiration Date
»[1 HOUR SWEDISH MASSAGE = 3 5 5/24/2007 1/29/2060 |
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Selling and Redeeming a Multiple Service Package

A multiple service package might be a "Day Package" where a client purchases or prepays for a full day of
services. For example, you might have a "Valentine's Day Package" thatincludes a massage, facial, manicure
and pedicure. If a clientis calling to schedule this type of package for themselves, then there is no need to
sell the package in advance, you can just go straight to the Calendar and use the "Book Multiple Services"
feature. If the client would like to prepay for the package or if the package is going to be given to another
client as a gift, then you will need to sell the package in advance. Below are instructions for doing this.

Selling a Multiple Service Package

1. Click on the "Sales Register" button on the Tool Bar of Envision.

Sales Register I

2. At the top of the Sales Register screen, select the client that the package is being sold to.

1

&» Options

Client Id MoORRIS DGR

f.l| Qpe

Q Search

Client Id
Johnny GMORGAN DEXTER
MORRIS COLLEEM

. 2T
SZ19BS4BHMORRIS JUSTIME

BalDue: 0. MORRIS KATHY
TMORRIS MARY

Emplayee [MORRIS SALLY
MORRIS SANDY

Full Marne:
MORGAN, DEXTER
MORRIS, COLLEEM

T
MORRIS, JUSTINI
MORRIS, KATHY
MORRIS, MARY
MORRIS, SALLY
MORRIS, SANDY

3. Click on the button for the Package item being sold.

DAY AT THE
SPA |
25441

MASSAGE -

| BLY3GET L |
255.00

PACKAGE - 60

B r1s R
20,00

MAMLFEDT
I comeo )
8500
MICRODERM -
BUYEGET 1 |
250,00
SALT GLOW -
| PKGOFS
350,00

I wncH

MASSAGE -

| FKGOFE |
550,00

 PECICURE |

BUY3GET 1|
100.00

WALEMTIMES
DAY PEG
150,00

PACKAGE |
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4. Select the "Inhouse" employee or the employee that is selling the package.

Employee Search b 4

$ Select Employee

Search |

| Sort Order

Employvee Mo, Employes Id
37 GIMGER MORRISOMN

41 ILEMA JOMES

11 JOLIME MEYERS

Drag a colurn beader here to group by that column

Full Marne
MORRISOMN, GIMGER

39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER
JOMES, ILEMA

MEYERS, JOLIME

|Employee d

Departrent
STYLIST
STYLIST
MAIL TECH

MASSAGE THERAPIST

7 IOMATHAM KIREY KIREY, JOMATHAM ESTHETICIAN

23 J0SIE SOLEM SOLEM, JOSIE STYLIST
42 JULLA XaWTAR XAWIAR, JULLA MAIL TECH
31 KARLA FRAMKE FRAMKE, KARLA STYLIST
38 KATRIMNA JEWEL JEWEL, KATRIMA STYLIST
50 LUMNCH y LUMCH LUMEH OTHER
21 MARLEME DOMCY AN DOMOY AN, MARLEMS FROMT DESK
15 PHYLLIS SIMPSON SIMPSOM, PHYLLIS ESTHETICIAN

LRI

Buttons 7] Show All Employees & OK x Cancel
5. Add additional items to the ticket if necessary.
a & Qptions f,l| QOpen Drawer @ Z- 0ut -,{’ Actions  « EI." Exit

Client Id [MORRIS DAREY

.|p

Pay on
Search ﬁ .

Darby Morris 63

555-555-1625

BalDue: 0,00 Lovalty Pts: 13

Images Notes Add B L

Employes Product | Service Type Gty Price Extend

INHOUSE WALEMTIMES DAY PEG P 1 150,00 150,00

Retail 0.00 GC Sold 0.00

Service 150.00 Subtotal 150.00

Tanning 0.00 Sales Tax 0.00

Membership 0.00 Tips 0.00
Total Due 150.00
Due 150.00

Zell 2 Gift zell Wiz § Fun
B2 Coroee Mbrship & Hissory [ primt Leers 5] s

wes [ ] poee
Y

DAY AT THE MANLPECT
| SP& || LLUMCH || COMBO |
254,41 8500

HAIR. - GEME. .
MASSAGE - || MASSAGE - |[MICRODERM - || Fr
BUY3GET 1 || PKGOFE | BUY S GET 1 ||| [plalielaii
25500 550,00 35000
PACKAGE - 60 || PECICURE || SALT GLOW -
PTS BUY3GET 1 || PRGOFS ———
| 20,00 I 100,00 I 350,00 | ur - oo o...
WALEMTIMES | MAILS - MAHN. ..
| DAY PKG |
150,00 MAILS - PEDL...
MAILS - ADD. ..
ESTHETIC -F...
ESTHETIC - ...
ey .l
PO @ Adjust @ Pay Out ""_édl No Sake
View On Discount e View B Sale/
Hold seount |18 Prapaid Cashout

6. Click the "Sale / CashOut" button.
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7. Select a payment type.

& \ﬁ OnAcct
C=] | &2 [=]

= oGift Debit

Other 1 Other 2

Other 3 Other 4 Other 5

Other & Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20

Erter neaative (-1 amount For credit or Refund

lPayment 18 2] Pay

SE-Y ~)S
BEEO
EEag

=

sl Backspace

Employee Deduction

$50 | $100

Payment 1 EE_ 5 Payment 2
150,00 | —| |
Lol

Autharize Mo, ¥ MNote

a
| |2

f
@ Print Ticket &d ‘Cash Out

Total Tips aAllocated
Total Due
Change

.ﬁ Return POS

0.00
150.00
0.00

8. Click the "Cash Out" b

4}-’ Cash Qut

utton.

Selling a Multiple Service Package as a Gift

If the client thatis purchasing the package is going to be giving the package to another client as a gift, you
will need to combine two tickets into one if you would like to keep sales history that shows that a different
client purchased the package. If you do not need to keep sales history that shows that the package was

purchased by a different client, then you can select the client that will actually be using the package items.

If you would like to keep sales history on the actual client that purchased the Package, follow the

instructions below:

1. Atthe top of the Sales Register screen, select the client thatis purchasing the package.

1

@ Options

Client Id |GREEN TSR

.1." Ope

Q Szanch

Client Id

DUGLE SAMANTHA
DUMTS BARBARA
FISHER DOMALD
FISHER ERIKA
Balbue 0.0FCRMAN JULIETTE
TFRANKE KARLA

Ermplayes | GREEK LURSULA
[GREEN JOHMMY

-
Full Marne
DUGLE, SAMANTHA
DUNTS, BARBARA,
FISHER, DOMALD
FISHER, ERIKA
FORMAN, JULIETTE
FRAMKE, KARLA
GREEK, URSULA

GREEN, JOHMNY
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2. Click the "Put On Hold" button in the lower right hand corner of the Sales Register.

3. Select the client that will actually be using the items in the package.

1

% Options

ih op

Client Id

v| QSealch

Client Id

FISHER DONALD
FISHER ERIKA
FORMAN JULIETTE
FRAMKE KARLA
BalDue 0.0 GREEK URSULA

T GREEM JOHNNY

GREEM MORESY
GREEN WEND'

Employves

Full Iarne:
FISHER, DOMALD
FISHER, ERIKA
FORMAMN, JULIETTE
FRAMKE, KARLA
GREEK, URSULA
GREEM, JOHMMY
GREEM, MORESY B

DAT AT THE MANTIPECT
| SP& || LUMCH || COMBO |
254.41 25,00

MASSAGE - MASSAGE - |MICRODERM -
BLY 3 GET 1

PKGOF 6 || BUY S GET 1
255,00 55000 350,00
PACKAGE - 60 | PEDICURE || SALT GLOW -
| PTS ||BUYBGET1|| PKG OF 5

20,00 100,00 350,00
VALENTIMES
DAY PEG

150,00 [

PACKAGE |
——

5. Select the "Inhouse" employee or the employee thatis selling the package.

Employee Search X

©  Select Employee

MAILS - PEDI. ..
MAILS - ADD...
ESTHETIC - F. ..
ESTHETIC - ...
ESTHETIC - ...

ESTHETIC - ...

Search [

| Sort Order

Employes Mo, |Employes 1d
37 GIMGER MORRISCM
39 HEATHER CARTWRIGHT
41 ILEMA JOMES
> INHOLISE

7 JOMATHAM KIREY
23 JOSIE SOLEM
42 JULIA XAWIAR
31 KARLA FRAMKE
38 KATRIMA JEWEL
S0 LUMNCH
21 MARLEMA DOMCRAN
15 PHYLLIS SIMPSON
M4 A F B

Buttons

Drag & column header here to group by that column

Full Marne

MORRISOM, GIMGER
CARTWRIGHT, HEATHER
JOMES, ILEMA

MEERS, JOLINE
KIREY, JOMATHAM
SOLEM, JOSIE
HAWIAR, JULTA
FRAMNKE, KARLA
JEWEL, KATRIMNA
5 LUMCH LUNCH
DONOWAN, MARLEMA,
SIMPSON, PHYLLIS

Showe All Emplovees

|Emplmyee 1d

Departrment
STLIST
STYLIST
MAIL TECH

MAS5A4GE THERAPIST
ESTHETICIAMN
STYLIST

MAIL TECH

STYLIST

STYLIST

OTHER

FROMT DESK
ESTHETICIAN

& OK

x Cancel

80
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6. Click the "Put On Hold" button again so that the two tickets can be combined.

7. Click the "View On Hold" button to open the list of tickets that are currently "On Hold".

Ly hes

8. The following screen will open. Double click in the "Combine" check boxes next to the two tickets that need

to be combined.

View Tickets on Hold b 4

@ Select Quote / Ticket to Restore

Select Client Id Date Tirme Total
GREEN, JOHNNY {12010 10:04 A 0.00
> GREEN, WENDY 2{12010 57 AN 50.00

LK LR ]

* Double Click to check [ uncheck select tickets to combine.

2/ Remove % Combine & Print 4 Restore &K cancel

9. Click the "Combine" button at the bottom of the screen.

\2/- Do you wish ko restore these On Hold Tickets?
-

%.III

10. At the top of the Sales Register, select the client thatis purchasing the package again.

E [ options | ¢4 ope
Client Id [GREEN JEIEDRN 1O s

Client Id Full Marme

FISHER DOMALD FISHER, DOMALD

FISHER ERIKA FISHER, ERIKA

FORMAM JULIETTE FORMAM, JULIETTE

FRAMKE KARLA FRAMKE, KARLA

BalDue 0.0 GREEK URSULA GREEK, URSULA

[
’mGREEN MORES'Y GREEM, MORESY B
INHOUSE | GREEN WENDY GREEM, WEND'Y
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11. Add additional items to the ticket if necessary and click the "Sale / CashOut" button at the bottom of the

als z-out

82

* Exit
I ——

e N
=& Actions -

screen.
E [E: options f} Open Drawer
Client Id |GREEM JOHMNMY - Pay on
| | /C) Search e o
Johnny Green 31
BalDue: 0,00
Images Notes add e
Employes Product | Service Type Gty Price Extend
INHOUISE VALEMTINES DAY PKG P 1 150.00 150.00
Retail 0.00 GC Sold 0.00
Service 150.00 Subtotal 150.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 150.00
Due 150.00
Zell 2 Gift zell 2 View - Future
@zl Ceriificate Mbrship Histary B Riintl suee Appts

ST E—
Y

DAT AT THE MANIPEDT
r SPé 1 r LUMCH 1 r COMBO 1
254,41 8500
MASSAGE - || MASSAGE - |[MICRODERM -
BUY3GET 1 || PKGOF 6 | BUY S GET 1
255,00 E50.00 350,00
PACKAGE - 60 || PECICURE | SALT GLOW - |
PTS BUY 3GET 1 || PG OF S
20,00 100,00 35000
VALEMTIMES |
r DY PRG 1
150,00
.
Put On " =
Mk @ Adjust @ Py 0 | i No Sale
Vizw On . % View |[EE] Sale/
Hold @ Diseaunt Prepaid é Cashou

12. Select a payment type and click the "Cash Out" button.

G|
) Backspace

Employee Deduction

& & o
Debit

=5 Other1 | Other2

Other 3 Other 4 Other 5
Other & Other 7 Other 8

Fast Cash Keys

$1 5 $10 $20

Erter neaative (-1 amount For credit or Refund

Payrnent 1 & 2

$50 || $100

Authorize No, ¥ Mote
Tips
| | | |
4
@ Print Ticket 3‘ Cash Out a Return POS

Total Tips Allocated 0.00
Total Due 150.00
Change 0.00
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Scheduling a Multiple Service Package

If a client would like to schedule a Multiple Service Package that has not been paid for in advance, you will
need to schedule the services as a package in the Calendar so that when you check the client out, the package
price will be used for the services scheduled. If each serviceis scheduled separately, the client will not

receive the package price when checked out, unless they have paid for the package in advance. Use the
instructions below to schedule a package.

1. Click on the "Calendar" button on the Tool Bar of Envision.

2. Click the "Packages" button on the right side of the Calendar.

[ - ]
m Book Multiple Services |

3. Select the client at the top of the "Schedule Appointment" screen.

Schedule Appointment

Step 1 Select a Client MARWIMN S
Client Id

MName TMISSLIE, DOMRA

Full Marne:

Phone H: M: W: ]
Balance Due 0.0 MATHIS CHARLENE  MATHIS, CHARLER 555-555-0826 1
GC Outstanding 0.00 MECK URSALA MECK, LRSALA
[0k Mutiple Services 8 MEDLON SARAH MEDLON, SARAH =]
MERNON KATIE MENNON, KATIE
Step 2 Select one or more 8¢, ) 1 MEYERS, JOLINE
Service MISSLIE DOMMA MISELIE, DOMMA

MITCHELL LOU ANME  MITCHELL, LOU ANME

CIpIyes

| Service

oCe

4. Select the Package from the "Service" field in the "Step 2" area of the screen.

Schedule Appointment

Step 1 Select a Client |MARVIN SARAH M | gﬁ)
Name MARYIN, SARAH 2& First Visit 4242007
Phone H: 555-555-7625 M: W Last Misit  £/17/2009 15:45

Balance Due 0.00 Birthday
GC Outstanding 0,00

Book Multiple Services Appointrnent List | Cancel f Mo

Step 2  Select one or more Services / Packages and Assigh Employees
Service REARSHTINES DAY PRI

Diescription -
TAMMIMNG PKG - 10

TEEM MaKEUP LESSON

TEST 1

THE LLTIMATE WICHY SHOWER

ULTIMATE SP& MANICURE

ULTIMATE SPA PEDICURE

UPDOS =]
VALENTINES DAY PKG

Service
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5. Each service thatis included in the package selected will ap

84

pear. Select the employees that will be

performing each service by clicking in the fields labeled "First Available" for each service. Adrop down menu
of employees qualified to perform each service will appear. You may also |eave the employee selection set to
"First Available" if you would like the program to find the first available employee for each service.

Step 1 Select a Client

GC Outstanding 0.00

sk e enveos YA [OR

Step 2 Select one or more Services / Packages and Assign Employees

Cancel / No S

Cancel
MRVIN SaRAH Bl o) % Comeel
Name MARVIN, SARAH First Visit 4fz4f2007
Phone H: 555-555-7525 M: W Last Visit  8/17/2009 15:45 J Add Client
Balance Due 0,00 Birthday RepeatfRequest

) Referral

Schedule Appointment

Service ‘ hd | Eﬂnj
Service Employes % |Process
1 HOUR. SWEDISH MASSAGE COMMER MARLOW
FACTAL AMNE CREW
> [ FIRST AVAILABLE -
PEDICURE

Employee I1d
FIRST AWAILABLE

Full Mame

Select First Available Employes
COMNCR, CARRIE

JOMES, ILEMA

CARRIE COMMOR
ILEMA JOMNES

KAVIAR, JULTA

g

6. Select the Starting Date, Times, Number of Days, Maximum Wait Time and Days of Week to search for

availabilities.

Step 3 Select Starting Date / Time and number of days to search for an opening
Start Search From 2/1/2010 - | Enter No. of Maximum [¥Mon
Days to Search ~ Wait Time in ¥ Tue
Search From 09:00 aM 3 Min between = =
Services Wed E
Search To 02:00 P : ¥ Thu
1 15 2

[F]Limit to Start - Ending Times Selected

2 Click to Start Scan

7. Click the "Click to Start Scan" button.

8. The screen will jump to the next tab, "Slots Available" and you will be provided with a listing of
availabilities where all services can be scheduled together. Select one of the listed availabilities and click
the "Book" button in the lower right hand corner. When the clientis checked out for these services, they will

receive the package pricing.

step 1 Select a Client [MARVIM SARAH -] 3:) 1t
y - ) e Client
Name MARVIN, SARAH First Visit 4jz4j2007 | -
. () Salon Client
Phone H: 555-555-7525 M: W Last Visit /172000 1545 m R o
Balance Due 0.00 Birthday - (AR ERES
GC Outstanding 0.00 ©) Referral

Slots Swailable

Book Multip poointment Lis

List of available appointment times Enter Booked By Initials

Schedule Appointment

Cancel
Changes

Add Client

Time
o Menday, February 01, 2010

Service Employee Resource

& Manday, February 1, 2010 starting ot 09:45 A%

09:45 AK 1 HOLUR SWEDISH MASSAGE COMMER MARLOW MASSAGE BED
11:00 AR FACIAL ANMNE CREW

12:15PM MANICURE CARRIE COMMOR MAMICURE STATION
01:00 PM PEDICLIRE CARRIE COMMOR PEDICURE STATION

= Monday, February 01, 2010 starting at 10:00 AM

10:00 AR 1 HOLUR SWEDISH MASSAGE COMMER MARLOW MASSAGE BED
11:00 AR FACTAL ANKNE CREW

12:15PM MANICURE CARRIE COMMOR MANICURE STATION
01:00 PM PEDICLIRE CARRIE COMMOR PEDICURE STATION

e Monday, February 01, 2010 starting at 10:15 AM

Length

Resource

Select an appointment and press the Book Button
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Scheduling a Multiple Service Package - Prepaid (Paid In Advance)

When scheduling an appointment for a client that has prepaid items, itis important to select the correct

prepaid item so that when the client is checked out, the correct prepaid item will be deducted from their
available prepaid items.

1. On the "Schedule Appointment" screen, select the clientin the "Step 1" area.

2. If the client has prepaid items, you will see "Active Prepaids Available" displayed in red textin the client
information area at the top of the scheduling screen.

Step 1  Select a Client [MORRIS DAREY - 33 =l ¥ Saneel

y — Mewy Client Changes
Name MORRIS, DAREY a First Visit gf17fz004 | calon Client
Phone H: 555-555-1625 M: Ws Last Visit  z/1/z010 1448 | — S— " | Add Client
Balance Due 0.00 Birthday 2 SRS
GC Outstanding .00 Active Prepaids Available

L

3. Click the "Available Prepaids" tab.

Schedule Appointment

Step 1  Select a Client [MCRRIS DAREY - 33 ¥ Caneel
- — ) Mew Cliert Changes

Name MORRIS, DAREY a First Visit &(17/2004

Phone H: 555-555-1628 M: W

. (©) Salon Client
Last Visit 2f1/2010 1443 | _
Balance Due 0.00

. || Add Client
(@]

Birthday ) Repeat/Request

GC Outstanding o.00

Active Prepaids Available

[ Detais| : . . pointrment Li
Step 2 Enter Appointment Details k
Appt Date Appt Time Employee Id (Prefers: COLLEEN MORRIS)
p/1/2010 - 1000 am :|  houmE MEYERS - | 33

4. Click the "Add All Prepaid Services" button to schedule appointments for all of the prepaid services

Schedule Appointment

Step 1 Select a Client [MORRIS DAREY -] 33 Cancel
Changes

Name MORRIS, DARBY a First Visit BUZIZ004 | o et

Phone H: 555-555-1628 M: W: Last Visit  2/1/2010 14148 | _ | '] Add client

Balarice Due 0.00 Birthday (©) Repeat/Requiest

GC Outstanding o.00

. I
Active Prepaids Available © Referral B et

ncel § Ko Sh

Book Multiple

[Available Prepaidsl Purch
[ % Add All Prepaid Services ]

ointment A

4« Select Prepaid Service

1
Descripkion Inkerwval WWCUUnt Remaining Starts Cn Ends On
1 1 010
FaCTAL C 1 1 z{1j2010 21}2060
MANICLRE C 1 1 z{1j2010 211}2060
FECICURE C 1 1 2/1fz010 z1fz060

© 2010 Ennoview, Inc.



Sales Register Features 86

5. Each service thatis included in the package selected will appear under the "Book Multiple Services" tab of
the scheduling screen. Select the employees that will be performing each service by clicking in the fields
labeled "First Available" for each service. A drop down menu of employees qualified to perform each service

will appear. You may also leave the employee selection set to "First Available" if you would like the program
to find the first available employee for each service.

Schedule Appointment

Book Multiple Services ]w Avalable Prepaid

ointment List

Step1  Select a Client [mMCRRIS DaREY -] gj tan 3 Caneel

News Client ELe=
Name MORRIS, DARBY First Visit 8/17jz004 | calon client
Phone H: 555-555-1628 M: W: Last Visit  2/1/2m10 14048 | Repeat/R o | Add client
Balance Due 0.00 Birthday - B::a I EEMEs
GC Outstanding 0.00 Active Prepaids Avallable ) Referrdl e

FACIAL

Step 2  Select one or more Services / Packages and Assign Employees
Service | - ‘ =X
Service Employes Process
1 HOUR SWEDISH MASSAGE COMMER MARLOMW
AMME CREW

FIRST AVAILABLE

Employee 1d

FIRST AVAILABLE
CARRIE COMMOR
I

Full Mame

Select First Available Employes
COMMOR, CARRIE

JOMES, ILEMA

6. Select the Starting Date, Times, Number of Days, Maximum Wait Time and Days of Week to search for

availabilities.

Step 3 Select Starting Date / Time and number of days to search for an opening

Start Search From 2/1/2010 - Enter No. of Maximum [¥/Mon
Days to Search ~ Wait Time in ¥ Tue
Search From 09:00 &AM z Min between - -
Services Wed um
Search To 02:00 PM : ¥ Thu

Lol s

[ Lirrit to Start - Ending Times Selected J2 Click to Start Scan

7. Click the "Click to Start Scan" button.

8. The screen will jump to the next tab, "Slots Available" and you will be provided with a listing of
availabilities where all services can be scheduled together. Select one of the listed availabilities and click
the "Book" button in the lower right hand corner.

Schedule Appointment

GC Outstanding 0.00

Active Prepaids Available

Step1  Select a Client \MORRIS DAREY n | 33 1tion g‘moel

) e Client L
Name MORRIS, DARBY First Visit B7EN0S | o et
Phone H: 555-555-1628 M: Wt Last Visit 2112010 14148 @ R o Add Client
Balance Due 0.00 Birthday 2 W e ED

List of available appointment times

ancel f W

Enter Booked By Initials

Time Service Employee
o Menday, February 01, 2010

Resource

Length | Resource |

& Manday, February 1, 2010 starting ot 09:45 A%

= Monday, February 01, 2010 starting at 10:00 AM

09:45 AK 1 HOLUR SWEDISH MASSAGE COMMER MARLOW
11:00 AR FACIAL ANMNE CREW
12:15PM MANICURE CARRIE COMMOR
01:00 PM PEDICLIRE CARRIE COMMOR

10:00 AR 1 HOLUR SWEDISH MASSAGE COMMER MARLOW
11:00 AR FACTAL ANKNE CREW
12:15PM MANICURE CARRIE COMMOR
01:00 PM PEDICLIRE CARRIE COMMOR

MASSAGE BED

MAMICURE STATION

PEDICURE STATION

MASSAGE BED

MANICURE STATION

PEDICURE STATION

e Monday, February 01, 2010 starting at 10:15 AM

Select an appointment and press the Book Button
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Checking Out a Multiple Service Package

When a client has scheduled a multiple service package, the checkout process is simple. Below are
instructions for checking out a client that has scheduled a multiple service package.

1. When the clientis ready to be checked out, right click on top of one of the client's appointments and select

the "POS Checkout" option from the menu.

2. Verify that you are checking out the correct client and click the "Checkout Client" button.

Check out Sarah Marvin b 4

'g Create POS Ticket - Cash Out Client

* This option transfers services from the appointrment calendar
to the Point of Sale Screen.

' *fou can run this process several times on the same client it
you add services during their visit. It wil only transfer new
services added since the last time you ran this procedure,

+ Additionally, you can resend all of the services by checking
the "Resend Al Services",

2 Checkout Client K cancel

3. Theservices that the client was scheduled for will be moved into the Sales Register with the discounted
pricing for the package. Add additional items to the ticket if necessary and click the "Sale / CashOut" button.

E & Qptions ;:,l| QOpen Drawer @ Z- 0ut -,{’ Actions - EI." Exit
Client Id [MARYVIN SARAH - p _— @ Py on Employeeld | .| g0 s
Aocount
wes [ P
Sarah Marvin a5
DAY AT THE MANIPEDT
I spa IF wNcH I comeo )
. 2544 85.00 HAIR - GEME... |
G- MASSAGE - || MASSAGE - |[MICRCDERM - || s
5555557825 1BUY 3 ceT I Pr oF & IlfBU 5 ceT 1] | L |
BalDue: 0,00 Lovaley Prs: 7 255,00 CE0.00 250,00
PACKAGE - 60 | PEDICURE || SALT GLOW -
[mages Notes Add POREER | "frs leuvzaeT L PRGOFS |
20,00 100,00 350,00
Employes Product | Service Type Gty | Price Extend — VelEnTES |
1 HOUR. SWEDISH MASSAGE z 1 | D?SYUIEISG | — -
JOMATHAM KIREY FACIAL 5 1 54,49 54,49 : T PEDT. |
CARRIE COMMOR, MANICLIRE 5 1 22,44 22,44 MAILS - ADD. ..
CARRIE COMMOR, PEDICIIRE 5 1 18.58 18.58 ESTHETIC - F...
ESTHETIC - ...
-
Retail 0.00 5C Sald 0.00
Service 150.00 Subtaotal 150.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00 [ |
Total Due 150.00 Pt On . — -
Due 150.00 Hold ( Adjust Pay Out | Qi NoSa
Sell 2 Gift Sella View ) Futura Vizw On - E: Wiz T| Sale/
BE Coricate Mbrship & History [ Pt Lewers | 3] ‘Appis [ — ® Disaaunt Prapaid CashOut

4. Select a payment type and click the "Cash Out" button.
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Redeeming a Multiple Service Package - Prepaid (Paid In Advance)

88

When a client has purchased a Prepaid Package, itis important that the prepaid items are redeemed correctly

so that the program can keep track of how many prepaid items the client has left and so that the employee
performing the service can receive commission for the service when the service has been completed.

1. When the client is ready to be checked out, right click on top of one of the client's appointments and select
the "POS Checkout" option from the menu.

2. Verify that you are checking out the correct client and click the "Checkout Client" button.

Check out Wendy Green X

E Create POS Ticket - Cash Out Client

* This option transfers services from the
to the Point of Sale Screen.

' *fou can run this process several times
vou add services during their visit, Tt wil

appointrment calendar

on the same client if
| only transfer new

services added since the last time you ran this procedure.

+ Additionally, you can resend all of the services by checking

the "Resend Al Services",

2 Checkout Client x Cancel

3. Theservices that the client was scheduled for will be moved into the Sales Register. The prepaid items that

the client was scheduled for will be displayed with the package "Price" and an "Extended" price of "$0.00".

Add additional items to the ticket if necessary and click the "Sale / Cash Out" button.

1

& Options r.]1 Open Drawer

Client Id [GREEN WENDY

Wendv Green

Balbue: 0.00 Lovalky Pts: 29
Images Notes Add R
Employes Product | Service Type Gty | Price Extend
CONMER. MARLOW 1 HOUR SWEDISH MASSAGE 5 1 54,49 0.00
PHYLLIS SIMPSON FACIAL 5 1 54,49 .00
ILEMA JOMES MANIZLRE 5 1 22,44 .00
ILEMA JOMES PECICLIRE 5 1 15.55 .00
-
Retail 0.00 GC Sold 0.00
Service 0.00 Subtotal 0.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 0.00
Change 0.00

sy Sell 2 Gift
B8 Conificate

Zell 2 View 5 Future
Mbrship & History [ prie Lerers | 3] Appts

alé 7- Out

- | @ Pay on
- -seach "
33

e .
=: Actions

3]

Exit

e I—
S I P X

150,00

Put On "
e | (8w
View On N
[ — @ Diceunt

DAY AT THE MANIPEDT

| SP& I wrcH i comeo )
25441 85.00

MASSAGE - || MASSAGE - |[MICRODERM -

BUY3GET1 || PKGOFE || BUYSGET 1 |
255,00 550,00 350,00

PACKAGE - 60 | PEDICURE || SALT GLOW -

I TS |llfewr = GET 1Yl PKG OF 5
20,00 100,00 250,00

WALENTIMES

I DAY PrG )

@ Pay Out

Wiew

Prepaid

e !
%)

A

No Szle

CashOut

@ Sake |

RS—
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4. Selecta payment type if thereis an amount due and click the "Cash Out" button. If thereis not an amount

due, just click the "Cash Out" button to complete the sale.

&I£Onm
= | @2 (=]

o‘%: Gift Debit

Other 1 Other 2

Other 3 Other 4 Other 5

Other & Other 7 Other 8

Fast Cash Keys
$1 £5 $10 $20

@
) Backspace

Employee Deduction

$50 | $100

Erter neaative (-1 amount For credit or Refund

Payment 2

4
@ Print Ticket &’ Cash OQut

Total Tips Allucatb
Total Due
Change

5. When the sale has been completed, the prepaid items will be deducted from the amount of prepaid items
thattheclient has available. If the client did not use all of the items in the package, the amount remaining
will be printed on the client's receipt and you can also check their available prepaids by selecting the client
again at the top of the Sales Register. The "View Prepaids" button will turn red if the client has available

prepaid items. Click the "View Prepaids" button to view the amount of remaining prepaid items.

Prepaid Items

ﬁ Prepaid (Series) Items

Product | Service

Inkerval

¥ FEDICLURE
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Selling and Redeeming a Prepaid Item

It may be necessary to sell a prepaid item if a client would like to pay for their service or for someone else's
servicein advance or if your clients purchase package items "A La Carte" (each itemis selected separately,

90

instead of in a predetermined package). Below are instructions for selling, scheduling and redeeming prepaid

items.

Selling a Prepaid Item

1. Click on the "Sales Register" button on the Tool Bar of Envision.

Sales Register

2. Atthe top of the Sales Register screen, select the client that the prepaid item is being sold to.

E B options h Ops
Client Id | 2RE TSI00 | O s
Client Id Full Marne
wendy G(KIOD SANDCRA KIDD), SANDRA
KIRBY JOMATHANM KIRBY, JOMATHAN
KLERK JOEY KLERK, JOEY
BalDue: 0.1 EECH KAREN LEECH, KAREM
TLouts OwWEN LOUIS, OWEM D
’m MAGENT A ARLENE MAGENTA, ARLEME
MANMER, EETH MAMMER, BETH

3. Click on the button for the item that the client is prepaying for.
1 HCUR DEEP

TIssUE I

M&S5AGE ﬁ!

4. Select the "Inhouse" employee.

Employee Search X

$ Select Employee
Search | | Sort Order [Employee 1d
Drag a colurnn header here to group by that column
Ernployes Mo, Employes Id Full Marne Departrnent
37 GIMGER MORRISOMN MORRISOMN, GIMGER STYLIST
39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER STYLIST
41 ILEM& JOMNES JOMES, ILEMA, MAIL TECH
> WEL:] _ E, 5A
11 JOLIME MEYERS MEYERS, JOLIME MASSAGE THERAPIST
7 IOMATHAM KIREY KIREY, JOMATHAM ESTHETICIAN
23 JOSIE SOLEM SOLEM, JOSIE STYLIST
42 JULLA XaWTAR XAWIAR, JULLA MAIL TECH
21 KARLA FRAMKE FRAMKE, KARLA STYLIST
38 KATRIMNA JEWEL JEWEL, KATRIMNA STYLIST
50 LUMNCH y LUMCH LUMEH OTHER
21 MARLEMA DOMOW AN DO AN, MARLEME, FROMT DESK
15 PHYLLIS SIMPSON SIMPSOM, PHYLLIS ESTHETICIAN
LRI
Buttons |71 5how Al Employees & 0K x Cancel
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5. Double Click on top of the item after it has been selected to open the "Edit Selected Item" screen.

Edit Selected Item b 4
Employee Id |INHOUSE - | Price 75.00
Description |1 HOLUR DEEP TISSUE MASSAGE |

Price & Oty |Ws

Oty 13 @) Increase Qty

Qty Prepaid™

@ Decrease Qty | MASSAGE - SESSICHN -

Back Bar Amount

ﬁ@ot Taxable

[1Back Bar (In House Lse)

* There are currently 0 prepaid items available.

oK Cancel ', Delete
2

6. Increase the quantity of items being purchased, if necessary, and check the "Prepaid (Series)" checkbox.

7. Click the "Ok" button.
8. Add additional items to the ticket if necessary and click the "Sale / CashOut" button.

a ﬂ Options '.‘\]1 Open Drawer @ Z-0ut < Adtions  ~ E* Exit

Cient Id LARE J0AHKA N0 e Ja@ pron | Emelogeerd| | s
ereede I:| p s
Joanna Lare 47

1 HOLIR DEED 1 HOUR 314 HOUR -
TISSUE_ SWEDLSH SWEDISH R
HAIR - GERE... |
 30MIM | SOMIN |
SWEDISH e 3:15'21?3% HAIR - CHEM. .,
BalDue: 0,00 MASSAGE MASSAGE =
RDK - ADD O, ..
fmages oaes Add o EE
Employee Product | Service Type |Gty Price Extend
1 HOUR DEEF TISSUE MASSAGE
Retail 0.00 GiC Sold 0.00
Service 75.00 Subtotal 75.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00 S |
Total Due 75.00 -
Due 7500 |4 Gl @ Agijust @ Pay Out | @ Mosale
Sell a Gift Sell 2 Vigw . Future Vizw On
B2 o Mbrhip Hiswary [ print Lemers | ) Apos Hokd @ Ccount - P.epad
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9. Select a payment type and click the "Cash Out" button.

Gift Debit @
== Sxhor L] Orhecl E=Y Backspace
Other 3 Other 4 Other 5 Employee Deduction

Other & Other 7 Other 8
Fast Cash Keys
$1 $5 $10 $20 $50 | $100

Erter neaative (-1 amount For credit or Refund

|Payment 18 2| Pay

Payment 2

I'-I,yl
Autharize Mo, = MNote
Tips
4

@ Print Ticket %}d ash Qut .ﬁ Return POS
Total Tips aAllocated 0.00
Total Due 75.00
Change 0.00

Selling a Prepaid Item as a Gift

If the client thatis purchasing the prepaid item is going to be giving the package to another client as a gift or
if they are paying for another clientin advance, you will need to combine two tickets into one if you would
like to keep sales history that shows that a different client purchased the prepaid item. If you do not need to
keep sales history that shows that the prepaid item was purchased by a different client, then you can select
the client that will actually be using the prepaid item.

If you would like to keep sales history on the actual client that purchased the prepaid item, follow the
instructions below:

1. Atthe top of the Sales Register screen, select the client thatis purchasing the prepaid item and add
additional items to their ticket if they are purchasing products or services.

1

Client 1d [MOCRE CERISY
Client Id
Corey MaMECLOM SARAH
MEMMOM KATIE
MEYERS JOLINE
MISSLIE DIOMMA
BalDue: 0.\ MITCHELL LOU AMMNE
1MOON FRED
Emplayee |MOON REBECCA
e

@ Options
"]

.:.l' Ope

Q Search

Full Marne
MEDLOMN, S&RAH
MEMMOM, KATIE
MEYERS, JOLIME
MISSLIE, DOMMA,
MITCHELL, LOU AMNME
MM, FRED
MOON, REBECCA,

2. Click the "Put On Hold" button in the lower right hand corner of the Sales Register.

Put On
Hold

L
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3. Select the client that will actually be using the prepaid item.

L

[E: options

Client Id MOORE TIE

ch ops

(@IEw

Clisnt Idd

MENMNON KATIE
MEYERS JOLINE
MISSLIE DOMMA
MITCHELL LOU ANME

Full Mamne:

MEMNON, KATIE
MEYERS, JOLINE
MISSLIE, DOMNMA

Balbue 0.0 MO0 FRED
I

MOCM REBECCA

Employee | MOORE COREY

MITCHELL, LOU ANME
MOON, FRED

MOON, REBECCA
MOORE, COREY

4. Click on the button for the prepaid item being sold.

1 HOUR: DEEP |
TISSUE 1
MASSAGE E!

5. Select the "Inhouse" employee.

Employee Search x

2 Select Employee

Search [

| Sort Order

4
* 1

MU A

Buttons

0 group by

Employes Mo, Employes Id
37 GIMGER MORRISON
39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER
JOMES, ILEMA

11 JOLINE MEYERS
7 JIOMATHAN KIREY

23 10SIE SOLEN

42 JLIA XAVIAR

31 KARLA FRANKE

38 KATRING JEWEL

S0 LUNCH

15 PHYLLIS SIMPSOR

hiat collrmn

Full Marne
MORRISOMN, GINGER

KIREY, JOMATHAN
SOLEM, J0SIE
KAWIAR, JULTA
FRAMNKE, KARLA
JEVYEL, KATRIMNA

5 LUNCH LUNCH

21 MARLENA DOMNOWAN DOKNCWAN, MARLENA

SIMPSON, PHYLLIS

[~ Shoewe Al Employees

‘Emp\uy’ee Id

Departrerit
STYLIST
STYLIST
MAIL TECH
THER
MASSAGE THERAPIST
ESTHETICIAN
STYLIST

MAIL TECH

STYLIST

STYLIST

QOTHER

FRONT DESK
ESTHETICIAN

& 0K

x Cancel

6. Double Click on top of the item after it has been selected to open the "Edit Selected ltem" screen.

Edit Selected Item

Employee Id

Description
IDrite & Qty]
Oty

Oty Prepaid*

Back Bar Amount

[INHOUSE

|1 HOUR DEEP TISSUE MASSAGE

12 @ Increase Qty

v/Prepa
ot Taxable
[1Back Bar (In House Use)

* There are currently O prepaid items available.

@ pecrease gty | | |

MASSAGE - SESSION -

o OK

x Cancel ,';*J' Delete
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7. Increase the quantity of items being purchased, if necessary, and check the "Prepaid (Series)" checkbox.

8. Click the "Ok" button.

9. Click the "Put On Hold" button again so that the two tickets can be combined.

L od |

10. Click the "View On Hold" button to open the list of tickets that are currently "On Hold".

Hod

11. The following screen will open. Double click in the "Combine" check boxes next to the two tickets that
need to be combined.

View Tickets on Hold b 4

@ Select Quote / Ticket to Restore

Select Client Id Date Tirne Taotal
MOORE, COREY 8

> &

* Double Click to check [ uncheck select tickets to combine.

,_"é- Remove @ Combine & Print 4 Restore x Cancel

12. Click the "Combine" button at the bottom of the screen.

Do you wish ta restore these On Hald Tickets?

%))

+ Cancel ||

13. Atthe top of the Sales Register, select the client thatis purchasing the prepaid item again.

E [B: options h opsg
Client Id [MOCRE C& O s

Client Id Full Marne

MEDLOM S&RAH MEDLOM, S&RAH

MEMMOM KATIE MEMMOMN, KATIE

MEYERS JOLIME MEYERS, JOLINE

MISSLIE DOMMA MISSLIE, DOMMA
BalDue 0.0 MITCHELL LOU ANNE MITCHELL, LOU &MME

TMOON FRED MOON, FRED

Emplayee MOOM REBECCA MOOM, REBECCA
eI MOORE COREY _ MOORE, COREY
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14. Add additional items to the ticket if necessary and click the "Sale / CashOut" button at the bottom of the

screen.
E ﬁ» Qptions f} QOpen Drawer @ Z- 0ut -,{’ Actions - EI." Exit
Client Id [MOORE COREY - p . Pay on Employeeld | .| & s
rch
Account
R R
Corev Moore 62 o
1 HOUR DEER 1HOUR 34 HOUR
TISSUE SWEDISH ” SWEDISH 1
il il E HAIR - GERE...
20 MIN a0 MIN =
r SWIEDISH SWIEDTSH r e 1‘ HAIR - CHEM. .,
BalDue: 0,00 Lovaley Prs: 7 MASSAGE MASSAGE
images Notes Add e
Emplowes Product | Service Twpe Qby  |Price Extend NAILS - MaN
INHOUSE 1 HOUR DEEP TISSUE MASSAGE 5 1 75.00 75.00
MAILS - PEDT...
MAILS - ADD...
ESTHETIC - F...
Retail 0.00 5C Sold 0.00
Service 75.00 Subtaotal 75.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 75.00
Due 0.00 P | (B adie @ Pay Out
Sell 2 Gift Sell 2 iz - Future Vizw On . E: Wiz
B2 Corificars Mbrzhin Histary [ pint Letters Apps Hold @ Cocoumt Prepaid

12. Select a payment type and click the "Cash Out" button.

& & o

] B G

aaag

Debit E

=g Other 1 Other 2 Backspace

Other 3 Other 4 Other 5 Employee Deduction
Other & Other 7 Other 8

Fast Cash Keys
$1 $5 $10 $20 $50 $100

Erter neaative (-1 amount For credit or Refund

Payrnent 1 & 2

L
Em == |

Payment 2

Authorize No,

T
| |2 |

4
@ Print Ticket 3‘ Cash Out a Return POS

Total Tips AllucatE\l}

0.00
Total Due 75.00
Change 0.00
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Scheduling a Prepaid Item

When scheduling an appointment for a client that has prepaid items, itis important to select the correct
prepaid item so that when the client is checked out, the correct prepaid item will be deducted from their
available prepaid items.

1. On the "Schedule Appointment" screen, select the clientin the "Step 1" area.

2. If the client has prepaid items, you will see "Active Prepaids Available" displayed in red textin the client
information area at the top of the scheduling screen.

Step 1 Select a Client

[MOORE TINA - & on 3¢ Cancel
o Mew Client Changes
Name MOORE, TING a First Visit lzjgjzons | - calon Client
Phone H: M: W Last Visit  zji/a01016:49 | o e . | | Add Client
Balance Due 0,00 Birthday sjajzony | O hepeat/Reques
GC Outstanding .00 Active Prepaids Available

R

3. Click the "Available Prepaids" tab.

Schedule Appointment

Step 1 Select a Client [MOORE TINA - B % gﬁ::;;
Name MOORE, TINA 2& First Visit 12{52009

Phone H: M: W Last Visit  2q1/201016:49 | — | '] Add client
Balance Due  s0.00 Birthday syojenny | RepeatRequest

GC Outstanding o.00

Active Prepaids Available

[DetaiIS] : Multiple Service ahle i ; ! arts
Step 2 Enter Appointment Details

Appt Date Appt Time Employee Id (Prefers: BARBARA DUNTS)

[2/1f2010 - [1nooam 2| |comNER MaRLOWY - 33

4, Click the "Select Prepaid Service" button to schedule an appointment for the prepaid service.

Schedule Appointment

Step1  Select a Client [MOORE TINA -] 33 Cancel
Changes

Name MOCRE, TINA a First Visit 12f9f2009 #) Salon Cliert

Phone H: M: W Last Visit  2q1/201016:49 | — | '] Add client

Balance Due  s0.00 Birthday syojenny | RepeatRequest

GC Outstanding 0,00

Active Prepaids Available

e [Available Prepaidsl Purch

[  Select Prepaid Service 'Ja % Add All Prepaid Services
I}
Descripkion k]

ointment

ancel f Mo Sh

Interval Counk

Remaining

I

Starts On

010

5. The prepaid service will be moved over to the "Details" tab of the "Schedule Appointment" screen.
Continue scheduling the appointment as you normally would to complete the scheduling of the prepaid
service.

Step 2 Enter Appointment Details
Appt Date Appt Time Employee Id (Prefers: BAREARA DUMTS)
[2/1/2010 -] Jimooam 2] [CONMER MARLOW - | 33
Service Id |1 HOUR DEEP TISSUE MASSAGE

+ | [T]Show Al
Room / Equipment  [MASSAGE BED
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Redeeming a Prepaid Item

When a client has purchased a prepaid item, itis important that the prepaid item is redeemed correctly so
that the program can keep track of how many prepaid items the client has left and so that the employee
performing the service can receive commission for the service when the service has been completed.

1. When the client is ready to be checked out, right click on top of the client's appointment and select the
"POS Checkout" option from the menu.

2. Verify that you are checking out the correct client and click the "Checkout Client" button.

Check out Tina Moore x

E Create POS Ticket - Cash Out Client

f * This option transfers services from the appointment calendar
to the Point of Sale Screen.

| '@ I * ¥ou can run this process several times on the same dlient if
— Q vou add services during their visit, It will anly transfer new

services added since the last time you ran this procedure,

- Additionally, you can resend al of the services by checking
the "Resend &l Services",

E Checkout Client x Cancel

3. Theservices that the client was scheduled for will be moved into the Sales Register. The prepaid items that
client was scheduled for will be displayed with the original "Price" and an "Extended" price of "$0.00". Add
additional items to the ticket if necessary and click the "Sale / Cash Out" button.

E @ Options f." Open Drawer ﬁ:l_i

Client Id MOCRE TIMA -

Tina Moore 154

Balbue: 50,00 Lovalty Pts; 15

Images Notes Add L
Praduct | Service Type Oty  |Price Extend [T7H  sak/
LHOUR pEEP Tr=sUE MASzace .. CHNNNENG T | (L cshos

4. Selecta payment type if thereis an amount due and click the "Cash Out" button. If thereis not an amount
due, just click the "Cash Out" button to complete the sale.

%}-’ Cash Qut

5. When the sale has been completed, the prepaid item will be deducted from the amount of prepaid items
that the client has available. The amount remaining will be printed on the client's receipt and you can also
check their available prepaids by selecting the client again at the top of the Sales Register. The "View
Prepaids" button will turn red if the client has available prepaid items. Click the "View Prepaids" button to
view the amount of remaining prepaid items.

View

(4]  Prepaid

Prepaid ltems

ﬁ Prepaid (Series) Items Karry Brown
Product | Service Interval |Count Count Remaining Start Date  End Date Expiration Dake
>|1 HOUR SWEDISH MASSAGE C & 5 5/24/2007 1/29/2060 ‘
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Deleting an Item From a Ticket

It may be necessary to delete an item from a ticket if an incorrect item was selected or if a client changes their
mind.

1. Rightclick on top of the item where itis listed with the employee's name and price in the Sales Register.

Emploves Product § Service Type Oy Price Extend
RDE ALL SOFT SHAM 16,902

i Adjust Qty [ Price of Tkem
Right Click on top % Apply Discount to Thkem
of the product PR

w Show Notes
@ web Link

2% Prink Gift Certificate

@ Upsale Prepaid Product

Delete Item from Tic

" Return Product | Service

2. Select the "Delete Item From Ticket" option from the menu.

3. You may be asked for the Manager Override Password. Enter the Password and click the "OK" button.

Manager, Override

4 Enter Password

Password |

# cancel

4. Click "OK" again when you are asked if you would like to delete the item from the ticket.

Delete this item From the ticket?

2

e Cancel oy
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Returns / Refunds

There are three types of Returns in Envision. You may need to do a return for products, services or gift
certificates.

Returning a Product / Service:
1. Select the Client thatis returning the product / service at the top of the Sales Register.

2. Click the "View History" button at the bottom of the screen to find out which employee sold the product /
service.

POS Transaction History X

= . .
ﬁ Transaction History
[MATHIS CHARLENE |
5 Group of Purc
[ () Retail Only () Service Only () Tanning Only () Packages Oy
Location Date Tirme Employes Item Oty Price n
AT 8f17f2009 15:48:21 CAMILLE SWAMNSOMN LURDOS 1 85
AT S{14f2009 11:51:31 AMME CREW MICRODERM - BLY 5 GET 1 FRE 1 350
AT S{14f2009 11:52:05 AMME CREW MICRODERMABRASION 1 SELEE
AT 5/31f2006 105339 CAMILLE SWAMNSOMN FULL HIGHLIGHTS 1 100
AT 5/31f2006 10:53:39 CAMILLE SWAMSOMN HYDRATE COMD 8.5 OZ 1 23
AT 5/31f2006 105339 CAMILLE SWAMNSOMN HYDRATE SHaM 10,1 ©OF 1 23
AT 5/31f2006 10:53:39 CAMILLE SWAMSOMN WOMEN'S HAIRCUT 1 &0
AT 11/23{2004 09:41:22 EREMDA RIDGES HYDRATE SHaM 2.0 OF 1 4
AT 11/23{2004 09:41:22 COMMER MARLOW SALT GLOW 1 65 (=
& OK

al Sales Employee: Itis necessaryto find out who sold the item originally so twhenitis returned, this item will come
out of the total sales amount.

3. Select the product/service by scanningitin the "Barcode" field or clicking on a product button for it on the
right.

4. Rightclick on top of the item in the Sales Register after it has been selected, and select the "Return
Product / Service" option.

% Adjust Qby [ Price of Ttem
% Apply Discount ko Ikem

& Show Motes

@) wreb Link
2 Prink GiFt Certificate

Upsale Prepaid Product
3 Delete Item from Ticket

L

Return Product f

5. If you are returning a product, the program will ask you if you would like to add the product back into
Inventory or not. If you are putting the product back on the shelf, click "Yes". If you are not putting the
product back on the shelf, click "No". Click "OK" if you are returning a service.
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Confirm Confirm

y Do wou wish to add this product back into inventory? y Do you wish to return this item?
2 2
2 2

il [ No | [pCancel g o Cancel

6. The Item will become a negative amount on the ticket and the text will be red. Now you can select a new
product or service if the clientis exchanging the item or if a new employee did the service over for them, or
you can move on to the payment panel to credit the money back to the client. You can also sell the client a gift
certificate for the same amount that you would credit back to them, if you do not want to give cash back to the
client for returns.

Recalling a Ticket

Choose this option if you need to make changes to a transaction that has already been cashed out
(completed). You may change any of the employees that are associated with any of the items in the ticket,
change the price of the items or discount, and edit tips that have been entered as well as the payment types.
The changes that you make to the ticket will not affect the current drawer (Z-Out Drawer), only the drawer that
the ticketis in. You must click the "Sale/Cash Out" button and then the "Cash Out" button on the Payment
Panel to save your changes. This option does require the Manager Override Password.

Adding Items to a Ticket: If you need to add items to this ticket and the client is paying with a credit/debit card for
the additional item, DO NOT RECALL the ticket! You will need to create a brand new ticket (transaction) for this.
For example: Ifa clientis purchasinga bottle of shampoo and this item was not included in the original
transaction, you should NOT recall the ticket and add the item to the original transaction. Ifthey are paying for
everything with a credit card and you process the card again on the recalled ticket, the client will be charged
twice! Just create a new separate transaction for the shampoo. You will need to swipe/process the card a second
time, however you will only be charging the client for the shampoo.

1. In the Sales Register, click the “Actions” button and select the “Recall Ticket” option.

Sort Products [ Services Sold by Type

Options | 5ales Tax Adjustments
Modify Client Retention
Return | Credit a Gift Certificate

v Employee Purchase
Z -0t

Recall Tic
Yoid Ticket
Remaove Ticket

2. Aprompt will appear for the Manager Override Password.

Manager, Override

4 Enter Password

Password |

# cancel

3. Enter the password and click the “Ok” button. Aticket (transaction) window will appear.
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Select Ticket to Recall X

4. Select the ticket (transaction) from the list and click the “OK” button.

Select Ticket
Search l:l Sort Order |Ticket Mo, - |
Ticket Mo, Date Timne Client Total Updated By Updated On
526 6172009 0329 PM  COMMELLY MARTHA 55,00 ASAMTIAGD 6f17{2009 3:29:14 PM
527 F{7f2009 11:26 &M CLEWER JDSEY 50,00 ASAMTIAGD Fi7f2009 11:26:31 AM
528 8/6/2009 10011 &AM PEMBROCKE ANME 30,00 ADMIM 8f19/2009 10:46:01 AM
529 8/6/2009 1045 4 21.30 ADMIM 5/19/2009 10:46:02 AM
530 8/6/2009 1046 4 14.26 ADMIMN 8/19/2009 10:46:02 AM
531 &/7/2009 1036 &M CLEQ CHARLIE 21.30 ADMIM 5/19/2009 10:46:03 AM
532 g/7f2009 1108 &k DOMNOYAN MARLEMA FE3.23 ADMIMN 5/19/2009 10:46:04 AM
533 8/7f2009 1138 amM 200,00 ADMIMN 2/19/2009 10:46:04 AM
534 8132009 12:19PM  BAXTER KATHERIMNE 145,00 ADMIMN 8/19/2009 10:46:05 AM
535 8/13/2009 0328 PM  COLLING DAMNIKA 27.00 ADMIM 2/19/2009 10:46:05 AM
536 8142009 11:51 AM  MATHIS CHARLEME 330,00 ADMIMN 8/19/2009 10:46:06 AM
537 8142009 11:52 AM  MATHIS CHARLEME 0,00 A0MIN 2/19/2009 10:46:07 AM
538 8172009 0348 PM  WARGO HILLARY 465,00 ADMIMN 2/19/2009 10:46:07 AM =
> 539 §/19/2009 10:58 AM  MATHIS CHARLEME 225,83 ADMIN 5/19/2009 10:58:06 AM
a4 4 b A
4" Select Ticket ¥ cancel

5. The ticket will be opened in the Sales Register so that you can make changes to it. Make any changes

necessary and click the "Sale/Cash Out" button.

6. When the Payment Panel appears, click the "Cash Out" button to save your changes.

What Not To Do:

® You DONOTneed to clickthe credit card button to process the transaction again. Ifthe cardis swiped and processed a

second time, the client will be charged a second time.

DO NOT change the payment types unless the Payment Type is incorrect and you need to change it! Ifthe Payment Type has
been changed, the transaction will show up in reports under a different Payment Type than the type that was originally
selected.

Voiding a Ticket

Voiding a ticket will make the total amount due a negative amount. History of this ticket will remain in the
program. This is an option that you may choose if you would like to void (refund) the transaction and credit
the total transaction amount back to a client's credit card account. You must enter the Manager Override
Password for this selection as well.

1. In the Point of Sale, click the “Actions” button and select the “Void Ticket” option.

Sort Products § Services Sold by Type

Options | Sales Tax Adjustments

Modify Client Retention

Return | Credit a Gift Certificate

v Emplovee Purchase
Z - 0wk

Recall Ticke
Yoid

Remave Ticke

© 2010 Ennoview, Inc.



Sales Register Features 102

2. Aprompt will appear for the Manager Override Password.

Manager, Override

I

4 Enter Password

Password | |

w 0K ® cancel

3. Enter the password and click the “Ok” button. Aticket (transaction) window will appear.

Select Ticket to Yoid X

Select Ticket
Search l:l Sort Order |Ticket Mo, - |
Ticket Mo, Date Timne Client Total Updated By Updated On

526 6172009 0329 PM  CORMELLY MARTHA 55.00 ASAMTIAGD 6/17{2009 3:29:14 PM

527 F{7f2009 11:26 &M CLEWER JDSEY 50,00 ASAMTIAGD Fi7f2009 11:26:31 AM

528 8/6/2009 1011 &M PEMEROOKE ANME 30,00 ADMIM 2/19/2009 10:46:01 AM

529 8/6/2009 1045 4 21.30 ADMIM 5/19/2009 10:46:02 AM

530 8/6/2009 1046 4 14.26 ADMIMN 5/19/2009 10:46:02 AM

531 &/7/2009 1036 &M CLEQ CHARLIE 21.30 ADMIM 5/19/2009 10:46:03 AM

532 8/7f2009 1108 &k DOMNOYAN MARLEMA FE3.23 ADMIMN 2/19/2009 10:46:04 AM

533 8/7f2009 1138 amM 200,00 ADMIMN 2/19/2009 10:46:04 AM

534 8132009 12:19PM  BAXTER KATHERINE 145,00 ADMIMN 8/19/2009 10:46:05 AM

535 8/13/2009 0328 PM  COLLING DAMNIKA 27.00 ADMIM 2/19/2009 10:46:05 AM

536 8142009 11:51 AM  MATHIS CHARLEME 330,00 ADMIMN 2/19/2009 10:46:06 AM

537 8142009 11:52 AM  MATHIS CHARLEME 0,00 A0MIN 2/19/2009 10:46:07 AM

538 8172009 0348 PM  WARGO HILLARY 465,00 ADMIMN 2/19/2009 10:46:07 AM =
>| 539 8f19/2009 10:58 AM  MATHIS CHARLENE 225,83 ADMIN 3/19/2009 10:58:06 AM |
44 A

4" Select Ticket K cancel

4. Select the ticket (transaction) from the list and click the “OK” button.

5. The following prompt will appear:

Woid Ticket 539

| Cancel

6. After clicking “OK”, the transaction will appear in the Point of Sale with negative amounts for all of the
items in the transaction.

7. Click the “Sale / Cash Out” button.

8. The Payment Panel will appear with a negative payment amount. Select the type of payment that you will
be using to refund the money to the client.

9. Click the "Cash Out" button.
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Z-Out Procedures

Below areinstructions for closing your drawer at the end of the day or at the end of a shift.

1. Click the "Z-Out" Button at the top of the Sales Register. Once you click on the Z Out button a new window
will open. This is where you can enter in what you have received for the day (Cash, Visa, MC, Discover, Checks,
Gift Certificates, On Account transactions, etc). The amounts under the "Stated" column are the transaction
amounts for each payment type recorded by the system, based on the sales transactions that were cashed out
under the current open Z-Out Drawer. The "Actual" column provides open fields so that you can typein the
actual amounts that you have counted during the Z-Out process and these fields can also befilled in
automatically for you when you use the "Cash Counts" and "Payment Checklist" tabs on the right.

E D @ Options ;5,11 Cpen Drawer @ Z-0ut -,{’ Actions - EI." Exit

h 3

Clent 14 ' D e @ e Ewvloveerd e
Drawer Number Account
o [ ] e

| CHILDREN | CHIDREN | HAIR
(UMDER 141 (UMDER 71 || EXTEMSIONS
LoVE Locks || MHC |‘| Sg??ﬁé"" |‘

BalDue 0.00

Images Notes Add Rt WOMENS

| wPpos Ul aTReuT |

Employes Product | Service Type |Gty Price Extend

MAILS - MAN. ..

Z-0ut Cash Drawer: 46

a End of Day Cash Drawer Reconciliation
ACTUAL STATED
Starting Balance Payment Surmrmiary
Cash 242,60
Tips Paid / Collected 43.20
Checks 100.00
0n Account §0.00
Visa 589.00
Master Card 220,20
American Express 47.20
Discover 0.00
Gift Cert. Redeemed 0.00
Debit 0.00
Employee Deduct 0.00
Travel Checks 0.00
Other 1 0.00 Pos
Other 2 0.00
Other 3 0.0 < print
Other 4 0.00
Other 5 0.00 <] D?;ﬁgr
Other 6 0.00
Other 7 0.00
Other 8 0.00 Review 2-
Folio Charges 0.00 Ui out
Subtotal 0.00 1522.20 ]
Paid Out / Paid In 0.00
Ending Balance 0.00 1522.20 Close Out
Difference -1522.20
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Z-0ut Cash Drawer: 46 x

E End of Day Cash Drawer Reconciliation

Caounts

Count Coins

100's = 10
50s - 15
20 - 12
10 - .
5's 55 = 2
s -

2.00 -

1.00 -

0.50 -

0.25 25 =

0.20 -

0.10 2L =

0.05 23] -

0.01 -
Change Caleulated
Total 485,80

0,00

0.00

0.00

0,00

5,00

0.00

0.00

MUt A P B

() Dehit ) Other 5
() On Account ©) Employee Deduction ©) Other &
) Visa ) Travelers Cheque ) Other 7
() Master Card 1 Other 1 ) Other 8
71 Am Express ) Other 2 () Micros Folio
() Discover ) Other 3
) Gift; Certificate (71 Other 4
Werified | Ticket # Arnourt

Cash Counts ‘

Return to
POS

% Print

Open
Drawer

Review Z-
Out
History

Close Out
Drawer

I-Out Cash Drawer: 46 x

E End of Day Cash Drawer Reconciliation

Payment Checklist ‘

Return to
POS

& Print

Open
Drawer

Review Z-
Out
Histony

Close Out
Drawer

2. Click on the "Cash Counts" tab on
the right to enter the quantity of every
type of bill and coin that you havein
your drawer. You do not need to enter
the total dollar amount into these
fields. Enter the total number of each
bill/coin you have instead. Example:
You have 1 $50,5 $20’s, 3 $10’s and
miscellaneous changein the drawer.
You would enter "1" into the $50 field,
"5"in the $20 field, "3" in the $10’s
field and so on for each bill type and
coin type When you enter the
quantity, the dollar amount will be
calculated automatically and this
will determine the "Actual" cash
amount on the "Payment Summary"
tab.

3. Click on the "Payment Checklist"
tab on the right. This screen is where
you can cross-reference the ticket
number with the type of payment
received. When a payment typeis
selected, the transactions will be
displayed in the section at the
bottom. Look through all of your
receipts and all of your checks to
verify that you have a receipt or
check for each transaction listed.
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4. Click the "Sales" tab if you would like to review the Sales Totals for the day. The Sales tab will list the
number of tickets, retail sales, gift certificates sold and service sales totals (all totals are minus tips entered).
The Total on this screen should match the total on the drawer screen, minus tips and starting cash balance.

Z-Out Cash Drawer: 46 b4

& End of Day Cash Drawer Reconciliation

Drawer Sales Information

Num of Tickets
Retail Sales

Service Sales
Tanning Sales

Gift Certificate Sales
Membership Sales

Tax
Total

15

0.00
1179.00
0.00
100.00
0.00

0.00
1279.00

Sales

Retumn to
POS.

= print

Open
Drawer

Review Z-
Out
History

Close Out
Drawer

5. Click the "Notes" tab to enter notes about this drawer. These notes will be printed on the Z-Out Report.

Z-Out Cash Drawer: 46 b4

& End of Day Cash Drawer Reconciliation

Drawer was Cosed by DM)|

Motes

Retumn to
POS.

= print

Open
Drawer

Review Z-
E Out
History

Close Out
Drawer
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6. Click back on the "Payment Summary" tab to review the information. Totals will automatically be entered
into the "Actual" fields if you have used the "Cash Counts" tab and the "Payment Checklist" tab. All of the
"Actual" fields from "Checks" to "Folio Charges" should match the "Stated" fields from "Checks" to "Folio
Charges". If they do not match then you will need to go through the Payment Checklist again to make sure that
all of the transactions are accounted for.

Z-0Out Cash Drawer: 46 x

& End of Day Cash Drawer Reconciliation

ACTUAL STATED
Starting Balance Payrnent Summary ‘
Cash 242,60 R |
Tips Paid / Collected 43,20
Checks 100,00
On Account 80,00
Visa 589.00
Master Card 220,20
American Express 47,20
Discover 0,00
Gift Cert. Redeemed 0.00
Debit 0.00
Employee Deduct 0.00
Travel Checks 0.00 Return to
Other 1 0.00 S
Other 2 0.00
Other 3 000 & prnt
Other 4 0,00
Other 5 0.00 Dcr)-.IaJ:rzr
Other 6 0.00
Other 7 0.00
Other 8 0.00 Review Z-
Folio Charges 0,00 m Out
Subtotal 1522.20 1522.20 i
Paid Out / Paid In 0.00
Ending Balance 1522.20 1522.20 Close Out
Difference 0.00

7. If you are recording tips (using the Tips button) and are removing tips from the drawer every day, you will
need to enter the total amount of tips removed into the "Tips Paid / Collected" field.

8. The "Difference" (in red text) at the bottom should be as close to zero as possible for the drawer to be
perfectly balanced. If the amountis not zero, and all of the "Actual" fields are matching the "Stated" fields
from "Checks" to "Folio Charges", then the drawer is off by cash.

Reasons For Cash Differences: There are a few reasons that the drawer is off by cash. This could be because a "Pay Out" was not
done if money was removed from the drawer, or if Tips or Cash was not handed out correctly. Another reason for the drawer
not being balanced is ifthe Starting Balance was not entered correctly at the beginning of the day.

Deposit Amount: As longas there are no discrepancies in the drawer (Difference is $0.00) the Cash amount that you would
take out of the drawer for the daily deposit would be what s listed in the Cash Stated column. Ifthere is a difference, you
would subtract the Starting Balance "Stated" amount from the Cash Actual amount to determine the deposit amount.

9. Click the "Print" button if you would like to print a Z-Out receipt.

the Z-Out Screen: The Z report will need to be printed BEFORE the drawer
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10. Click the "Close Out Drawer" button when you are satisfied with the difference. This will close this
drawer so that a new drawer can be opened for the next day or for the next shift. Once you click the "Close
Out Drawer" button and click "OK" on the Close Cash Drawer confirmation window, this will close the drawer
for the day and you will not be able to add any new transactions to that drawer. Once the drawer is closed,
the system will automatically open a new drawer. Any new transactions completed will be under a different
drawer/Z Out report!

Making Changes After A Drawer Has Been Closed: Once a ZOut has been completed, ifthere is an error on a specific ticket
(employee name or client name) you can recall the ticket, make the necessary changes and then click the "Sale/Cash Out"
button and the "Cash Out" button to save the changes made to the ticket. Changes to the employees/clients/sales totals/
payment types will be made but will not have any affect on the current drawer thatis open. You can Review Z Out history and

modify totals if needed. Example: Drawer closed out but wrong amount entered for Visa. You would click on the "Review Z out
history" button, select the drawer and make the necessary changes. You can also run the ZOut report to view the Z Out
information for that drawer.

Drawer Number and Date: Each time a drawer is closed, a new drawer will open and the drawer number will change to the next
available drawer number. The date on the drawer will be the date that the drawer was opened, until the drawer is closed.
When the drawer is closed, the date on the drawer will become the date that the drawer was closed on. When running
reports or reviewing Z-Out History for a specific drawer number, the date displayed next to the drawer number will be the date
that the drawer was closed on.
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Employee Time Clock
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The Employee Time Clock can be used to keep track of hours worked and can also be used to calculate an
hourly wage for your hourly employees, based on the amount of hours worked. Below are instructions for
using the Employee Time Clock.

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

2. Select the "Employee Time Clock" from the menu.

Time Clock x

Clock In / Clock Out

Date / Time [8/7/2009 4:30:34 PM -

Card Id | |

Employee Id |anME CREW | %D
Password [ | Search

Override 2% Check In &Q Check Out % Cancel

Accessing the Employee Time Clock: You can also press the F2 key on your keyboard to open the Employee Time Clock.

Clocking In / Clock Out Via Employee Id and Password:

3. Type your name or Id into the "Employee Id" field. You can also click the "Search" button to the right and
double click on your namein the list.

4. Click the "Check In" button to clock in or click the "Check Out" button to clock out.
Clocking In / Clock Out Via Employee Id Cards
3. Click in the "Card Id" field and swipe or scan the employee Id card.

4. Click either the "Check In" button to clock in or the "Check Out" button to clock out.

CheckIn / Check Out Buttons: It is extremely important to use these buttons when clockingin and clocking out. Ifan employee
does not click one of these buttons and just presses the "Enter" key on their keyboard, a time card record will not be created
for the employee.

Clocking In/Out for Lunches and Breaks: If lunches and/or breaks will not be included in an employee's pay, they will need to
clock out for lunch or for a break, and then they will need to clock back in when their lunch or break is over.
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Manage Time Cards

The Manage Time Cards screen enables you to view and change the times that each employee has clocked in
and clocked out at. Thelistingis sorted by the most recent dates first. Notice thatif there was a "Manager
Override" used when the employee was using the Time Clock, there will be a check mark in the right hand box.
Below areinstructions for adding Time Cards, Editing Time Cards and Removing Time Cards

Adding Time Card Records

It may be necessary to add a Time Card record if an employee has forgotten to Clock In or Clock Out. Below
areinstructions for adding a Time Card record.

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

2. Select "Manage Time Cards" from the menu.

Set Date Range | | - | & Exit

Clock In Clock Qut Hours Worked 7 |Include in Pay  Activity | Mgr Override Updated On Updated By

9i28/2008 23212 P

4 September » 4 2009 p
S M TW T F 5§
1 2 3 4 5

6 7 8 91011 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

27 29 30
-
| Mow | | Clear | oK o

4 FhvXn

V Save x Cancel

3. Click in the field labeled "Click here to add a new row" to add a Time Card record to the list..

4. Ablank field will appear with a drop down arrow so that you may select the employee that the Time Card
record is for. Click on the drop down arrow and select the correct employee.

5. Click in the "Clock In" field to the right of the employee's name. Select the correct date and time for the
"Clock In" portion of the Time Card record.

6. Click in the "Clock Out" field to the right of the "Clock In" field. Select the correct date and time for the
"Clock Out" portion of the Time Card record.

7. Click the "Save" button in the lower right hand corner of the screen. The "Hours Worked" will be
calculated automatically after clicking the "Save" button.
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Editing Time Card Records

It may be necessary to edit a Time Card record if an employee has forgotten to clock in or clock out. Below are
instructions for editing a Time Card record.

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

2. Select "Manage Time Cards" from the menu.

Set Date Range | | - | EJ* Exit

Drag a column header here to group by that column

Employee |d Clock In Clock Qut Hours Worked 7 |Include in Pay  Activity | Mgr Override Updated On Updated By

#

9i28/2008 23212 P

4 September » 4 2009 p
S M TW T F 8§
1 2 3 4 5

6 7 8 91011 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26

ekl
|- [ o | | Clear | | Ok |

wommtexn
V Save x Cancel

3. Click on the drop down arrow in the "Clock In" or "Clock Out" field to edit the date and time of a Time Card

record. You can also click in the "Hours Worked" field to edit the amount of hours worked, or you can choose
whether or notto include a time card record in the payroll calculation by placing a check mark or removing a
check mark from the "Include in Pay" check box.

4. Click the "Save" button in the lower right hand corner of the screen if you have finished editing Time Card
records.

Removing Time Card Records

It may be necessary to remove a Time Card record if an employee has clocked in or clocked out more times
than necessary. Below areinstructions for removing a Time Card record.

1. On the Manager Time Cards screen, right click on top of the Time Card record that you would like to
remove.

Set Mew Date Range
Refresh

Add Mew Tirmecard
Save Changes to Timecard

Confirm

Removwe Time

Sef Time Worked to 2 Hours |, Remove this Timecard,
Set Time Worked to 4 Hours \‘L‘}

Jet Time Worked to 6 Hours £ 700 U
Set Tirme Worked to 8 Hours

Print Time Sheets

2. Select "Remove Timecard" from the menu.

3. Click the "Ok" button when the prompt appears.
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Employee Teams
Employee Teams allow you to create groupings, separate from your employee departments, for reports and
scheduling purposes. Employee Departments are normally used to specify whether the employee is a Stylist,
Nail Tech, Massage Therapist or Esthetician. Ateam can be a mixture of these types of employees or a team
can be a group of peoplein one level or a group of people that are working together to accomplish certain
goals for a team. Below areinstructions for creating Employee Teams.
1. Click on "Employee" on the Menu Bar of Envision.

2. Select "Employee Teams" from the menu.

3. Click on the "New" button at the top of the list to create an Employee Team. The following screen will
appear without any information filled in.

@’ [+ Exit

| it
S
Team Description SUPRORT STAFF & save
Team Leader DOMNMA MARTIN . bﬂ Save &
New
v| Show on Schedule
# Cancel

Select Employees Team Members

Employves 1d Marne i Employves 1d Marne n P Next
ADMIN USE, ADMIN [DONNAMARTIN MARTIN, DONNA, | _
ANME CREW CREW, ANNE MARLENA DONOVAN DOMNOYAN, MARLENA € previous
BARBARADUNTS  DUNTS, BARBARA SALINAMURPHY  MURPHY, SALINA

BREMDA RIDGES
CAMILLE SWANSOMN
CARRIE COMMNOR
COLLEEM MORRIS
COMNMER: MARLOWY
DAMIKA COLLIMNS
DEBRA COLE
ERIKAFISHER
FRAMCIME BOONE
GINGER MORRISON

RIDGES, BREMDA
SYWANSON, CAMILLE
CONMOR, CARRIE
MORRIS, COLLEEMN
MARLOWY, COMNMER
COLLIMNG, DANIKA
COLE, DEBRA
FISHER, ERIKA
BOOMNE, FRAMCIMNE
MORRISON, GINGER

HEATHER CARTWRIC CARTWRIGHT, HEATHER

ILEMA JOMES
INHOUSE
JOLIME MEYERS

JOMES, ILEMA
INHOUSE, SALES
MEYERS, JOLINE

JORATHAN KIRBEY

KIRBY, JONATHAN

4. Type a description or name of the team into the "Team Description" field.

5. Click on the drop down arrow in the "Team Leader" field to select a leader for the Team from your

Employee List.

6. In the "Select Employees" section on the left, left click on top of an employee that you would like to place

in the team you are creating.

7. Click the blue arrow button thatis pointing to the "Team Members" section to move the selected employee

into the list of "Team Members".

8. Continue to move employees into the "Team Members" list, that will be included in the team you are

creating.

9. Click the "Save" button to save the new Team you have created or click the "Save & New" button to save the

Team you have created and create a new Team.
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The Employee Work History feature allows you to keep records of your employees' work history. This can be
used to keep track of Employee Evaluations, Bonuses, when an employee is late or sick, etc. Below are
instructions for adding employee work history.

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

2. Select "Employee Work History" from the menu.

8

mew 2 Edit

“* pelete | (D) Erst (O) Previous (G) Next (3) Last

& Refresh

Drag a colurmn header here to group by that column

>
JOSIE SOLEN

PERSOMNAL DAY TAKE DM

T

7 iction Menu -

Processed

3. Click the "New" button at the top of th Work History list. The following screen will appear without any

information filled in.

&8
o

Employee 1d

work Date
Action

Initials

Reason

[ostE soLEn - |

B/7/2009 - Time
[PERSONAL DAY TAKEN -]
| Processed

] Bt

b save
ha Save &
New

*® Ccancel
P Hext

‘ Previous

Insie needs to take her daughter to the hospital.

Notes

4. Click on the drop down arrow in the "Employee Id" field and select the employee that you are entering work

history for.

5. Click on the drop down arrow in the "Work Date" field and select the date for the work history.

6. Clickin the "Time" field and enter the time for the work history.

7. Click on the drop down arrow in the "Action" field and select the type of work history being entered.

8. Click in the "Initials" field and enter your initials (the initials of the person entering the work history).

9. Type a "Reason" and a "Note" into the large fields provided.

10. Click the "Save" button to save the work history you are entering or click the "Save & New" button to save

the work history you are entering and enter different work history for the same employee or for a different

employee.
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Email Employee Schedules / Notices

Envision provides an email feature for your employees that allows you to email each employee a general
notice, their work schedule and their appointment schedule. This will allow your employees to check their
work schedule and appointment schedule at home or from their phone and you can also send them notices
about meetings or classes or any type of message that you would like sent to your employees. Below are
instructions for using the Employee Email Notifications

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

2. Select "Email Employee Schedule / Notices" from the menu.

Send Employee Email Notifications X

@ Send Email Notifications

| Type ofotice — f SelectEmployes f Options |

© General Motice From Date 8/7/2009 - rg]
_ To Date 8/14/2009 -
2 Employes Work Schedule -
Client Format Do not Send Client Info -
7 sppointment Schedule Employee* -

* Leave Blank for all

Enter additional text to be sent with the EMail

0% | | & send I close

3. Select the "Type of Notice" that you would like to send to one or all of your employees.

4. Select the "From Date" and "To Date" by clicking on the drop down arrows in each field. The dates will
determine which dates will be used for the "Employee Work Schedule" option and the "Appointment
Schedule" option. If you are selecting the "Employee Work Schedule" option, the work hours sent to each
employee will be for the amount of days selected. If you are selecting the "Appointment Schedule" option, the
appointments sent to each employee will be the appointments that have been scheduled for that employee
between the date range selected.

5. Select the type of client information that you would like sent to your employees by clicking on the drop
down arrow in the "Client Format" field. This option is used when selecting the "Appointment Schedule" type

of notice.

6. If you would like to send an email notification to just one employee, select the employee in the "Employee"
field. If the notification is being sent to all employees, leave the "Employee" field blank.

7. Click in the "Enter Additional Text" field and type a message if you are sending a "General Notice" or if you
would like to send an additional message with the employees' work schedules or appointment schedules.

8. Click the "Send" button when you are ready to send the email notifications.
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Client Features

Adding a Client

There are a multiple of ways of adding a clientin Envision. The easiest method for adding a clientis by
clicking the "Add" button at the top of the Sales Register or by clicking the "Add Client" button when
scheduling an appointment for a client. Below are instructions for the different methods of adding a client.

Adding a Client at the Sales Register

1. Click the "Add" button at the top of the Sales Register in the client information area.

E [E: options f,l| Open Drawer @I
Client Id - Pay on
| | p Search o
BalDue 0.00
Images Notes Add l\ Edit
T
|Empl0yee Product | Service Type Qlby Price Extend |

2. Typetheclient's first name and last name into the fields provided. When you click in another field or when
you press your "Tab" key on your keyboard, the "Client Id" field will be filled in automatically for you.

Add New Client x

€2 Enter Client Information

First Name | Middle Initial

]

Last Name

Client Id | * must be unique

Address 1

Address 2

State / County

Postal Code

Phone

Mobhile (SMS)

Work

|
|
|
|
|
City [
|
|
|
|
|

Birthdate

Email

Referred by Client™

| |
Lead Source [ -
| |
| |

Referred by Emp
Card Id [ |

* Loyalty points For referrals are ONLY awarded on the same day that the new client record is created.

() 5MS5 Messaging

2 Bath

) Disable
() Email Only

(2 Mo Preference
) Male

Last Skin Test Date

L]

& 0K 3 cancel

First Name / Last Name: It is extremely important to capture both the First Name and the Last of the client. Ifyou only have one
ofthese names, it may be difficult to select this client in the future. Itis alsoimportant to capitalize the firstinitial of the First
Name and Last Name so that if you choose to print Mailing Labels for your clients, the name will be in the correct format.

Client Id Format: When addinga Client outside of your Client List, the Client Id can be automatically entered for you. The
system is defaulted to enter the first initial and last name of the client, however there is an option in your Program
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Preferences that will allow you to change the format of the Client Id that is automatically entered. We strongly recommend
setting this "New Client Id Format" to Last Name (Space) First Name, First Name (Space) Last Name, First Name /Last Name or
Last Name /First Name. Selectingclients 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 numberin a Client Id because more than one client has the same first initial and
last name. To edit the Client Id Format, click on "Company" on the Menu Bar of Envision and select "Setup Program
Preferences" from the menu. Click on the "General Options" button on the left and click on the drop down arrow in the "New
Client Id Format"field to select one of the formats mentioned above.

3. Continue to enter the client's information into the fields provided. It would be best to capture as much
information on this screen as possible. All of theinformation entered for a client can be used later for
marketing purposes. For example, if you capture a client's birthdate and email address, you will be able to
send them a promotional email for their birthday.

Mobile (SMS): If you will be using Envision's SMS (Text) Messaging feature or if you think that you might use the SMS (Text)
Messaging feature, it is very important to enter the full Mobile phone number, including the Area Code. Ifthe full numberis

not captured, you will still be charged for a text message beingsent to the client even though the message will not reach the
client.

5. Click the "Ok" button after entering all of the client's information.

Adding a Client When Scheduling an Appointment
1. Click on the "Add Client" button on the right side of the "Schedule Appointment" screen.

| | Add Client

2. Type theclient's first name and last name into the fields provided. When you click in another field or when
you press your "Tab" key on your keyboard, the "Client Id" field will be filled in automatically for you.

Add New Client

€2 Enter Client Information

First Name | Middle mnitial

Last Name

Client Id | * must be unique

Address 1

Address 2

State / County

Postal Code

Phone

Mobile (SMS5)
Work

|
|
|
|
|
City [
|
|
|
|
|

Email () Email Cnly

Lead Source () 5M5 Messaging

| |

| | | €
Referred by Client* | . | @ Bath

| |

Referred by Emp Last Skin Test Date

card1d | | E—

* Layalty points For referrals are ONLY awarded on the same day that the new client record is created.

& OK K cancel

First Name / Last Name: Itis extremely important to capture both the First Name and the Last of the client. Ifyou only have one

ofthese names, it may be difficult to select this client in the future. Itis alsoimportant to capitalize the firstinitial of the First
Name and Last Name so that if you choose to print Mailing Labels for your clients, the name will be in the correct format.
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Client Id Format: When addinga Client outside of your Client List, the Client Id can be automatically entered for you. The
system is defaulted to enter the first initial and last name ofthe client, however there is an option in your Program
Preferences that will allow you to change the format of the Client Id that is automatically entered. We strongly recommend
setting this "New Client Id Format" to 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 numberin a Client Id because more than one client has the same first initial and
last name. To edit the Client Id Format, click on "Company" on the Menu Bar of Envision and select "Setup Program
Preferences" from the menu. Click on the "General Options" button on the left and click on the drop down arrow in the "New
Client Id Format" field to select one of the formats mentioned above.

3. Continue to enter the client's information into the fields provided. It would be best to capture as much
information on this screen as possible. All of theinformation entered for a client can be used later for
marketing purposes. For example, if you capture a client's birthdate and email address, you will be able to
send them a promotional email for their birthday.

Mobile (SMS): If you will be using Envision's SMS (Text) Messaging feature or if you think that you might use the SMS (Text)
Messaging feature, it is very important to enter the full Mobile phone number, including the Area Code. Ifthe full numberis

not captured, you will still be charged for a text message being sent to the client even though the message will not reach the
client.

4. Click the "Ok" button after entering all of the client's information.

Adding a Client In The Client List

1. Click on the "Clients" button on the Tool Bar at the top of Envision.

2. Click the "New" button at the top of the Client List.

Client Id

First Name

Middle

Last Name

|

|

|

|

Address 1 |
Address 2 |
|

|

|

|

|

|

City

State / County

Image Library

- Clent e

| [¥] Active Client

Postal Code

Phone

Mobile {SMS Texts)

Work

| [7] This client is an Employee

Information (Fefaieres

Email | | Birthdate

Alt Contact | | Anniversary

Alt Phone | | Gender Fernale -
Card Id | | Prefers Mone -
Employer | | Appointment Confirmations Via

Parent Account | - Both Email & SMS ~ |

3. Type theclient's First Name and Last Name into the "Client Id" field. Itis very importantto use a Full Name
format for the Client Id. The recommended formats for the "Client Id" are "Last Name (Space) First Name",
"First Name (Space) Last Name", Last Name/First Name and First Name/Last Name. After entering all of the
client's information, click the "Save" or "Save & New" button on the right.
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Adding a Client Formula

Client Formulas can be stored in Envision for future use or for your client records. Formulas will be printed
on Work Tickets and can also be viewed when scheduling or editing an appointment in the Envision Calendar.
Below areinstructions for entering Client Formulas.

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

2. Select "Formula List" from the menu.

3. Click the "New" button at the top of the list. The following screen will open without any information filled

in.
é" U+ Bt
[ Ecit
Description COLOR, I save
Client Id PEMBROOKE ANME - Save &
Service Id ALL OWER COLOR - ey
Employee Id KATRINA JEWEL - ¥ cancel
Date 3f28f2006 - & Print P Next
Formula Specifics -
SR AMD B AND S MIXED WITH 10 VOLUME 4 Previous
Frofessional Product Unit Size ity
£
¥ |GEL SRB MANZAMITA
GEL BMW BRAMNDY *A
MM 4 b B E v

4. Clickin the "Description" field and enter a description or name for the formula. For example, if you are
entering a formula for a color or highlight, it would be best to enter the name of the service and the name of
the color for the formula in the "Description” field so that when you are viewing a list of one client's formulas,
you will be able to determine which formula to click on by the description. An example of this would be
"Color - Auburn".

5. Click on the drop down arrow in the "Client Id" field and select the client that the formula is being entered
for.

6. Click on the drop down arrow in the "Service Id" field and select the service that the formula is being
entered for.

7. Click on the drop down arrow in the "Employee Id" field and select the employee that created formula.

8. The "Date" will be set to the current date. If this is not correct, select the correct date by click on the drop
down arrow.

9. Click in the "Formula Specifics" field to enter the formula.

10. If there were products used for the formula, select the products in the "Professional Product” section at
the bottom. This option is only availablein Envision's Pro and MedSpa versions.
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Checking a Client's Gift Certificate Balance

Below areinstructions for looking up a client's gift certificate balance. This may be necessary to do if they
call and ask what their balance s or if they ask what their balanceis before being checked out.

1. Click on "Client" on the Menu Bar of Envision and select "Check Gift Certificate Balance" or click on the
"Balance" button on the Tool Bar at the top of Envision.

Select Gift Certificate X

& Gift Certificate Selection

Please scan ar manually enter the gift card / certificate number.,

Gift Card / Gift Certificate Number
23

o Ok 3K cancel

2. Click in the "Gift Card / Gift Certificate Number" field and type the number of the Gift Card / Gift
Certificate. You can also swipe a Gift Card with a magstripe reader or you can scan the barcode on a Gift
Card with a barcode scanner.

3. Click the "Ok" button after reviewing the Remaining Balance.

Information

\p Remaining Balance on this Gift Certificate is 120.00

Checking a Client's Prepaid Balance

Below areinstructions for looking up a client's outstanding prepaid balance. This may be necessary to do if
they call and ask what their balance s or if they ask what their balance is before being checked out.

1. Click on "Client" on the Menu Bar of Envision and select "Check Outstanding Prepaid Balance" or click on
the "Lookup" button on the Tool Bar at the top of Envision.

Client Prepaid Check x

Q Lookup Outstanding Prepaid Products

Select Client MATHIS CHARLEME -
Product | Service Count  |Remaining Start Date  End Date Minutes |Minutes Remaining  |Expires On
> [MICRODERMAERASION [ S §/14/2009  12/30/1999 0 0 Bf14/2059 |

M4 A b B

x Close

2. Click on the drop down arrow in the "Select Client" field and select the correct client.

3. Alisting of their prepaid items with the remaining amount will be displayed after selecting the client. Click
the "Close" button in the lower right hand corner after reviewing this information.

© 2010 Ennoview, Inc.



119 Envision's Initial Setup and Quick Reference Guide

Checking a Client's Sales History

There are multiple ways of viewing client sales history in Envision. Below are instructions for the most

commonly used methods for viewing client sales history.

Purchase History - Scheduling an Appointment

1. Click on the "Calendar" button on the Tool Bar at the top of Envision.
2. Doubleclick on an empty timeslot to schedule an appointment.

3. On the "Schedule Appointment" screen, click on the "Purchases” tab.

Schedule Appointment

Balance Due  0.00 Birthday 2j17j005 | = Repeat/Request

I Book Multiple Services | Slots Available | Avaiable Prepaids [ PUTChESEE] Appointment List | Cancel / No Shows
Show Select Group of Purchases

.7 Select Senice

Step1  Select a Client [MATHIS CHARLENE -] & x Caneel

@) New Client anges
Name MATHIS, CHARLENE First Visit 11232004 '1;\' Salon Client
Phone H: 555-555-8826 M: 555-555-1784 W Last Visit  /19/2009 10:58 Add Client

GC Qutstanding 100.00 Active Prepaids Available ©) Referral

©) Show Al ©) Retail Only ) Service Only © Tanning Only ©) Packages Only
Location Date Time Employee Product | Service Qty |Price Description Tan Used u
> |MAIN 8/19/2009  10:58 AM ANME CREW EYEBROW WAX i 8.00 0|
MAIN 8/19/2009 10:58 AM CAMILLE SWANSOMN HYDRATE SHAM 10.1 0Z 1 25.00 0
MAIN 8/13/2009 10:58 AM AMNME CREW LIP WAX 1 8.00 0
MAIN 8/19/2009  10:58 AM CAMILLE SWANSOMN PARTIAL HIGHLIGHTS 1 90.00 a
MAIN 8/19/2009 10:58 AM CAMILLE SWANSOMN WOMEN'S HAIRCUT 1 &0.00 [u]
MAIN 8/17/2009 03:48FPM CAMILLE SWANSON UPDOS 1 85.00 0
MAIN 8/14/2009  11:51 AM AMME CREW MICRODERM - BUY 5 GET 1 1 350.00 a
MAIN 8/14/2009  11:52 AM AMME CREW MICRODERMABRASION 1 58.33 a

View History - Sales Register

1. Click on the "Sales Register" button on the Tool Bar at the top of Envision.
2. Select the client at the top of the Sales Register.

3. Click the "View History" button at the bottom of the Sales Register.

POS Transaction History x

o . .
i Transaction History

@ () Retail Only (™) Service Only () Tarning Only (™) Packages Only
Location Date Time Employes Itern Oty Price n
MAIN 8172009 15:48:21 CAMILLE SYWAMNSON UPDOS 1 a5
MATN 2/14f2009 11:51:31 AMME CREW MICRODERM - BLY 5 GET 1 FRE 1 350
MAIN 3f14f2009 11:52:03 AMNME CREW MICRODERMABRASION 1 58,33
MAIN 5/31/2006 10:53:39 CAMILLE SYAMSON FULL HIGHLIGHTS 1 100
MATN 5/31f2006 10115339 CAMILLE SWANSOMN HYDRATE COMD 8.5 0OZ 1 25
MAIN 5/31f2006 10:53:39 CAMILLE S'WAMSOMN HYDRATE SHaM 10,1 OZ 1 23
PMAIN 5/31/2006 10:53:39 CAMILLE S AMNSON WOMERN'S HAIRCUT 1 a0
MATN 11/23/2004 09:41:22 BREMDA RIDGES HYDRATE SHaM 2.0 OF 1 4
MAIN 11/23f2004 09:41:22 COMMER MARLOW SALT GLOW 1 65|

o 0K
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Purchase History - Client List

1. Click on the "Clients" button on the Tool Bar at the top of Envision.

2. Doubleclick on top of the clientin the Client List to open their client record.

3. Click on the "Product / Service History" tab.
MATHIS | |Sort by cientt Name - | [J* Exit
Product f Service History ‘Notes [ Audit Log
lect Product Type ™~~~ k save
) Retail Products ) Setwices ) Tanning Services () Packages @ Save &
New
Location Date Tirme Employee Diescription oty Price n % cancel
¥ [MAIN 8/19/2009 10:58:06  AMNME CREW EYEBROW WAX 1 B‘EIEI‘ =
MAIN 8f19/2009 10:58:06  AMME CREW LIP WAK 1 .00 P Next
MAIN 8/19/2009 10:58:08  CAMILLE SWANSON HYDRATE SHAM 10,1 OZ 1 25,00
MAIN 8192003 10:5E05  CAMILLE SWANSON WOMEN'S HATRCUT 1 0.0 & Previous
MAIN 2/19/2009 10:52:08  CAMILLE SWANSOMN PARTIAL HIGHLIGHTS 1 90,00
MAIN /172009 15:48:21  CAMILLE SWANSON UPDOS 1 85.00
MAIN 2/14/2009 115205 AMME CREW MICRODERMABRASION 1 o232
MAIN 8f14/2009 11:51:31  AMMNE CREW MICRCDERM - BUY 5 GET 1 FREE 1 350,00
MAIN 5312006 10:52:38  CAMILLE SWANSOMN HYDRATE COMD 2.5 0Z 1 25.00
MAIM 5312006 10:53:39  CAMILLE SWWANSON HYDRATE SHAM 10,1 OZ 1 2500 =
MAIN 5f31/2006 10:53:38  CAMILLE SWANSOMN WOMERN'S HAIRCUT 1 60,00
MAIN S/31/2006 10:53:38 CAMILLE SWANSON FULL HIGHLIGHTS 1 100,00
MAIN 11/23/2004  02:41:22  BRENDA RIDGES HYDRATE SHAM 2.0 OZ 1 4.00
MAIN 11/23/2004  09:41:22  CONNER MARLOW SALT GLOW 1 65,00

On Account Payments

120

On Account payments allow you to place the amount due for a sales transaction on a client's account so that

they can make payments to it at a later time. This featureis only availablein Pro and MedSpa versions of
Envision. Below are instructions for placing the payment "On Account", making payments, placing a "Credit

On Account" and using a "Credit On Account".

Placing a Payment On Account

Follow the instructions below for placing the amount due for a sales transaction "On Account".

1. Create the client's ticket in the Sales Register, by using the "POS Checkout" option from the Calendar or by

selecting the client at the top of the Sales Register and selecting the items that the client will be paying for.

E E‘g Optiol

ns | ‘h OpenDrawer &l Z- Out % Actions -

Client Id ESTER AARON - p Seanch @ Py on Employeerld | .| @ s
Aecount
C —
Mr. Aaron Jester 162 A
| CHIDREN | CHIDREN | HAR -
(UMDER 140 | (UNDER7) | EATEMSIONS e
love ocks I wmHe S;??EEAL || HAIR - |
BalDue: 0.00 Lowalty Prs: 117 e RDK - 401 '
E Notes e ‘
i - s iy ‘
Employes Product [ Service Type Oty  |Price Extend S T ‘
KATRIMA JEWEL MHC S 1 30.00 30.00 '
Retail 0.00 GC Sold 0.00
Service 30.00 Subtokal 30.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 30.00
Due oo g G | (5 e g rvoa

g Sell 2 Gt el Ve ) Funure
e Mbrshin & Histary [ pint Leters | [F] Apprs

Views On R
LQ Hald MGl Prepad
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2. Click the "Sale / CashOut" button in the lower right hand corner of the screen.

& £ [~

s B0 B G
= e = 280

Debit — —
@]
B Other 1 Other 2 Backspace
Other 3 Other 4 Other 5 Employee Deduction

Other & QOther 7 Other 8
Fast Cash Keys
$1 £5 $10 $20 $50 $100
Enter neaative (-1 amount For credit or Refund

IPayment 18 2]

OnAcct Payment 1 %:o Payment 2
Gg

Mote ¥ Mote

|

4
@ Print Ticket &' Cash Out a Return POS

Total Tips Allocated 0.00
Total Due 30.00
Change 0.00

3. Click the "On Acct" payment type button.

4, Click the "Cash Out" button to complete the sale.

Making On Account Payments

Below are instructions for making payments to a client's On Account balance.

1.Click on the "Sales Register" button on the Tool Barat the top of Envision.

Sales Register I

2. Select the client at the top of the Sales Register.

.E [ options | 4 Ops
Client 1d [[ESE0T A O s
Client Id Full Marne Horne Phone
Mr. Aaror GREEM WENDY GREEM, WEMND'Y
HATCHER MARGERET HATCHER, MARGARET
HAWTHORME STACEY HAWTHORME, STACEY
HAWWER JANICE HAWWVER, JAMICE
BalDue: 30HIGHTS HEATHER HIGHTS, HEATHER
HORMEY KAREM HORMEY, KAREM

Employes |HUNTER PIPER HUNTER, PIFER
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3. The "Pay On Account" button will be red when the client has a balance. Click the "Pay On Account” button
to make a payment.

E ﬁ Options ;1| Open Drawer n?

Client TId [ES=00Ga] -] p o [

Mr. Aaron Jester 162

4. Click on the drop down arrow in the "Payment Type" field and select the type of payment that the client
will be using.

Payment on Account
Mr. Aaron Jester Payment Date 2/4f2010 -

Payment Type

Check -
Payment Amount 20.00

b

Note

Transactions

Description
N TICKET MUMBER.: 11

Tran Date Amount Due  Amount Paid — Balance Due | Apply

010

HiH 4 b M XA

Payment History

Drag a colurmn Reader here to group by that colurmn

Tran Date Diescription Payment Type Armount Paid

BalDue: 30.00 Loyalty Pts: 120 % void E, Charge & OK K Close

5. Click in the "Payment Amount" field and enter the amount that the clientis applying to their balance.

6. Enter a "Note", if necessary.

7. Click in the "Apply" field to the right of the "Balance Due" column for the transaction that the client is
applying an amount to. Enter the amount that the clientis applying to the listed transaction. If thereare
multiple transactions listed, the "Payment Amount" entered at the top of the screen can be split between the
transactions listed or the entire "Payment Amount" can be applied to just one transaction.

Description Tran Date Amount Due  Amount Paid | Balance Due | Apply

1 [TICKET MUMEER: 11 2/4f2010 30,00 0.00 30.00 W |

ks

8. Click "Ok" at the bottom of the screen to apply the payment amount. Click "Ok" again when the follow
prompt appears.

‘3/- Apply Payments?
.

EOK ‘E,gl pem—
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Placing a Credit On Account

Acredit can be placed on a client's account if you need a client to have an "In-store" credit. This can be used
if the clientis returning a product or a service or for any reason that you might need to give a client "In-store"

credit. Below areinstructions for placing a credit on the client's account.

1. Select the client at the top of the Sales Register.

E [E: options ik Ops
Client Id SCHULEIEEEeEE 1D s
Clint Id Full Marne Home Phone
Katie MesPENTER STACEY PEMTER, STACEY
PILOT SAREH PILOT, S&RAH
REAMTER TAMYA REAMTER, TANYA
RICKARD AMANDA RICKARD, AMANDA
BalDue: 0.pINGES BRENDA RIDGES, ERENDA
SANDS PEMELOPE SAMDS, PEMELOPE F

Emplayes |SARVAN LITA SARVAN, LITA
LLTZ PFHECEE Z, OB

3. Click on the "Pay On Account" button.

»

Pheobe Schultz Payment Date 2f4/2010 -

Payment Type

Payment Amount

Note

]
SlE:
allF
S|
na
.

Diescription Tran Date Amount Dug  |Amount Paid — |Balance Due Apply
weOmmvxa
hat columin
Tran Date Diescription Payment Type Amnolnt Paid
BalDue: 0.00 % void E, Charge & OK # Close

4. Click on the drop down arrow in the "Payment Type" field and select one of the "Other" payment types so
that the amount of credit you are placing on the client's account does not affect the cash, credit or check

totals when you balance your drawer at the end of the day.

5. Click in the "Payment Amount" field and enter the amount that you would like to post as a credit.

6. Click the "Ok" button after entering the payment amount and click "Ok" again when the following prompt

appears.

Confirm

\E’) Apply Payments?
-

e Cancel o
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7. Click the "Yes" button when you are asked if you would like to post a credit.

Confirm

2

Applied amounts are less than payment amount!

Do you wish to post a credit for the remaining payment amount?

8. The "Pay On Account” button will be green when the client has a credit on their account and the amount of
credit will be displayed above the "Images" button at the top of the Sales Register.

1

% Options

a4

#h Open Drawer

Client Id SCHULTZ PHEOBE

./C) Search

Pheobe Schultz

Credit: 20,00
Images

224

Add

Using a Credit On Account

Below areinstructions for using a client's "Credit On Account".

1. Create the client's ticket in the Sales Register, by using the "POS Checkout" option from the Calendar or by

selecting the client at the top of the Sales Register and selecting the items that the client will be paying for.

1

&» Options

Client Id SCHULTZ PHEOBE

p Ssarch

h Open Dravier

&l Z-out

Pheobe Schultz 224
Credit: 20,00
Images Nates Add R
Employes Product | Service Type Gty Price Extend
CAMILLE SWANSON WOMEN'S HATIRCUT 5 1 60,00 60,00
Retail 0.00 GC Sold 0.00
Service 60.00 Subtatal 60.00
Tanning 0.00 Sales Tax 0.00
Membership 0.00 Tips 0.00
Total Due 60.00
Due 60.00
Sell 2 Gift zella View § Future
BB Carfeate el SR P | v

* Exit
T —

e N
=& Actions -

N
Y
CHILDREM CHILDREM HAIR b
| [UMDER 14) || [UMDER 7] | EXTEMSIOMS m
SPECIAL ATE ()
JLove LocksHfiE MHS |‘ = ‘ HAIR - CHEM. .,
ROK - DD O...
WOMEN'S
| wepos |l aRcuT | PR - ADD O...

P..rt On

_\E% Adjust @ Pay Out .;;:J' No Sale
\u"Ei\rOn @ R . View Sale.l’
Iz Prepaid

2. Click the "Sale / CashOut" button in the lower right hand corner of the Sales Register.
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3. Select the "OnAcct" payment type.

4. Clickin the field below the "OnAcct Payment 1" button and enter the amount of credit that the client would
like to use. Itis very important that they do not use more than the amount of credit they have for the "OnAcct"

payment type. If more than their creditis used, the remaining amount will be posted as a balance on their
account.

| Payrnent 1 & 2 | Pa

‘OnAcct Payment 1 %:,‘) Payment 2

G

Noke = Autharize Mo,
Tips

5. If the client owes more than the amount of their credit, click on the "Payment 2" button and select the type
of payment that they will be using to pay for the remaining amount due.

6. Click the "Cash Out" button when you are ready to complete the transaction.

{}-’ Cash Qut
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Inventory Control

Purchase Orders

Purchase Orders (PO's) are a key element for maintaining inventory. Purchase orders work in conjunction
with the "Receiving Inventory" screen, which closes out the Purchase Orders. Below are instructions for
creating a Purchase Order.

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

2. Select "Purchase Orders" from the menu.

3. Click on the "New" button at the top of the list. The following screen will appear without any information

filled in.
@ L—_I Save PO EI" Exit
Purchase Order Details
PO Ship To Ship Via | |
PO Date b/a/z009 -] ERmOVIEW Terms | |

123 Sunny SE,

vendor [MID-CITY BEAUTY SUPPLY - Expected On | -
Ship to Location [MAIN - | es5-555-1212 Status Open
Drag a colurnn header o group hiat column
Product Id Wender SKU Ordered  Cost Taxable Total
%

HYDRATE COMD 8.5 OZ POD11701 3 12,50 37,50
RDE ALL SOFT COMD 8,502 OP 0s0011213 4 4,50 15.00
RDE R MEMS CLEAMNSIMNG BAR 050515043 1 250 3.50

wommimvxn

[ Manually Edit Tax Subtotal 63.65
7 Autofill PO
Jem s e e
— 5can Inventory
‘g Remove | Barcode Needs x Cancel Tax Rate 2 Tax
Total 53.95

4. Click on the drop down arrow in the "Vendor" field and select the Vendor that you will be purchasing from.

Purchase Order Details

PO 1
PO Date 24/2010 -
vendor MID-CITY BEAUTY SUPELY

Ship to Location |MAIN . |

5. Click the "Autofill PO based upon Inventory Needs" button at the bottom of the Purchase Order screen.

Autofill PO
} based upon
Inventory

Needs
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6. Select the "Reorder Option" that you would like to use. If you select the "Order based upon number of
products sold during a specified timeframe" option, you will also need to select the Sales History Dates. Click
on the drop down arrow in the "From Date" field and "To Date" field or click the "Calendar" button to do this.

Purchase Order

g One Click Purchase Order

Select Reorder Option

2 Order based upon standard Min Oy, Max Oty and Reorder Paoint

(©) Order based upon number of products sold during a specified timeframe
istory Dates

Product Type Selection

©) Reorder Al Products
(©) Only Reorder Professional (Backbar) Products

(©) Only Reorder Retail Products

o Ok K cancel

Below are descriptions of each option on this screen:

Order based upon standard Min Click this option to automatically load all the items from this Vendor that have met the
Qty, Max Qty and Reorder Point "Reorder At" level you set when you added the items to inventory. Clickingthis button
will also enter the order quantity for each item that you have entered an order level for.

Order based upon number of Select this option if you would like to "Autofill" the Purchase Order based upon the
products sold during a specified number of products sold between the dates specified in the "Enter Sales History Dates"

timeframe section.

Enter Sales History dates Select a "From Date"and "To Date" if you have selected the "Order based upon number of
products sold during a specified timeframe" option.

Product Type Selection Select the type of products that you would like to reorder - All Products, only Professional
(BackBar) Products, or only Retail Products.

7. Select the type of products that you would like to reorder in the "Product Type Selection" area.
8. Click the "Ok" button.

9. All of the products that need to be reordered for the selected vendor will be automatically added to the
Purchase Order, based on the reorder option selected. Review the listed products and click the "Add" button
or "Scan Barcode" button in the lower left hand corner of the Purchase Order screen if you need to add
additional items to the order.

10. Click the "Save" button at the bottom of the Purchase Order screen if you are satisfied with the order
created.

11. Click on the "Actions" button in the upper right hand corner of the Purchase Orders list and select either
"Email PO to Vendor" or "Print Purchase Order" if you would like to email the Purchase Order to your vendor
or if you would like to print the order to hand or fax to your vendor.
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Receiving Inventory

Once an order arrives, you will need to receive the order in Envision so that the "On Hand" quantities can be
updated for the products received. Below are instructions for using the Receiving Inventory feature.

1. Click on "Inventory" on the Menu Bar of Envision.
2. Select "Receiving Inventory" from the menu.

3. Doubleclick on top of the order you are working with to open it for editing. You can also left click on the
order in the list and click the "Edit" button at the top of the Receiving Inventory list.

B’ IH savero {* Exit
PO &4 PO Date 6/9/2009
Vendor MID-CITY BEAUTY SUPPLY Location MAIM Status .
Mid-City Beauty Supply EMMNOVIEW
123 Sunny St. Ship Via
Sunnyville, FL 3230 T

555-555-1212
Expected On

Drag a column header here ko group by that column

Product Id Yender SKU Ordered |Cost Gty To Date On Backorder |Received |Cost Taxable Tatal

> |FUS 104E ASH/ELLE 050256591 1 4,65 0 0 0 0,00 W 0,00
HYDRATE COMDITIOMNER 5.5 OF POO11701 3] 12,50 1] 1] 1] 0,00 [& 0,00
ROK ALL SOFT COMD 5.50Z OF 050011213 4 4.50 1] 1] 1] 0,00 [& 0,00
RDK RE MEMS CLEAMSIMNG BAR. 050515043 1 3.50 1] 1] 1] 0,00 [& 0,00

e

S —— Subtotal 0,00
e ; anually Edit Tax
& Labels |L 4 % Receive All L—_] Save Freight 0.00
Scan . Tax Rate 1 5.300
'ﬂ; Remove | parcpde |2 RecnjgiclfiLg  cancel Tax 0.00
UEES (R 2 0.000 Total 0.00

4. Click in the "Received" column (column with a red zero) for each product listed and enter the amount
received. You can also click the "Scan Barcode" button in the lower left hand corner of the Receiving Inventory
screen if you would like to enter the quantity received by scanning the products.

5. If you did not receive all items and there are items "On Backorder", click the "Cancel Remaining" button at
the bottom of the Receiving Inventory screen if your vendor waits for you to order the backordered items
again. If your vendor does not wait for you to reorder the backordered items and they send those items to you
in a separate order, itis not necessary to click the "Cancel Remaining" button. The order's "Status" will
display "Partial" and you can edit the order again when the rest of the items are received. When all of the
items have been received, the "Status" will be change to "Closed".

6. Click the "Labels" button if you would like to print labels for the products in this order.

7. Click the "Save" button when the "Received" quantities are correct and after printing labels. Once you
click the "Save" button, all of the "On Hand" quantities for your products will be updated.
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Physical Counts

The Physical Counts feature should be used when you do a physical count of your products. It provides a fast
way to update the count of products in the program. Large variances between the Physical Count and the
value Envision has displayed, should be a warning. Below areinstructions for performing a Physical Count.

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

2. Select "Physical Count - Manual Adjustment Screen" from the menu.

Click the "Actions" button to update
your Stated Oty (On Hand Qty) or to
Print the ltem Count Worksheet

Iz - “ Actions - [ Exit

Drag a colurnn header here to group by that column

Item # Itern Description Barcode Department Manufacturer Stated Oty Actual Oty
9500 ROK CLEAR MOISTURE SHAM GAL 749877010634 RDK - CONDITIOMER, REDKEM LABCRATORIE 0 0
5709 ROk CLEAR MOISTURE SHAM LTR 743877010627 ROk - COMDITIONER REDKEM LABCRATORIE u} u}
5795 ROK CLEAR MOISTURE SHAM 10,11 743877010610 RDK - CONDITIOMER, REDKEM LABCRATORIE 0 0
5743 ROk ALL SOFT COMD GAL 743877038133 RDEK. - SHAMPOOC REDKEM LABCRATORIE u} u}
8742 ROK ALL SOFT COND LTR *& 743877038126 ROK - SHAMPOOD REDKEM LABCRATORIE 0 0
5741 ROk ALL SOFT COMD 2,502 743877038119 RDEK. - SHAMPOOC REDKEM LABCRATORIE u} u}
5740 ROK ALL SOFT COND 107 743877038102 ROK - SHAMPOOD REDKEM LABCRATORIE 0 0
5704 RDK ALL SOFT ADDICTIVE 3,402 743877030024 RDEK - SHAMPOO REDKEM LABCRATORIE u} u}
5703 ROK ALL SOFT SHAM GAL 743877018135 ROK - SHAMPOOD REDKEM LABCRATORIE 0 0
2701 ROK ALL SOFT SHAM 10,10Z *A 743277012111 RDEK - SHAMPOO REDKEM LABCRATORIE 8 u}
5700 RDK ALL SOFT SHaM 1,702 743877018104 RDE - SHAMPOO REDKEM LABCRATORIE o o

3. Click on the "Actions" button in the upper right hand corner of the Physical Count screen and select "Print
Item Count Worksheet" to print out your list of retail products. This worksheet has a "Count" line next to
each product so that you can write down how many products there on the shelf as you walk around with the
worksheet.

= Actions - [J* Exit
I Update Inventory Quantities

Clear all Quantity Adjustments

Print Item Count Worksheet
.Tm 1T 1T

4. After counting your products, you will need to come back to the "Physical Count - Manual Adjustment
Screen" in Envision to enter the actual quantities. Click in the "Actual Qty" field for each product that needs
to be edited and enter the new quantity that you counted. If the quantity displayed in the "Stated Qty" field is
the same quantity you counted, leave the "Actual Qty" set to zero and move on to the next item.

Changing the Quantity to Zero: Ifthere is a positive numberin the "Stated Qty" field for specific product and during your count
you did not find any of that particular product (quantity is zero), you will need to enter a negative amount of the "Stated Qty".

For example, ifthe "Stated Qty" of a product is "5" and the quantity should actually be "0", type "-5"into the "Actual Qty" field.
When the quantities are updated, the "Stated Qty" for that particular product will change to "0".

5. After entering the "Actual Qty" for all of the products that needed to be edited, click the "Actions" button
and select "Update Inventory Quantities”. All of the positive numbers in the "Actual Qty" column will be
moved into the "Stated Qty" column.

. | 0* Exit
Update Inventory Quantities
Clear all Quantity Adjustments

Print Item Count Worksheet
.Tm 1T 1T
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Backbar Procedures

Backbar products, also referred to as "Professional Products", are the products that you use during a service.
These products are usually color products, like Redken Color Fusion products, or liter sized bottles of
shampoo, conditioner, facial products or massage products. You may also use products that are taken off the
shelf, like styling products, to use at a station. In order to keep the "Qty on Hand" correct for ordering and
maintaining the correct amount of Backbar products, itis necessary to track these products properly. There
are multiple ways of tracking Backbar in Envision. Products can be deducted automatically when a serviceis
sold at the Sales Register or you can sell the Backbar products in the Sales Register, if they cannot be taken
out automatically when the serviceis sold.

Professional Consumables

If you are using the Pro or MedSpa version of Envision, you can have products automatically deducted from
inventory when a service is sold. Below are instructions for setting this up.

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

2. Select "Services" from the menu.

3. Double click on top of the service that will need a product automatically deducted from inventory.

4. Click on the "Professional Consumables" tab.

The following screen will allow you to choose the Back Bar products that are used for this service. When a

clientis checked out for this service, the item will be automatically removed from inventory and will show up
on yoursales reports for Back Bar.

@’ FEDI -1 i Exit

Item Id | Item # 127 [@] Active? Item Type Service -
@ Price { Time Exceptions | Service Package |Pr0fessi0nal Consurnables |@
Ttermn Id Oty n = save
o bﬁ Save &
>[FLIP FLOPS 1] New
€ cancel
| P Next
4 Previous
Update
Semvice
Types

it 4 F L —v X

5. To add products 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 product from your list of retail items.
If you need to add additional products, click in the blank row directly below the row where the first productis
selected. The first product will move to the second row and you will be able to add an additional product by
clicking in the field labeled "Click here to add a new row".
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6. Click in the "Qty" field and type the quantity thatis used during the service. This will be the quantity
deducted when this service is sold.

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

Manual Backbar Tracking

There are two different ways of selling Backbar products because there are products that are only used for
Backbar and there are also products thatare sold to clients. Below are instructions for manually tracking
both types of Backbar products.

Creating a Backbar Client and Backbar Discount Plan

You will first need to create a "Backbar Client" and a "Backbar Discount Plan".
1. Click on the "Clients" button on the Tool Bar at the top of Envision.
2. Click the "New" button at the top of the list.

3. Click in the "Client Id" field and enter "Backbar Client". Also type "Backbar" into the "First Name" field and
"Client" into the "Last Name" field.

& -

Client Id [packBaR CLIENT| |
First Name |Elackbar |
Middle | |
Last Name |Client |

4. Click on "Accounting" on the Menu Bar of Envision and select "Discount Plans" from the menu.

A I save ¥ Delete “ Options - [+ Exit
Discount Plan / |Retai Discount Service Discount Tan Discount
iR VEES

FAMILY 30.00 50.00
PREFERRED 5.00 5.00

6. Click in the field labeled "Click here to add a new Discount Plan" and enter a name for the plan into the
"Discount Plan" field.

4 k= save € Delete “ Dptions = E* Exit
Discount Plan /| Retail Discount Service Discount Tan Discount

100.00|
EMPLOYEES 0,00 0,00 0.00
FaMILY 30,00 50,00 0.00
FREFERRED 5.00 5.00 5.00

7. Click in the "Retail Discount" field and enter "100".

8. Click the "Save" button at the top of the Discount Plans list.

Backbar Discount Plan: This Discount Plan will only be used for the Backbar/Retail Products (products that can be used for
backbar AND sold to clients). When a product is marked "Back Bar Item (In-House Use)", it will always have a price of "$0.00" in

the Point of Sale. Ifa product is NOT marked "Back Bar Item (In-House Use)", you will need to discount it. It is much easier to
assign a Discount Plan to the Backbar Client so that the discount is automatically applied.
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9. Click on "Client List" in the "Screens" box on the left hand side of Envision. This will bring you back to the
"Backbar Client" record that you are creating.

Client: Lisk

Discount Plarl:s\}?

10. Click on the "Options" tab at the bottom of the client record.

Information IODtiDﬂS] Preferred Service Provider

Lead Source

Client Type

User Type

Occupation

Discount Level

Loyalty Program | . |

11. Click on the drop down arrow in the "Discount Level" field and select the Discount Plan that was just
created.

12. Click the "Save" button on the right.
Tracking Backbar Products

To track Backbar products (products that are only used In-House, not sold to clients), the product must be
added to the Retail List and marked as a "Backbar Item (In-house Use)" product.

When a Backbar productis used, mostsalons and spas will toss the used productinto a bin or basket. These
products can then be sold in the Sales Register at the end of the day or at the end of the week.

1. Click on the "Sales Register" button on the Tool Bar at the top of Envision.

Sales Reqister I

2. Select the "Backbar Client" at the top of the Sales Register.

'E B options | th Ope
client Id [BACKBAR CLIENT || D seamn
Client Id Full Marne

ARMOLD DEBEIE ARMOLD, DEEBIE
= CLIENT 7% CLIENT, R
BAXTER KATHERIN BAXTER, KATHERIME

BLOOM GECRGIA BLOOM, GECRGIA,
Balbue 0.0 BOOMNE FRANCIME BOOME, FRAMCIME
TEROWN JOHN EROWYN, JOHN
Employee |BROVEN JULIE EROWYN, JULIE
BROVYN KARRY BROWYN, KARRY

4. Select or scan the backbar product that was used.
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5. Select the employee that used the product or select an "Inhouse Employee".

Employee Search b 4

$ Select Employee

Search |

| Sort Order

Employvee Mo, Employes Id
37 GIMGER MORRISOMN

41 ILEMA JOMES

11
7 JOMATHAM KIREY

23 JOSIE SOLEM

42 JULLA ¥AVIAR

31 KARLA FRAMKE

38 KATRIMA JEWEL

50 LUMNCH

21 MARLEMA DONCHWAN

15 PHYLLIS SIMPSOMN

Mo 4k B

Buttons

Drag a colurn beader here to group by that column

Full Marne
MORRISOMN, GIMGER

39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER
JOMES, ILEMA

MEYERS, JOLIME
KIREY, JOMATHAMN
SOLEN, JOSIE
NAWIAR, JULLA
FRAMKE, KARLA
JEWEL, KATRIMA

5 LUMCH LUNCH
DOMONYAN, MARLEMA
SIMPSOMN, PHYLLIS

Showe 2l Ermployess

|Employee d

Departrent
STYLIST
STYLIST
MAIL TECH
MASSAGE THERAPIST
ESTHETICIAN
STYLIST
MAIL TECH
STYLIST
STYLIST
COTHER
FROMT DESK
ESTHETICIAN

@ 0K K cancel

6. After selecting or scanning all of the products that have been used, click the "Sale/CashOut" button and
then click the "Cash Out" button to complete the transaction.

Tracking Backbar/Retail Products

The products that can be used as backbar and also sold to clients do not need to be marked as "Back Bar ltem
(In-House Use)" products in the Retail List.

When a productis taken off the shelf to use ata station, it best to create a sales transaction for the product at
that time so that no one forgets about tracking it as a backbar item.

1. Click on the "Sales Register" button on the Tool Bar at the top of Envision.

Sales Register I

2. Select the "Backbar Client" at the top of the Sales Register.

|

% Options :“ll Opsg

Client I [BACKEAR CLIENT

T |

Q Search

Client Id
SRNOLD DEBRIE
B ali=) h
BAXTER KATHERIM
BLOOM GECRGIA
Balbue 0.0 pooME FRANCINE
TEROWI JOHN

Emplayes |BROWMN JULIE
EROWM KARRY

Full Marne
ARMOLD, DEBBIE

BAXTER, KATHERINE
BLOOM, GEORGLA
BOOME, FRAMCIMNE
BROWN, JOHMN
BROWN, JULIE
BROWH, KARRY

4. Select or scan the product thatis being taken off the shelf.
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5. Select the employee that used the product or select an "Inhouse Employee".

Employee Search b 4

$ Select Employee

Search |

| Sort Order

Drag a columin header he

Employvee Mo, Employes Id
37 GIMGER MORRISOMN

>

11 JOLIME MEYERS
7 JOMATHAM KIREY
23 JOSIE SOLEM

42 JULLA ¥AVIAR

31 KARLA FRAMKE

38 KATRIMA JEWEL

50 LUMNCH

21 MARLEMA DONCHWAN
15 PHYLLIS SIMPSOMN

Mo 4k B

Buttons

o group by that colurmn

Full Marne
MORRISOMN, GIMGER

39 HEATHER CARTWRIGHT CARTWRIGHT, HEATHER

JOMES, ILEMA

MEYERS, JOLIME
KIREY, JOMATHAMN
SOLEN, JOSIE
NAWIAR, JULLA
FRAMKE, KARLA
JEWEL, KATRIMA

5 LUMCH LUNCH
DOMONYAN, MARLEMA
SIMPSOMN, PHYLLIS

Showe 2l Ermployess

|Employee d

Departrent
STYLIST
STYLIST
MAIL TECH
OTHER
MASSAGE THERAPIST
ESTHETICIAN
STYLIST
MAIL TECH
STYLIST
STYLIST
COTHER
FROMT DESK
ESTHETICIAN

@ 0K K cancel

6. Double-click on top of the product or click the "Adjust" button to edit the product selected.

Edit Selected Item b 4

Employee Id

|CAMILLE SWAMNSOMN

. | Price

Description

|de Satinwear Blow Dry Lotion 1oz

[Price 2 Qtyl D

Oty
Qty Prepaid*®

Size

MTIMISSIon

1z @ Increase Qty

|71 Prepaid (Series)
[T Mot Taxable

* There are currently 0 prepaid items available.

@ Decrease Qty

o OK 3¢ cancel

-,_"__éj.' Delete

5. Check the "Back Bar (In House Use)" checkbox.

6. After selecting or scanning all of the products that are being taken of the shelf and checking the "Back Bar

134

(In House Use)" checkbox for each item, click the "Sale/CashOut" button and then click the "Cash Out" button

to complete the transaction.
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Backbar Reports

All of the "Sales By" reports at the top of the Report Menu have a "Back Bar Only" checkbox under the "Choose
Item Types Included on Report" section.

Envision Report - Sales

E Date - Subtotal by Client

t Product | tLir ion

ct Report Type 0
o Detaled (©) Summary ©) Compare 2 Include Returns ©) Exclude Returns

Primary Date Range

Begin Date 2f4f2010 -

End Date 2f4f2010 -

Surnmary Chart

Show Bar Chart
[® select Dates 8 Show Total Sales Show Cost
Shiowy Oty Sold Shiowe Priofit

Show Pie Chart

First Additional Sort

: Service embersh
|cient - Retail Gift Certificate
i C i Eack Bar Oniv
Print Subtatals Tanning &
Packace

onal Repart Options
Display cost and profit figures on the report
[F10nly Display Sales from Walk-In Clients
7| Do Mot Include Back Bar Sales
[F10nly Show Cornp'd Ttems on Report
Select Range || Display Cornmission Totals Instead of Actual Totals

|< Mo Selection = -

Print Subtotals

@ Include Al 2 Single ©) Range [71Do not include service packages in service totals
From | - | = T
Surnmary Sort Options
Ta | T | Sort Report By |< Mo Selection > = |

Q@ view @ Filter | Preview & Print # Close

Ordering Backbar Products

Backbar products can be purchased separately or together with retail products when creating a Purchase
Order.

1. Click the "Autofill PO Based Upon Inventory Needs" button at the bottom of the Purchase Order screen.

Purchase Order

9 One Click Purchase Order

learder Option

@ Drder based upon standard Min Cty, Max Oty and Rearder Painti

) Order based upon number of products sold during a specified timeframe
Enter s History Dates

L L

Product Ty,
©) Reorder Al Products

(@ Only Reorder Professional (Backbar) Products

(©) Only Reorder Retail Products

o Ok K cancel

2.Select the Reorder Option first and then select either "Reorder All Products” or "Only Reorder Professional
(Backbar) Products".
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Printing Inventory Labels

Envision provides the ability to print labels for your products if you sell products that do not have barcodes
on them and you use a barcode scanner to select your products. You may also choose to print labels for your
products if you would like a price label on your products. Below areinstructions for printing labels from the
Inventory Menu and printing labels from the Receiving Inventory screen.

Printing Labels from the Inventory Menu

1. Click on "Inventory" on the Menu Bar of Envision and select "Inventory Labels" from the menu.

Envision Report - Inventory Labels X

@ Inventory Labels

ct Products Sele & Print
) Al Product:
R [5260 - 30 Per Page -]
) Select Vendor | 5 | | Preview
(©) Select Item Type |AII - |
# Cancel

0 Select Manufacturer [PURECLOGY - I
HYCRACURE 14 OF & DyMo
HYDRACURE 5.2 02
HYDRATE COMD 2.0 OZ Q View

HYDRATE COND 33.8 OZ
HYDRATE COMND 64 OF
I

Additional Options

O smaller labels, display:
Description, Barcode, Price =
Shiowy Barcode Nurmber
Do Mot Display Prices

() Print the number of labels for products onhand

2. You may select the products that you would like to print labels for by the Vendor, Item Type, or
Manufacturer. After selecting one of these options, check the boxes to the left of the products that you would
like to print labels for. Barcodes will only be printed for items that have a barcode number.

Entering Barcode Numbers: To enter a barcode number, click on "Inventory" on the Menu Bar of Envision and select "Retail
Products" from the menu. Double click on top of the product that you would like to enter a barcode for to open up the product

record. Clickin the barcode field and scan the barcode of the product or type in your own barcode number. We recommend
enteringa barcode number that is between 4 and 9 characters long.

3. Select the number of labels to print for the products that have been selected.

® No. Of Labels Per Product: This option allows you to print the number of labels specified to the right for
each product selected.

® Print the number of labels for products onhand: This option will print the quantity "On Hand" for each
product selected.

4. Click the drop down arrow in the "Select Avery Label Format" field to select the type of label that you will
be using. The options available are standard label formats. These labels can be purchased at any office
supply store. If you have chosen the Avery Label 5267 or Avery Label L7646 Labels, you may choose what to
display on the label.

5. Select a "Starting Label Position". This feature can be very useful if you have used onlya portion of a sheet
of labels. Instead of throwing away the entire sheet of labels, you can pick the position that you left off at the
lasttime you printed labels.

© 2010 Ennoview, Inc.



137 Envision's Initial Setup and Quick Reference Guide

6. Select additional options if necessary.

® On Smaller Labels, Display: Select the information that you would like displayed on your labels. If you do
not have a barcode on your products and you would like to use a barcode scanner to select themin the
Sales Register, you will need to select an option that will print the barcode. If you already have barcodes
on your products but would like to print labels to display the price, select an option that display the name

and price.

On smaller labels, display:
|Barc0de and Price -
Barcode and Price

Barcode and Ikem Mo,

Itern Id and Price
Description and Price
Barcode and Ihern Id
Barcods

® Show Barcode Number: Check this box if you would like the barcode number printed below the barcode.

* Do Not Display Prices: Check this box if you do not want the price printed on any of your labels. This

option is only available for Avery Label 5260, Avery Label L7654 and Avery Label J8651.

7. Click the "Preview" button if you would like to preview the labels before printing and then click the "Print"

button when you are ready to print the labels.

Printing Received Inventory Labels

Itis best to print your labels from the Receiving Inventory screen because you can print labels for all of the
items received, instead of having to specify how many labels you would like to print for each item. This can
be done each time you receive an order. Click on the drop down arrow under "Print Number of Labels Based

On" to select how many labels you wish to print depending on the quantities in the order.

1. Click the "Labels" button in the lower left hand corner of the "Receiving Inventory" screen.

Envision Report - Received Inventory Labels

ﬁ Enter Information
| Selectoptions .| [ Preview

Select label format Select Starting Label Position
5260 - 30 Per Page - S & Print
Pririt nurnber of labels based an:

: - ¥ Cancel
MNew Quantity Received -
O smaller labels, display: @ view

Barcode and Price -

™| Do Mot Display Prices
| Show Mumber Below Barcode

2. Click on the drop down arrow in the "Select Label Format" field to select the type of label that you will be
using. The options available are standard label formats. These labels can be purchased at any office supply

store.

Select label format

5260 - 30 Per Page -
5260 - 30 Per Page
5267 - 80 Per Page
L7654 - 40 Per Page
L7645 - 80 Per Page
JBE651 - 65 Per Page
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3. Select one of the "Print Number of Labels Based On" options. The "New Quantity Received" option will
print labels for the new items received. The "Total Quantity Received" option will print the entire quantity
received to date and the "Quantity Ordered" will print labels for all of the items ordered, whether they have
been received or not.

Frint nurnter of labels based on:

|New Quantity Receive -

Quantity Ordered

4. If you are using smaller labels, select one of the "On Smaller Labels, Display" options to select the
information that you would like displayed on your labels. If you do not have a barcode on your products and
you would like to use a barcode scanner to select them in the Sales Register, you will need to select an option
that will print the barcode. If you already have barcodes on your products but would like to print labels to
display the price, select an option that display the name and price.

O srnaller labels, display:

|Barccu:|e and Price - |
Barcode and Price
Barcode and Ikem Mo,
Item Id and Price
Description and Price
Barcode and Ikem Id
Barcode

5. Select additional options if necessary.

* Do Not Display Prices: Check this box if you do not want the price printed on any of your labels. This option
is only available for Avery Label 5260, Avery Label L7654 and Avery Label J8651.

® Show Number Below Barcode: Check this box if you would like the barcode number printed below the
barcode.

e Select Starting Label Position: This feature can be very useful if you have used only a portion of a sheet of
labels. Instead of throwing away the entire sheet of labels, you can pick the position that you left off at the
last time you printed labels.
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Payroll

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.

Retail to Service Bonus | Manager

Commission

lServil:e Eummissiunl Retail Commission

Commission Plan Description |SD% SERVICE f 10% RETAIL PLAMN

Plan Type Straight Scale Commission -

Mle) e Guaniis Alswed 0 Subtract Before Cornmission Calculation

Exclude Inv Overhead Deductions (©) Subtract After Cormmission Calculation
Exclude Iny Labor Deductions
Exclude Inv New Account Deductions
Add a Flat Charge per Item

Add a Flat Charge per Ticket

Set all Overhead deductions to this percentage

LU

& 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 | o | o | o | o | ol | ol | ol
To Sales |99999009 | | ol | ol | ol | ol | ol | ol | ol
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. Click in 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".
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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
for service 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 $0 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 (©) Subtract After Cormmission Calculation
Exclude Iny Labor Deductions
Exclude Inv Mew Account Deductions

Add a Flat Charge per Item

)
Add a Flat Charge per Ticket l:l
I

Set all Overhead deductions to this percentage

ce 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 | 1000|2000 [g9999sss| | o | o | o | o | o|
Percent % | sooof| seoof| saoof|  ooof[  ooof|  ooof| om0 ooof

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. Clickin the "To Sales" field under the "Level 1" column and enter "500".
22. Click in the "Percent %" field under the "Level 1" column and enter "10".
23. Clickin 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 Cummissiunl Retail Commission | Retail to Service Bohus | Mahager Commission

Commission Plan Description |INVENTORY DEPT COMMISSION PLAN|

Plan Type Inventary Department Commission - ; Deductions

[F Mo Commission Overrides Allowed 0 Subtract Before Commission Calculation

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

[T Exclude Iny New 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.

B I save ¥ Delete “ Options - = Exit

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

ESTHETIC & - 0. o)
- FACIAL
- MAKEUP
- WAXES
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Employee Payroll Settings

Before running payroll, you will need to setup each employee's Payroll settings. The following screen allows
you to setup the employee's payroll information. Use this screen to enter all of the payroll information
available for the employee you are adding to the list. ACommission Plan can only be selected after you have
set up your Commission Plan List.
1. Click on "Employee" on the Menu Bar of Envision.
2. Select the "Employee List" from the menu.
3. Doubleclick on top of an employee's name to open their record.
W - | E* Exit
e | Caictions | Cuso s Msssmge | Qualfd Sences ]

Payroll Options | YTD Payroll Figures [ Adjustments H Save
Hourly Wage 8.00,  Pay Type Hourly - 5;‘-'9 &
New
Yearly Salary 0.00 Employment Status Full Time -
. i ® cancel
Commission Plan ESTHETIC COMMISSION PLs ~ Payroll Period Weekly -
Daily Booth Rental Fee 0.00 | Pay Greater of Wages or Commissions P Next
POS Emp Ded Allow 0.00 4 Previous

Employee Client Link -

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

| Payroll Options [EENADRE NGEMES m

4. Enter an "Hourly Wage" if the employee has an hourly rate or a minimum hourly rate. This field works
along with the "Pay Type" option on the right. If the employee has an hourly wage you will also need to set the
"Pay Type" to "Hourly".

5. Enter a "Yearly Salary" if the employee is paid a salary. The amount you would enter is the amount that
they will be paid for the entire year. When you run payroll, Envision will calculate how much the amount will
be for that payroll period. This field also works along with the "Pay Type" option on the right. If the employee
has a salary you will also need to set the "Pay Type" to "Salary".

6. Select a "Commission Plan" here after one has been created in the Commission Plans list. The commission
planis where the commission percent and settings are stored for the commission plan that the selected
employee will be under.

7. Enter a "Daily Booth Rental Fee" here if the employee is self employed and you charge a rental fee. This fee
will be used when you use the Booth Renter Billing System and on the "Booth Renter / Self Employed Billing
Report". The amount entered in this field should be the amount that they would pay each day. If your rentis
for the week or for the month, you will need to determine how much the rent is per day based on the amount
that you charge per week or per month.
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8. Enter a "POS Emp Ded Allow" if necessary. The amount entered here is the amount that you would like to
allow your employees to charge at the Sales Register. If they are purchasing products you can have this come
out of their paycheck by using the "Employee Deduction" option in the Sales Register. Setting an allowance
here will limit them from charging anything more than the amount entered here.

9. Select a "Bill To Client" if necessary. If you will be using the Booth Renter / Self Employed Billing System,
you will need to select the client (also the employee) that will be billed for Booth Rental / Self Employed fees.
The employee must be added into your Clients list before selecting the client here.

10. Select a "Pay Type" if necessary. If the employeeis hourly or salary, you will need to select a "Pay Type"
here. You will need to select a Pay Type If there is any kind of hourly or salary calculation for the employee.
Itis necessary to set the Pay Type even if the employee is paid on Hourly OR Commission depending on which
is greater.

11. Select an "Employment Status". Select the type of status for this employee. Select from either Full Time or
Part Time.

12. Select the "Payroll Period". Select the type of payroll period for this employee.

13. Check "Pay Greater of Wages or Commission" if necessary. Check this box if this employee is setup with
an hourly wage as well as a commission plan and you would like the employee to be paid with the pay type
thatis greater during a payroll period. For example, if this employee has made more with commissions than
they have with the hourly wage for the specified payroll period, they will be paid the amount they made with
commissions. If thereis a payroll period that their hourly wage is greater, they will be paid the hourly wage
instead of the commissions.

14. Check "Self Employed / Independent Contractor" if necessary. Check this box if you will be using the

Booth Renter / Self Employed Billing System for this employee. When this box is checked, the employee's sales
will not appear on your sales report.

Running Payroll
The Payroll feature of Envision is a very easy feature to use. Employee sales are all tracked in the program
and as long as the employee payroll settings are correct, you will only need to choose a date range for the
payroll and choose what items you would like to include in the payroll calculation. Below areinstructions
for running payroll.

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

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

@’ Sort by Bil Id - * Exit
Start a Mew Payroll 7 Edit | Delete (D) First (L) Previous (2) Next (J)Last | | # Refresh JZ ition Menu -
Payroll Murmber Payroll Start Date Payroll End Date MNumber of Employess Murmber of Iterms Gross Pay
91 1f30/2007 1/30{2007 &3 2 513.65
20 1/23/2007 1/23/2007 35 1 606,32
23 1/7f2007 1/13/2007 a3 u} 560,00
0 12/1/2006 12/31 2006 24 4 312175
77 11/30/2006 11/30/2006 34 2 573.75
72 11/30/2006 11/30/2006 34 2 587,50
75 11/19/2006 1125 /2006 34 u} 580,00
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3. Click on the "Start a New Payroll" button in the upper left hand corner of the payroll listing.

Start a Mew Payroll l
Start a new Payroll x

=% Enter Information

Step 1 - Enter the Starting & Ending Dates of the Payroll
Starting Payroll Date 8/16/2009 - m

]
Ending Payroll Date af22/2009

** all POS tickets between this date range will be included in the payroll figures **

Step 2 - Select Payroll Frequency and Other Options
) Weekly
7 Bi Weekly @ Include Orly Services

e e

7 Include Al Service [ Retall Sales

_ ) Include Only Retal Sales
1 Semi Monthly )

) Include &ll Service | Retail Sales Globally
ity ) Include Only Services Globally

() Daily ) Include Orly Retal Sales Globally

| sddtiorel OPEOQPRE |

| Include Tips

¥ Include Employes POS Deductions

¥ Include Employes Payroll Adjustments
| Include Employee Timecard Records

| Add Tips to Met Pay (Used if you hold tips and indude them in their payroll check)
| Add Lovalty Discounts to Commissions (Pay Commissions on Lovalty Plan Discounts)
I | Add Membership Discounts to Commissions (Pay Commizsions on Membership Discounts)

Select Options then press Continue when ready! 4 Continue x Cancel

4, Select the "Starting Payroll Date" and "Ending Payroll Date". You may click on the drop down arrows for
calendars or you may click on the small calendar button to select both the starting and ending date.

5. The "Payroll Frequency" should already be set to your default setting for this, so you will only need to
select the option that you would like to include in the Payroll Scan. In most cases you will choose "Include All
Service / Retail Sales" if you usually run payroll for both service and retail commission. If you calculate the
retail commission once a month, you will need to create a second payroll at the end of the month that has a
date range for the entire month and you will choose the "Include Only Retail Sales" option.

6. Check or uncheck the "Additional Options" if necessary.

7. Besureto click the "Add Tips to Net Pay (Used if you hold tips and include them in their payroll check)"
check box if do not take tips out of the drawer every night and pay the tips in your employees' paychecks.

8. Click the "Continue" button when you are ready for the payroll to be calculated.
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9. Alisting of all employees for this pay period will be displayed. To get detailed information aboutan
employee, double click on top of that employee's name or highlight their name and click the "Employee

Details" tab.

@’ | | |sort by Bl 1d -] B* Edt
[sumay l@@@
IEmpIayee Payrall Recordsl Payroll Summary | Pay b save
Save &
New
Employes Taxable wages Total Taxes et Pay
»[CARRIE CONNOR 32,48 0.00 3248 ¥ cancel
COLLEEM MORRIS 442,93 0.00 442,93
COMMER MARLOW 40,00 0.00 40,00 P Next
ERIK& FISHER 490,43 0.00 490,43
GIMNGER MORRISOM 37835 0.00 27835 @ Previous
JOLIME MEYERS 431.70 0.00 431.70
JONATHAN KIREY 300,00 0.00 500.00
KATRIMNA JEWEL 414,15 0.00 414,15
Change
Payroll
Options
M4 4 r =

10. Review the details of their information to make sure that everything has been calculated correctly.

71 [ | - [sort by Bl Id -] Bt
Eroiyee ot TR ey
Employee AMNME CREW
= save
Reg Hrs H Rate .
7 Save &
OT Hrs ¥ Salary Service 1000.00 New
# Days 7 Other Pay Retail 250,00 % cancel
Wages / OT Due o.o0 | Tanning
+ 5td Commissions 650,00 Gift Certificates ® Next
issi i 0.00
DO @i s Total Commission Sales 1250.00 @ Previous
- o 0.00
ety Total Salon Commission Sales 963,00
+ Payroll Adjustments 100.00
Service Sales {- Deductions) 1000.00 Recalculate
+ Other Pay = Gross Pay 750.00 )
di A Retail Sales / Profit 250,00 Rescan
) P_I?St TRax Ffay: T B Retail to Service %o 25,00
+ Tips Receive . Surmma
i ry
+ Tips Reported Manually Inventory Incentives
= Taxable Wages 753.20 Service Commission 600,00
0.00 | Retail Commission 50.00
- Employee POS Chas Retail Bonus Commission
- 0.00
Bentaliha Manager Commission
= Net Paid 750.00 | 1otal std Commissions 650.00
W4 4 s R M = v X oA

11. Click the "Save" button on the right if you are satisfied with the payroll calculations. You will not be able

to run Payroll Reports for the calculated payroll until the payroll has been saved.
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Payroll Reports

The following reports are the most commonly used reports for payroll. The Payroll Detail reportis a report
that you can print and give to whoever you outsource your payroll to for tax calculations. The Payroll
Commission report can be used to review the items included in the payroll calculation and the Employee
Payroll Sheets can be given to each employee with their paycheck.

Payroll Detail Report

1. Select the "Payroll Detail Report"” from the Payroll Report Menu. The following option screen will appear:

Envision Report - Payroll Detail b 4

é Payroll Detail

@ Select Payral - |

71 Select Date Range & Print

Eegin Date 1;2010

Select Dates ¥ cancel
End Date ,rgg,rgglg
Q View

elect Employee Range

&l Employees

() Single: Ermployes - |

Sort By

2 Payrall Mo, ) Emplayes

2. Click on the drop down arrow in the "Select Payroll" field to select the Payroll that you would like to print
this report for.

3. Click the "Preview" button to view the report before you printit. Click the "Close" button at the top to close
out of the preview.

The following image is a sample of the preview:

B Print Preview R 4
R I E =T D0 0.0 i
-~
Date Range: 5/27/2007 through 6/2/2007 ENNC
Location
Pay Ne. Wages Std. Comm. OH/fLabor Gross Taxable Fed/5T  Emp POS Rental -
Me. Employee ID Hours Days Due Comm. Overrides Deduct, Tips Pay Adjust Wages Taxes Charges Charge Met Paid
CARRIECONNOR 0.00 5 0.00 1248 0.00 0.00 0.00 12.48 20.00 3248 0.00 0.00 0.00 3248
COLLEEN MORRIS 0.00 5 0.00 442.93 0.00 2.25 0.00 442.93 0.00 442.93 0.00 0.00 0.00 442.93
CONMNER MARLOW 0.00 5 0.00 0.00 0.00 0.00 0.00 0.00 40.00 40.00 0.00 0.00 0.00 40.00
ERIICA FISHER 0.00 5 0.00 49043 0.00 2.25 0.00 49043 0.00 49043 0.00 0.00 0.00 49043
GINGER MORRISON  0.00 5 0.00 378.35 0.00 4.50 0.00 378.35 0.00 378.35 0.00 0.00 0.00 378.35
JOLINE MEYERS 0.00 5 0.00 43170 0.00 0.00 0.00 43170 0.00 43170 0.00 0.00 0.00 43170
JOHATHAN EIREY 0.00 5 0.00 0.00 0.00 0.00 0.00 0.00 500.00 500.00 0.00 0.00 0.00 500.00
KATRINA JEWEL 0.00 5 0.00 414.15 0.00 0.00 0.00 414.15 0.00 414.15 0.00 0.00 0.00 414.15
Totals: 0.00 a0 000 2170.04 0.00 9,00 0,00  2170.04 560.00  2730.00 0.00 0.00 0.00 273008
hd
Page 1 of 1 .:5'
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4. On the "Payroll Detail" options screen, click the "Print" button if you would like to print the report or

export the report to a file.

Printer:

Marme:

. Properties |

Type: Panasonic DP-C322 PCLG - Tech
where:

Page Range
ol

Coples

Nurber of copies: ]
v Collate

¢ Current Page

" Pages v
Enter page numbers andfor page ranges
separated by commas. For example,
1,3,5-12.
Print | All pages in range -
[ ~Print to File
Type:
where: | =

I OK i| [ Cancel

TO EXPORT THE REPORT:

1. Check the "Print to File" check box.

2. Use the drop down arrow on the "Type" field to select the type of file that you would like to export this

reportas.

3. Click on the small button with the three dots in the "Where" field to specify the location that you would

like to save this report.

Payroll Commission Report

1. Select the "Payroll Commission Report" from the Payroll Report Menu. The following option screen will

appear:

Envision Report - Payroll Commission Report

é Payroll Commission Report

Select Report Type

(@ Detailed (©) Summary

Payrall

Select Payrall -]

Select Employee Range

© &l Emplayees

©) Single Employee

Sort Sales Detall By

2 Ticket Date (7 Ttemn Description
) Ticket Murnber

d Preview
& Print
¥ cancel

Q@ view

2. Click on the drop down arrow in the "Select Payroll" field to select the Payroll that you would like to print

this report for.

3. Click on the "Single Employee" circle and use the drop down arrow to select an employee if you would like

to run this report for just one employee.

4. Click the "Preview" button to view the report before you printit. Click the "Close" button at the top to close

out of the preview.
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The following image is a sample of the preview:

B Print Preview

150

=N . = | =] ST 005 00  cos|
Dzte Range: 2/5/ 2010 through 2/5/2010 EM
Lacation
CAMILLE SWANSON
Total Commission Sales 200,00 Inventary Incentives 0.00 Total Std, Commissions 83.88
Retail Szles 50.00 Service Commission 73.88 Cwverride Commission Q.00
Service Sales (-Ded) 147.75% Retzil Commission 10.00 -OH / Lzbar Deductions Q.00
Retzil To Service % 33.80% Retzil Bonus Commission Q.00 =Commission Due 53.88
Totzl Std, Commissions 83.88
SERVICE COMMISSIONS
Levell Level2 Level3 Leveld Levels Level &
From Sales o (] o o o
Tosales EEREEIEE o o o o
Percent% 50.00 0.00 0.00 0.00 0.00 0.00
Commission Paid 74.00 0.00 000 0.00 0.00 0.00
Ticket  Commission Sales Commission Mew Acct Overhead Labor
Type Date Dasoription Humbsr Sales Overrides Overrides Incentive Deductions Before Aafter Before after
Retail 52000 HydmteShampoo 10,10z 13 s 00 000 000 oo
Renil 52010 Fureokgy Hydmte Conditoner 3 15 =00 ) 0o 0o
5000 0.00 0.00 000
Service 2/5/2010 AldverCaler 13 9000 0.00 000 000 25 000 000 000
Sarice 25/2000  Women's Haicut 13 6000 000 000 000 000 000 000 000
15000 0.00 000 000 0.00 225 0.00 000 000
Tips
Date Ticket Mo, Amount
25,2010 13 3000
3000
Page 5 of 31

5. On the "Payroll Commission Report" options screen, click the "Print" button if you would like to print the

report or export the report to a file.

Printer

Marne:

Type: Panasonic DP-C322 PCLG - Tech

where:

Page Range
« Al

Copies

Mumber of copies:

" Current Page
{" Pages

Enter page numbers andfnr page ranges
separated by commas. Far example,

- ‘ Properties ‘

W Collate

=]

0K

1,3,5-12.
Print |AII pages in range
[ Print to File
Type: | J
where: |

|

|| Canicel |

TO EXPORT THE REPORT:

1. Check the "Print to File" check box

2. Use the drop down arrow on the "Type" field to select the type of file that you would like to export this

report as.

3. Click on the small button with the three dots in the "Where" field to specify the location that you would

like to save this report.
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Employee Payroll Sheets

1. Select "Employee Payroll Sheets" from the Payroll Report Menu. The following option screen will appear:

Envision Report - Employee Payroll Sheets

é Employee Payroll Sheets

Select Payroll

. Empl
@ Al Employess

() Single Employee >

isplay Total Salon Sales

,j Preview

& Print

¥ Cancel

Q View

2. Click on the drop down arrow in the "Select Payroll" field to select the Payroll that you would like to print

this report for.

3. Click the "Preview" button to view the report before you printit. Click the "Close" button at the top to close

out of the preview.

- B X
00° 00 _ co
-~
Date Rangs 242007 EMMOVIEW
MEYERS, JOLINE
Payroll Summary Inventery Commission Overrides
Reg. Hours 0.00 Mo, of Days 5 Commission sales
OT. Hours 0.00 Hourly Rate 0.00 Retail 0.00 0.00
Yearly salary 0.00
Service 0.00 400.00
Wages [ OT Due 0.00 Tanning . .
+ Other Pay 0.00
+ 5td Commiszions 4370 Packages 0.00 206.00
+ Commission Overrides 0.00 -
- Overhead, Labor Deduction 0.00 Total oo 1205.00
+Tips Received 0.00
+Tips Reported Manually 0.00 Commission Deductions
Total Mew Acct Deductions. 0.00
= Gross Pay
Mo. Services Items Provided 11
+Payroll Adjustments .00 Total Per Item Charges 0.00
- Post Tax Adjustments 0.00 Num of Total Ticksts 1
= Tanable Wages 431.70 X
Total Per Ticket Charges 0.00
- Federal / State Taxes 0.00 Daily Booth Rental Fze 0.00
- Employee POS Chgs 0.00
- Rental chg 0.00
Subtract Subtract
= Met Paid 431.70 BEFOAL AFTER
Commission % Commission %
Calculation Calculation
issi Overhead 0.00 0.00
Commission Sales Service 1500
Labor 0.00 0.00
Retail 263.75
. Totals 0.00 0.00
Tanning 0.00
ift Certificates. 0.00 Deduction from Services Sales 0.00
Total Commission Sales 97575 Deduction from Commissicns 0,00
Service 5ales - Deductions) T15.00
Retail sales 26375 Federal and State Taxes 55 Tax 0.00
Retail to Service % 36.90% Fed, allowances o Med Tax 0.00
Inventary Incentivas 0.00 ST, allowances o Stats WT 0.00
Servics Commission a5 Extra Withholding 000 Statz Other 1 0.00
Retail Commission 5275 -
Payroll Period weelly State Other 2 0.00
Retail Bonus Commission 0.00
- Filing Status Sirgke FedWT 0.00
Manager Commission 0.00
Totals 5td. Commissions 43170 Total Taxes oo
Page 6 of &
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4. On the "Employee Payroll Sheets" options screen, click the "Print" button if you would like to print the

report or export the report to a file.

[Printe
Bame: &* Panasanic D - « Brapertiss |
Type: Panasonic DP-C322 PCLE - Tech
Where:
~Page Rang o
@ all Mumber of copies: Il _IQ
" Current Page
W Collake

el 0 &

Enter page numbers and/or page ranges
separated by commas, For example,
1,3,5-12.

Print IAIIDagesinrange ;I
I ~Print to Fil
Type:  [restrle =l
Where: I J
oo e coeel

TO EXPORT THE REPORT:

1. Check the "Print to File" check box

2. Use the drop down arrow on the "Type" field to select the type of file that you would like to export this

report as.

3. Click on the small button with the three dots in the "Where" field to specify the location that you would

like to save this report.

Employee Hours Worked Report

1. Select the "Employee Hours Worked" report from the Payroll Report Menu. The following option screen

will appear:

Envision Report - Employee Hours Worked

2:, Hours Worked

Select Date Range

Eegin Date
End Date 2j28f2010 -~

ct Employee Range

[ select Dates

@ &l Employess

) Single Employes - |

[T1Print a Seperate Report for Each Employes

2 Al Types

(71 Spedfic Type wiark -

ct Report Type

@ Detailed ) Summary

Sort By @ Date @) wark Type

Only Display Manager Overrides
7] 5ubtotal by Date [ Work Type
Include Departrent Totals

Include J Exclude Ttems
@ Display al included and excluded from pay

=) Only display records incuded in pay
) Only display records excluded from pay

| Preview

& Print

#® cancel

Qb view

152
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2. Click on the drop down arrows in the "Begin Date" and "End Date" fields to select the date for this report.

3. Click on the "Single Employee" circle and use the drop down arrow to select an employee if you would like
to run this report for just one employee. Select any other options necessary.

4. Click the "Preview" button to view the report before you printit. Click the "Close" button at the top to close

out of the preview.

The following image is a sample of the preview:

= Print Preview

- B3 X
= NS . WA R RY Close J
-~
Inc. In Time Hours Inc Overtime
Employze ID Work Type Clock In Clock Out Payroll _ Override Clocked In Payrall Total
JOLINE MEVERS Wark 1718/ 2008 90051 AL 1/18,/ 2008 80000 P as He 1089
Week Total: 1089 1089 000
JOLINE MEVERS Wark 1719/ 2008 000:27 AL 1/19, 2008 30000 P as He 1089
JOLINE MEVERS Wark 1,/20,/2008 9 00: I 1,20/2009 80000 PM Yes He 1100
JOLINE MEVERS Wark 1721/ 2008 900:41 AL 1/21/ 2008 80000 P as He 1089
JOLINE MEVERS Wark 1/22/2009 9:00:47 Al 1/22/2009 8:0000 PM Yes Ho 1099
JOLINE MEVERS Wark 1,23/ 2008 90006 AL 1/23,/ 2008 80000 P jes He 1100
Wesk Total: S487 S487 1487
Employee Total: 6596 6596 1237
Grand Total of Hours: 5595 5595 1237
v
Page 1 of 1

5. On the "Employee Hours Worked" options screen, click the "Print" button if you would like to print the

report or export the report to a file.

Printer

MName:

Type: Panasonic DP-C322 PCLG - Tech

Where:

Page Range Copies
&~ al

" Current Page

Mumber of copies:

' ' W Collate

" Pages

Enter page numbers andfur page ranges
separaked by commas, For example,

hd ‘ Properties

0K | | Cancel

1,3,5-12.
Print |AII pages in range j
[~ ~Print b File
Type: | J
Where: | J

TO EXPORT THE REPORT:

1. Check the "Print to File" check box

2. Use the drop down arrow on the "Type" field to select the type of file that you would like to export this

reportas.

3. Click on the small button with the three dots in the "Where" field to specify the location that you would

like to save this report.
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Employee Tips Report

1. Select the "Employee Tips" report from the Payroll Report Menu. The following options screen will appear:

Envision Report - Employee Tips
2:, Employee Tips

ect Repart Type IJ Preview
| Detaled () Surmmary
& Print

o

ect Employ

Employees! 3 cancel

@ view

©) Single Employee -

t Date Range or Drawer

10 Select Dates

Eegin Date 1/1/2009 -

[ select Dates

End Date 1f31f2008 -

(7) Select Drawer | -

Prir le on Oy

@ One Report For &Il Employees
(7) Seperate Report For Each Employes

2. Select either "Detailed" or "Summary". "Detailed" will give you a listing of every transaction and the tip
that was applied for every transaction.

3. Click on the "Single Employee" circle and use the drop down arrow to select an employee if you would like
to run this report for just one employee.

4. Click the "Preview" button to view the report before you printit. Click the "Close" button at the top to close
out of the preview.

=B Print Preview

Date Range: 1/1/2009 through 2/5/2010 ENNOVIEW
ALL EMPLOYEES Location: Main

Employee 1D Employee Client Ticket No. Tips
AMMECREW CREW, AMNE Jzoy Katherine Baster 51z 20.00
AMMECREW CREW, AMNE 8/19/2009 Charlene Mathis FEE] 3.z0

23.20

BARBARADLUNTS DUNTS, BARBARA 8/6/2009 10.00
10.00

CAMILLESWANSON SWANSON, CAMILLE 8/19/2009 Charlene Mathis 30.00
CAMILLESWANSON SWANSON, CAMILLE 2/5/2010 Sandy Morris 30.00
60,00

DANIKA COLLING COLLING, DANIKA 12/10/2009 Doreen Walker 10.80
10.80

DEBRA COLE COLE, DEBRA 12/10/2009 Christine Miller 9.90

ERIKAFISHER FISHER, ERIKA 12/10/2009 FiperHunter
ERIKAFISHER FISHER, ERIKA 12/10/2009 Justine Morris

Grand Totzl of Tips:
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5. On the "Employee Tips" options screen, click the "Print" button if you would like to print the report or

export the report to a file.

Printer

Marme: &% Panasonic DP-C

Type: Panasonic DP-C322 PCLG - Tech

Where:

Page Range Copies
Al

™ Current Page

" Pages 1? v
Enter page numbers andor page ranges
separated by commas, For example,

- | Properties |

Mumber of copies: 1 J;I
v Collate

18 el
Print |AII pages in range j
[~ ~Print to File
Type: | J
Where: | J
O | | Cancel |
TO EXPORT THE REPORT:

1. Check the "Print to File" check box.

2. Use the drop down arrow on the "Type" field to select the type of file that you would like to export this

reportas.

3. Click on the small button with the three dots in the "Where" field to specify the location that you would

like to save this report.

Marketing

Creating a Marketing Template

The following Step by Step instructions will teach you how to create a template justlike the one displayed
below. You can of course use your own images and text, but the format of the template will be the same. Just

follow the instructions below the following image.
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Valentines Day Special 2
Dear {PRINT SALUTATION} {PRINT_FIRST MAME}, #
il
WValentine's day is approaching and we know how difficult it can be bRy
to find a new and exciting gift for your loved one. Every yearit's
roses, chocolate and a card. Wh\rm surprise her this year with a
S

Day Spa Package from Sunny Salon & Spa?

Our Valentine's Day Spa Package includes the following: ”
. T

" 1Hour Massage t
%+ ClassicFacial 5
" Manicure & Pedicure
** Includes a scrumptious lunch from Star Peach Cafe with Wine )
il
=h

This package has been discounted by 20% and is only available until
walentine's Day! You may contact us at {SALON _PHONE} or come in
and speak with our support staff for more details!

1. Click on the "Marketing" button on the Tool Bar of Envision or click on "Marketing" on the Menu Bar of
Envision and select "Marketing Templates" from the menu.

(=
Marketing

2. Click on the "New" button at the top of your Marketing Templates list.

Ei Marketing Templates
i JMew I@‘ Edit | “* Delete | (D) First () Previous (S) Next (3) Last ‘ | # Refresh

Marketﬁﬁ“emplate

>|AFTER SPRAY TAM INSTRUCTIONS

| HAPRY BIRTHDAY

IT'S BEEM & WHILE

MASSAGE THERAPY COMSENT FORM
PRODUCT IMFORMATION AND INSTRUCTIONS

3. Enter a description for the template you are creating in the "Description" field at the top of the screen.

Description

4. Click the "Insert Table" button.

=
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5. On the "Insert Table" screen, enter "1" into the "Number of columns" and "3" into the "Number of rows". Click

the "Ok" button.

Insert Table x

Table size
1 EI:
CH

Murnber of columns:

Mumber of rows:

Table layout
% Autosize
" Fit windaw

froo Z fpercen: ]

[” Remember dimensions for new tables

™ Custom size

| Ok | | Cancel |

6. The table will appear with three small rows. When you rest your mouse arrow on the inner borders of the
table, a double sided arrow will appear. When you see this double sided arrow, hold down your left click and
drag your mouse arrow down to make these rows larger. This will allow you to insertimages and textinto the

blank rows.

Table Example Before Editing The Size:

&

WALEMTINE'S D&Y SPECIAL

Exit
 [2, Merge |- Select chaice - - @ E T — « o F Other Options % _Cancel Changes |-} Save Templ
Font % Arial -|size(10 - |B 2 U A & H dh #, 80 = = = & Thesaurus
L T T R R Y KNI P B A

Table Example After Editing The Size:

i

[& Merge |- Select Choice - -
Font i Arial ~ | Size |10
‘2

AR ETE RE R PR S
8]
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7. Click in the first row at the top (so that yourcursoris blinkingin the first row) to entera bannerorbusiness

logo. Click the "Insert Picture" button to select an image from a location on your computer.

| &—Meﬁge—l Select Choice — - H

%—Feﬂt—l':ﬂ:'.t'-‘ma\
=3

Tl

i | %

8. Click in the second row to split this row into three separate sections. Rightclick in the open space and

select "Split Cells" from the menu.

| &—Meﬁge—l Select Choice — - |-|

@—Feﬂt—|'liu'-\na\
L

B

Tl

& cut Chrl+
Copy Chrl+C
B Paste Chrl+v
A Font,..

=¥ Paragraph...

:= Bullets and Mumbering. ..

*’E Inserk Row Above
*'; Insert Row Below

,.?. Insert Column Left

.§... Insert Colurn Right

T Delete Rows

Table Properti

% Hypetlink, ..
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9. Change the "Number of columns" to "3" and the "Number of rows" to "1". Click the "Ok" button. You can
separate this section into as manycells as you wish, just enter the correct numberinto the "Number of
columns" field.

— Split ko

{* Specified number of rows and columns

" Original cells

Mumber of calumns: |3 3:
Murnber of rows: |1| 3:

I~ Merge before splitting

10. Use the double sided arrows again to adjust the size of the cells.

I' Ok |‘ || Cancel

Table Example Before Editing The Size of Cells:

&

VALEMTIME'S DAY SPECIA

= | A7 Other Options

=]

© Font
=

Table Example After Editing The Size of Cells:

&

VALENTINE'S O

© 2010 Ennoview, Inc.



Marketing 160

11. Click in the first column on the leftin the middle section and insertan image or multiple images and then
do the same in the third column on the rightin the middle section. You can also enter text into these areas if
you wish.

( Marketing Templates e i WALENTIME'S

e s HA Do

Font |'1Mna| - |size [10 |11 7 U A &t,]

o

i
-
"

ceeee

»
»
»
v
¢

12. Click in the last row at the bottom (so that your cursoris blinking in the last row) to entera banneror
business logo. Click the "Insert Picture" button to selectan image from a location on your computer. You can
also entertextinto this area if you wish.

?‘ Marketing Templates L WALENTINE'S [

T — D R

FUntl'JtAnaI -lss(10 -|B 2 U A SE i=
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13. Click in the second column in the middle row (the only blank area) to enter your text and set a background
color. You can also enterimages into this area if you wish. To seta background color, right click in this area

and select "Table Properties" from the menu.

D’ VALENTINE'S [

la Merge|-- Select Choice — - ‘ @0 E — | ] |/’7 Cther Options

P

 Font [1r Aria -lszen -|lB 7 U A S

1 & oot Chrl+x 1
i Copy CErl+C i

B paste Chrly

A Fort... )
=% Paragraph... A

1= Bullets and Mumbering...

. " HZ Insert Row Above . .
*"; Insert Row Below

,.,5. Insert Column Left

.§... Insert Calumn Right e '_
B split Cells... X

14. Click on the "Cells" tab at the top of the Table Properties screen and change the "Fill Color" to the color that

you would like to set as the background color. Click the "Ok" button.

Properties

Table I Rows  Cells |

Setkings
¥ Preferred width: |351 ﬁ Ipixels LI
¥ Height at least: 232 = pixels

Fill color: | A | E Picture. .. a

Wertical alignment

B E - O

Top Center Bottom Default

Border

Visible sides:
calor T |
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15. If you would like to remove the borderlines in the template, click on the "Table" tab on the "Table
Properties" screen and click on the "Cell Borders" button. Change the "Border Type" to "None". You can also
change the color and width of borders on this screen.

Properties

Table |Ruws | Cells I

 Table
Width: I :’ I LI
Eill colars Default Cells Borders x
Cell padding: 1 3; Settings
B o
T Shadow oo
Light color:
o Picture., || |' Table Border.., || ||' Cell Borders..,
width: | I
~ Printing

[~ Don't allow columns to break across pages

Mumber of heading rows: IU 3:

Heading rows are repeated on each page of the table

Border bype

=]

Raised Flat

|| O || || Caniel ||

|' K || |, Cancel

16. You are now ready to enter your text into the template.

162

17. Use the "Merge" menu at the top of this screen to select merge fields. The Merge fields will automatically

insertinformation from your data into a personalized letter, email or SMS message for each client. For

example, if you would like the client's first name printed in each letter, email or SMS message, select the

"First Name" merge field from the menu. The Merge field will appear where your cursoris blinking. The

Merge field will say "{PRINT_FIRST_NAME}". When you select a template to print, email orsend as an SMS
message, the client's name will be filled into this area. This allows you to make personalized messages

without having to manually edit everysingle message before itis sent.

‘[ Merge |-- select Choics - |. @ FAE — ‘ e |/3 Other Options =

 Fant [T Caliori -lsell -|lB 2 U AD

Valentines Day Special

Dear {PRINT_SALUTATION} {PRINT FIRST MAME}, #
7

Valentine's day is appreaching and we know how difficult it can i
be to find a new and exciting gift fer your loved ane, Every year s
it's roses, chocolate and a card. Why not surprise herthis year

with a Day Spa Package from Sunny Salon & Spa?

Our Valentine's Day Spa Package includes the following:

1 Hour Massage

Classic Facial

Manicure & Pedicure

#* Includes a scrumptious lunch from Star Peach Cafe with
Wine

This package has been discounted by 20% and is only available
until Valentine's Day! You may contact us at {SALON_PHONE} or
come inand speak with our support staff for more details!
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18. Click the "Other Options" button and select "Preview Email Document" to see a preview of the email. The

merge fields will not be filled in until you have created a filter and select "Print Marketing", "Email Marketing"
or "SMS Marketing" from the "Marketing" menu on the Menu Bar of Envision.

{= Email Template - Windows Internet Explorer _”E”X|
|28
w ok [gEmail Template l_l @ - @ -+ |2k Page ~ @Tools s 7

—_—— ——
‘Q_:'jr \tv:_jf - | @ CiiDocuments and Settings)asantiago, EMMOY | |"_f| |£| |AIM Search

Valentines Day Special
Dear {PRINT_SALUTATION} {PRINT_FIRST_NAME},

Valentine's day is approaching and we know how difficult it can be to
, find a new and exciting gift for your loved one. Every year it's roses,
chocolate and a card. Why not surprise her this year with a Day Spa
Package from Sunny Salon & Spa?

. Our Valentine's Day Spa Package includes the following:

+ 1Hour Massage ! -
« Classic Facial S
+ Manicure & Pedicure '
¢ Includes a scrumptious lunch from Star Peach Cafe with Wine

- This package has been discounted by 20% and is only available until
} Valentine's Day! You may contact us at {SALON_PHOMNE} or come in and
speak with our support staff for more details!

19. Click the "Save Template" button when you have finished editing the template.

|| save Template '
Creating Marketing Filters

Marketing filters allow you to send emails, letters and SMS (text) messages to specific clients. Targeting
specific clients is an effective method for reaching clients that will be interested in the information that you
are sending and they will be more likely to respond to your marketing attempts. In order to use the Marketing
features of Envision, you will need to create a filter first. The information provided here will give descriptions
of the different types of filters that can be activated.

To access the Marketing Filters list, click on "Marketing" on the Menu Bar of Envision and select "Setup
Marketing Filters" from the menu.

@ Marketing Templates

Y Setup Marketing Filters
ke Management System &= Print Marketing
ent Employee  Inventory Accounting Reports  Graphs EMail Marketing

j ‘z .ﬁ ﬁ % @5,] @y SMS Marketing

dar  WalkInQueue Sales Register  Clients  SMSMsgs  Formuld 5MS Message Log
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The following screens will be available when you click on the "New" or "Edit" button on the List Tool Bar at the

top of the Marketing Filters list.

&

| tews 4 Edit

“* Delete (D) First () Previous (O Next (2) Last

o group by that colurmn

# Refresh

Marketing Fiter
$iALL CLIENTS

CAMILLE'S CLIEWTS

CLIENTS "W/ EMAIL

CLIENTS W/ FULL ADDRESS
INACTIVE CLIENTS - 90 DAYS
MARRIED MEM

MARRIED MEM - MAILING

Please keep in mind activating mult

clients smaller because the program is trying to find clients t

ersw

a Marketing Filter

make the list o ered

meet the requirements for all of the filters activated.

Client Options Tab

The Client Options tab will allow you to filter out clients by information thatis stored in the client's record
under theirrecord's Information tab and Options tab and Statistics tab.

&

[Chent Options

pointrment Op

H* Exit

Description of Filter

‘ I save

|| Activate First Visit Date Filter From S To l:l

|” Activate Last Visit Date Fitter From To

|| Activate Anniversary Filter l:|

|| Activate Birthday Filter

|| Activate Sales Person Filter l:|

[7] Activate Lead Source Filter

|| Activate Client Type Filter l:|

[ Activate Liser Type Filter l:l

|| Activate Membership Plan Filter l:|

|| Activate Client Range Filter From ‘ - ‘ To | - |
|| Activate Postal Code Filter From To

[¥] Activate State [ Province Filker From To

[v| Activate City { County Filter From A | To |z |

U Al this Lorcation
with Mobile Phone with Emall Address

(2 Without Mobile Phone ) Without Email Address

ctive Only this Location

() Inactive Only this Location

() all Locations

ctive Only Al Locations

() Inactive Only Al Locations

Save &
New

#® Cancel
P Mext

4 Previous

@Cuunt

Description of Filter

Enter a name for the filter you are creating in this field.

Activate First Visit Date Filter

Itis bestto entera veryspecificdescription of the
filter so that when you choose to use this filter again, it will be easyto determine what options are activated
within the filter. You will notbe able to save a filter without entering a description first.

The First Visit Date Filter will allow you to filter out clients by the date of theirfirstsale in Envision. This
filter can be used to find new clients. Check the "Activate First Visit Date Filter" check boxand selecta date
range to the right of this filter option if you would like to use this option.

Activate Last Visit Date Filter

The Last Visit Date Filter will allow you to filter out clients by the date of theirlastsale in Envision. The filter
can be used to find clients that have notvisited the business in a while. Check the "Activate Last Visit Date
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Filter" check box and select a date range to the right of this filter option if you would like to use this option.
Activate Anniversary Filter
The Anniversary Filter can be used to filter out clients by their Anniversary date. All clients that have an

anniversarydate in the month selected will be filtered out with this option. Check the "Activate Anniversary
Filter" check boxand select a month from the drop down menu to the right.

Anniversary Date: This date is normally used to specify the anniversary date of the client's wedding, but it can be used for other
types of anniversary dates. This filter should only be used ifyou use the anniversary date for one type of anniversary. Ifthe

anniversary date is used for multiple types of anniversary dates, and you are sendingan email that was designed to target
clients by their wedding anniversary date, all clients that have the anniversary date set will receive the email even iftheir
anniversary date is not for their wedding date.

Activate Birthday Filter

The Birthday Filter can be used to filter out clients by their Birthday. All clients that have a birthdayin the
month selected will be filtered out with this option. Check the "Activate Birthday Filter" check boxand selecta
month from the drop down menu to the right.

Activate Sales Person Filter

The Sales Person Filter will allow you to filter out clients by their Sales Person. Check the "Activate Sales
Person Filter" check boxand selectan employee from the drop down menu to the right.

Sales Person: The "Sales Person" can be setin the Client List. Click on the "Clients" button on the Tool Bar of Envision or click on

"Client" on the Menu Bar of Envision and select "Client List" from the menu. Double click on top of a client's record to edit it and
clickon the "Options"tab at the bottom. Select an employee by clicking on the drop down arrow in the "Sales Person" field.

Activate Lead Source Filter

The Lead Source Filter allows you to filter out clients by their Lead Source. The Lead Source is how the client
heard of your business. This filter can be used to target clients that learned about you through promotions,
advertising or even referrals. Check the "Activate Lead Source Filter" check box and select a Lead Source from
the drop down menu to the right.

Activate Client Type / User Type Filter

The Client Type Filter and User Type Filter can be used for anything that you would like to use it for. AClient
Type or User Type is normally setup to specify which type of client they are, for example you may create a
Client Type or User Type for Hair Clients or Esthetic Clients. The Client Type and User Type are both provided
so that you can specify two different types for a client and these types can be anything that you would like
them to be. Check the "Activate Client Type Filter" or the "Activate User Type Filter" check box and select a
Client Type or User Type from the drop down menus to the right.

Client Type and User Type: The Client Type and User Type can be created by clicking on "Client" on the Menu Bar of Envision and
selecting either "Client Type List" or "User Type List" from the menu. The Client Type and User Type can be selected for a

specific client by clickingon the "Clients" button on the Tool Bar of Envision or click on "Client" on the Menu Bar of Envision and
select "Client List" from the menu. Double click on top of a client's record to edit it and click on the "Options"tab at the bottom.
Select a "Client Type" or "User Type" by clicking on the drop down arrows in the fields provided.

Activate Membership Plan Filter

The Membership Plan Filteris available to use if you would like to filter out clients by the Membership Plan
thatthey have purchased. If there are new features or new products or services available with the selected
Membership Plan, you can send this information to clients with the selected Membership Plan. Check the
"Activate Membership Plan Filter" check box and select the Membership Plan to the right.
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Activate Client Range Filter

The Client Range Filter can be used to filter out a range of clients ora specificclient. Click on the drop down
arrow in the "From" field to select the first client and then click on the drop down arrow in the "To" field to
select the lastclient. This allows you to filter out clients within an alphabetical range. If you would like to
filter out just one client, select the clientin the "From" field and select the same clientin the "To" field.
Check the "Activate Client Range Filter" check boxand select the range in the "From" and "To" fields to the
right.

Activate Postal Code Filter
The Postal Code Filter allows you to filter out clients within a range of postal (zip) codes or from a specific
postal (zip) code. Check the "Activate Postal Code Filter" check box and enter the range in the "From" and "To"

fields to the right. If you would like to filter out clients from a specific postal (zip) code, enter the postal (zip)
code in the "From" field as well as the "To" field.

Full Address Filter: This can also be used to find all clients with a full address if you will be printing mailing labels and mailing

letters to clients. You will activate this field along with the State / Province Filter and the City / County Filter. Type "00000" into
the "From" field and "99999" into the "To" field.

Activate State / Province Filter

The State / Province Filter allows you to filter out clients within an alphabetical range of states / provinces or
from a specific state / province. Check the "Activate State / Province Filter" check box and enterthe range in
the "From" and "To" fields to the right. If you would like to filter out clients from a specific state, enter the
name of the state in the "From" field as well as the "To" field.

Full Address Filter: This can also be used to find all clients with a full address if you will be printing mailing labels and mailing

letters to clients. You will activate this field along with the Postal Code Filter and City / County Filter. Type an "A"into the
"From" field and a "Z"into the "To" field.

Activate City / County Filter

The City / County Filter allows you to filter out clients within an alphabetical range of Cities or from a specific
city. Check the "Activate City / County Filter" check box and enter the range in the "From" and "To" fields to the
right. If you would like to filter out clients from a specific city, enter the name of the cityin the "From" field as
well as the "To" field.

Full Address Filter: This can also be used to find all clients with a full address if you will be printing mailing labels and mailing

letters to clients. You will activate this field along with the Postal Code Filter and State / Province Filter. Type an "A" into the
"From" field and a "Z"into the "To" field.

Gender

The Gender Filter allows you to filter out clients by their gender. Forexample, if you are sending a promotion
fora Women's Haircut or women's services and products, you wantto send an email to only your female
clients. Select the correct gender from the drop down menu.

Mobile Phone

The Mobile Phone filter can be used to send an email to clients either with a mobile phone number or
without a mobile phone number. This can be used to provide them with information about SMS (text)
messaging services that your business provides.

Select Email Options

The Email Options can be used to send a letter to clients that do not have an email address if you select the
"Without Email Address" option or the "With Email Address" option can be used to geta count of the clients
with email address. Justclick the "Count" button on the right after selecting this option.

Select Active Status

The Active Status options allow you to reach only your active clients, only yourinactive clients, or both. The
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Location options are used if you are using Envision at multiple locations. You can choose to filter out clients
if theyare from the location thatyou are atorif theyare from any of your locations.

Appointment Options Tab

* Exit
s |App0intment Options| Sales Cptions
| Activate Appointriert Filter From . b save
To - Save &
New
wWith Emp Id -
¥ Ccancel
P Next
| Activate Mo Appointrent Filter From <
4 Previous
To -
With Emp Id -
@) Count
V| Activate Short Notice Filter No Yisit in Last % Days* oz
No Visit in Next x Days™ 20 2
with Emp Id AMME CREW -
* Required

Activate Appointment Filter

The Appointment Filter allows you to filter clients out if they have had an appointment between a specific
date range or with a specificemployee. You can selectonlya specific date range oronlyan Employee Id. If
you are trying to filter out clients that have had an appointment within a specific date range AND with a
specificemployee, you can use the date range selection and the employee selection together. Check the
"Activate Appointment Filter" check box and select either the "From" and "To" dates, the "With Emp Id", or
both.

Activate No Appointment Filter

The No Appointment Filter allows you to filterclients if they have not had an appointment between a specific
date range or with a specificemployee. You can select onlya specific date range oronlyan Employee Id. If
you are trying to filter out client have not had an appointment within a specific date range AND with a specific
employee, you can use the date range selection and the employee selection together. Check the "Activate No
Appointment Filter" check boxand select either the "From" and "To" dates, the "With Emp Id", or both.

Activate Short Notice Filter

The Short Notice Filterallows you to let your clients know about last minute appointment openings. This
filter allows you to select a specific service provider's clients so that you can send them an email or a text
message to let them know about the availabilities on your calendarand anydiscounts that you are offering to
fill these appointments. You can also filter out clients thatalready have a future appointment or ones that
have been in recentlyso that these people do notreceive the short notice email or message.

e No Visit in Last x Days / No Visit in Next x Days (Required)

Use these field to find the clients that have notrecently had an appointment or to find the clients that do not
have a future appointment scheduled.
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Sales Options Tab
& 0 Exit
M Appointment Options [55“95 Options

| Activate Mo Activity in n Days b save
| Activate Top n Most Active Sales Filter Save &
New
v| Activate Product Sold Filter From l:l # Cancel
S —
P Next
Sold By Emp Id  |2NNE CREW - |
Product 1 |ALPHA BETA PEEL FACIAL - | 4 Previous
Product 2 || . |
Product 3 | - @ count
Product 4 | -
Product 5 | - |

(©) Select Products [ Services Purchased

(©) Select Products | Services Mot Purchased

Activate No Activity in n Days

The No Activity Filter can be used to filter out the clients that have not had a sale in the amount of days
entered. This allows you to send information to these clients ora promotion to bring them back to your
business. This is a greatfilterto use to increase client retention. Check the "Activate No Activityin n Days"
check boxand enter the amount of days to the right.

Activate Top n Most Active Sales Filter

The Top Most Active Sales Filter allows you to filter out the clients that spend the most money. This allows
you to send thank you messages or provide promotions or rewards for referring new clients or for trying new
services or products.

Activate Product Sold Filter

The Product Sold Filter can be used to filter out clients that have had a sale between a specific date range,
with a specificemployee orif they have purchased one orall of the items selected. You can also choose to
use this filter to find the clients that have purchased or have not purchased within the date range selected,
from the employee selected oranyone of the items selected. You can use all of the selections alone or
together, depending on the type of clients you are trying to filter out

Product Filter Selections: All ofthe selections available can be used for retail items or services.

® Product Sold Date Range

Select a date range here if you would like to filter out clients that have had a sale or have not had a sale
between the date range selected.
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e Sold By Emp Id

Selectan employee if you would like to filter out clients that have had a sale or have not had a sale with the
employee selected. This is the best wayto filter outa list of a service provider's clients.

® Product Selections

Selectitems here if you would like to filter out clients that have purchased or have not purchased any of the
items selected. This is a great wayto send them information about the items selected or to introduce your
clients to new services or products.

® Select Products / Services Purchased

Select this option if you would like to filter out clients that have had a sale based on the selections above.

e Select Products / Services Not Purchased

Select this option if you would like to filter out clients that have not had a sale based on the selections
above.

SQL Filter Tab

The SQL Filtertab can be used if you are an advanced database userand are familiar with SQL.

@’ {* Exit
@ Appointment Optior (| SGL Fitter |
Enter a ¥alid SOL statement ) = save
*4l SQL statements must return the Fallawing calumns: MEMBERS.GID, MEMBERS,NO_MAIL, MEMBERS.NO_EMAILS @ validate SQL
Save &
New
¥ cancel
P Next
4 Previous
3) Count

Filter Buttons

The following buttons are available on the right side of the filter screens. Below is a description of each
button

Save / Save & New / Cancel / Next / Previous

o) ) (o) () (o)

New

Click the "Save" button to save the filter you are creating and return to the list. Click the "Save & New" button
to save the filter you are creating and open a new window so that you may to add another filter to the list.
The "Cancel" button will save the filter you have created, close the window that you are using, and will return
you to the list of filters. The "Previous" and "Next" buttons will take you to the previous or next filterin the
list.

Count

The Count button can be used to find out how manyclients will be filtered out with the filters that you have
activated in the current Marketing Filter.
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Marketing Filter Examples

Welcome Filter

The Welcome Filter can be used to welcome new clients to your business. This allows you to send a
personalized email or message to thank them for theirvisitand will help increase your client retention.

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

ke Management System

N Y

dar  Walk In Queus  Sales Register

Clienks  5M3 Msgs

2. Select "Setup Marketing Filters" from the menu.

IMarketing Templates

Setup Marketing Filters

N

EMail Marketing

&
hd
| Print Marketing
=
?

SMS Marketing

SMS Message Log

170

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If

you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List

Tool Baratthe top of the Marketing Filters list.

A Edit | pelete | (@ First (J) Previous (3 Next (3) Last

Matketing Filter

by that column

# Refresh

»ALL CLIENTS

CAMILLE'S CLIENTS

CLIEMTS Whif EMAIL

CLIEMTS Wy FULL ADDRESS
INACTIVE CLIENTS - 90 DAYS
MARRIED MEM

MARRIED MEM - MAILING

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options

screen.

Description of Filter

WELCOME|
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5. Check the "Activate First Visit Date Filter" check box and select the range of dates that new client would have

had theirfirstsale in.

@ * Exit
[Client ODtiDnSl Appointment Options | Sa
Description of Filter |WELCOME k= save
h@ Save &
[¥] Activate First Wisit Date Filter From |11{1/2009 - ‘\/ To [11/13f2009 - New
Fl Check the "Activate First From - # cancel
Visit Date Filter" check box Select the range of dates that new
T T T clients would have had their first sale in
T P Next
|| Activate Birthday Filter -
[ Activate Sales Parson Filter - 4 Previous
|7 Activate Lead Source Filter -
[ Activate Client Type Filter g count

|7 Activate User Type Filter

[ Activate Mermbership Plan Filter

| - |

|7 Activate Client Range Filter From

|| Activate Postal Code Filter

T|:|| v|

S R

From

[ Activate State [ Province Filter From l:l To l:l
|7 Activate City f County Filter From | | To |
Gander | Show &l - |

Viobile Phone
© al
() With Mobile Phone

) Without Mobile Phone

©) &l Locations
(©) Active Only All Locations

©) Inactive Only All Locations

S al ) all this Location
(©) With Email Address

) Without Email Address

(©) Active Only this Location

(@) Inactive Only this Location

6. Click the "Save" button on the right to save the filter. If you would like to find out how manyclients would
be filtered out, click the "Count" button on the right.

Inactive Clients Filter

The Inactive Clients filter can be used to filter out clients that have notvisited orhad a sale in a certain
amount of days. This will allow you to send an email to these clients that will encourage them to come back
in. You can offera discount for booking an appointment or you can provide them with promotional
information about the specials that you may have at the time.

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

ke Management System

ent Emplo

i W

dar  Walk In Queus

Sales Register  Clienks  SMS Msgs

2. Select "Setup Marketing Filters" from the menu.

,ﬁ' IMarketing Templates
[ v
(=]
e
?

Setup Marketing Filters

15
Print Marketing
EMail Marketing

SMS Marketing

SMS Message Log

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If
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you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List
Tool Barat the top of the Marketing Filters list.

ZEdit | Delete | (D) First () Pravious (O) Mext (3) Last || # Refrash

that column

Marketing Filter
¥ALL CLIENTS
CAMILLE'S CLIENTS
CLIEMTS Wy, EMAIL
CLIEMTS Wy, FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAY'S
MARRIED MEN
MARRIED MEN - MAILIMNG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options
screen.

Description of Filter [MACTIVE CLIENTS - 50 DAY | I

5. Click on the "Sales Options" tab above the Description field.

[ Cliert Options |#)

Description of Filter

6. Check the "Activate No Activity in n days Filter" check box and enter the number of days thata client has not
had a sale for them to be considered inactive.

[+ Exit

\npointment Options |56|ES Cptions

ke save

Check the "Activate No les Filter Enter the number of ‘"@ Save &
Activity in n Days" check box days that clients have New

[ Activate Product Sold Filter From been inactive for # cancel

To

|| Activate Mo Activity in n Days

|

P Next

Sold By Emp Id

Product 1 4 Previous

| |

| |

Product 2 | |
Product 3 | - 2 count

| |

| |

Product 4

Product 5

(©) Select Products f Services Purchased

@ Select Products [ Services Not Purchased

7. Click the "Save" button on the right to save the filter. If you would like to find out how many clients would
be filtered out, click the "Count" button on the right.
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Short Notice Filter

The Short Notice Filter allows you to let your clients know about last minute appointment openings. This
filterallows you to select a specific service provider's clients so that you can send them an email or a text
message to letthem know about the availabilities on your calendarand anydiscounts that you are offering to
fill these appointments. You can also filter out clients thatalready have a future appointment or ones that
have been in recently so thatthese people do not receive the short notice email or message.

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

ke Management System

¥ e e Q @

dar  wWalkIn Queue  Sales Register  Clients  SM3 Msgs  Formuld

2. Select "Setup Marketing Filters" from the menu.

Marketing Templates

Setup Marketing Filkers |

EMail Marketing

&
hd
o Prink Marketing
&
?

SMS Marketing

SMS Message Log

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If
you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List
Tool Barat the top of the Marketing Filters list.

&

M 2 Edit | ® Delste | (D) First () Pravious (O) Mext (3) Last || £ Refresh

in beader here to group by that column

Marketing Filter
¥ALL CLIENTS

CAMILLE'S CLIENTS

CLIENTS W/ EMAIL

CLIEMTS W/ FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAYS
MARRIED MEM

MARRIED MEM - MAILIMG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options
screen.

Description of Filter [SHORT MOTICE] | I

5. Click on the "Appointment Options" tab above the Description field.

Client Options IM
L3

Description of Filter
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6. Check the "Activate Short Notice Filter" check box.

* Exit
[Appointment Options
litctivate Appointment Filter From l:l b save
New
withEmpId | -
€ cancel
P Next
| Activate Mo Appointrent Filter From l:l

4 Previous

Enter an amount of days into
- the "No Visit in Last x Days" field :I

Gy to filter out clients that have had & count

an appointment recently

_ o Enter an amount of days into the

¥| Activate Short Motice Filter Mo Visit in Last ¥ Days* m "No Visit in Next x Days” field to

Check the "Activate Short No Visit in Next x Days™* o - — filter out clients that have a
Motice Filter” check box future appointment scheduled

with Emp Id |CAMILLE SWANSON |

* Required

7. Enter an amount of days into the "No Visit in Last x Days" field to filter out clients that have had an
appointment recently.

No Visit in Last x Days™® '

8. Enter an amount of days into the "No Visit in Next x Days" field to filter out clients that have a future
appointment scheduled.

No Visit in Next x Days* |

9. Selectan employee if you are trying to find clients that have had an appointment with a specificemployee.

with Emp Id  [CAMILLE SWANSOR| - '

10. Click the "Save" button on the right to save the filter. If you would like to find out how many clients would
be filtered out, click the "Count" button on the right.
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Top Clients Filter

The Top Most Active Sales Filter allows you to filter out the clients that spend the most money. This allows
you to send thank you messages or provide promotions or rewards for referring new clients or for trying new
services or products.

1.

Click on "Marketing" on the Menu Bar of Envision.

ke Management System

ent Emploves  Inventory Accounting Reports  Graphs

i

W ‘ﬁs‘%% &'

dar  WalkIn Queus  Sales Register  Clients  5M3 Msgs  Formule

2.

Select "Setup Marketing Filters" from the menu.

Marketing Templates
Setup Marketing Filters |

&
hd
e Prink Marketing
e
?

EMail Marketing
SMS Marketing

SMS Message Log

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If
you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List
Tool Baratthe top of the Marketing Filters list.

&

S1ALL CLIENTS

Drag 4 it header here to group by that colurmn

| Mews 27 Edit | ® Delete | (D) First (J) Previous (O) Next () Last | £ Refresh

Marketing Fiter

CAMILLE'S CLIENTS

CLIEMTS W) EMAIL

CLIEMTS W, FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAY'S
MARRIED MEMN

MARRIED MEM - MAILIMNG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options
screen.

Description of Filter |TOP 10 CLIEMTS]|

5. Click on the "Sales Options" tab above the Description field.

Client Cptions |

Description of Filter
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6. Check the "Activate Top n Most Active Sales Filter" check box and enter the number of top clients in the field to
the right.

& J¢ Exit

M Appointment Options ([EEEEe s i
[F] Activate Mo Activity in n Days [ 0z] I save

[¥] Activate Top n Most Active Sales Filter o Save &
» E h be New
Click the "Activate Top nter the number
[TI4  n Most Active Sales  fr From of top clients € cancel
Filter" check box T
o =
P Next
Sold By Emp Id | - |
Product 1 | - 4 Previous
Product 2 | - |
Product 3 | - g count
Product 4 | -
Product 5 | -

tion
(™) Select Products f Services Purchased

() Select Products § Services Mot Purchased

7. Click the "Save" button on the right to save the filter. If you would like to find out how manyclients would
be filtered out, click the "Count" button on the right.

Service Provider's Clients Filter

The Service Provider's Clients Filter allows you to filter out clients that have had a sale with a specificservice
provider. This is the best wayto geta list of theirclients. You can then send their clients information about
new services that this service provider offers oris qualified to perform or you can offer discounts for booking
an appointment with this service provider.

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

ke Management System

o e & Q @

dar  WalkIn Queus  Sales Register  Clients  SMS Msgs  Formule

2. Select "Setup Marketing Filters" from the menu.

IMarketing Templates
Setup Marketing Filters

N

EMail Marketing

&
hd
= Print Marketing
e
®

SMS Marketing

SMS Message Log

3. Click on the "New" button on the List Tool Barat the top of the Marketing Filters list to create a new filter. If
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you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List
Tool Barat the top of the Marketing Filters list.

&

Ij Mewe A Edit | ® Delate | (D) First (J) Previous (O) Mext (3) Last || # Refrash

in header here to group at column

Marketing Filter
¥ALL CLIENTS

CAMILLE'S CLIENTS

CLIENTS W/ EMAIL

CLIEMTS W/ FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAYS
MARRIED MEM

MARRIED MEM - MAILIMG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options
screen.

Description of Filter

Description of Filter

6. Check the "Activate Product Sold Filter" check box and select the specific service providerin the "Sold by Emp
Id" field.

¢ Exit
[ iActivate Mo Activity in n Days; b save
|F| Activate Top n Most Active Sales Filter Save &
New
|¥| Activate Product Sold Filter From l:l ¥ cancel
Check the "Activate Product To l:l Iml
Sojc TTReY chech Box Sold By Emp I [CAMILLE SWANSON - Rl
Product 1 | - 4 Previous
Product2 | -
Product3 | - 0 Count
Product <4 | - |
Product 5 | -

(™) Select Products § Services Purchased

(") Select Products § Services Mot Purchased

7. Click the "Save" button on the right to save the filter. If you would like to find out how manyclients would
be filtered out, click the "Count" button on the right.
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Birthday Filter

178

The Birthday Filter allows you to filter clients out by their birthdate. You will be able to send an email to your

clients that have a birthdayin the month that you select.

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

ke Management System

dar  WalkIn Queus  Sales Register  Clients  5M3 Msgs

2. Select "Setup Marketing Filters" from the menu.

Iﬁ Marketing Templates
| v Setup Marketing Filters f

o Print Marketing
(=) EMail Marketing
B SMS Marketing

SMS Message Log

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If

you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List

Tool Barat the top of the Marketing Filters list.

we A Edit | “F Delete | (D) Eirst () Previous (O Mext (J) Last | | Refresh

p by that colurmn

Marketing Filter

»ALL CLIENTS

CAMILLE'S CLIENTS

CLIEMTS Wiy EMAIL

CLIEMTS W FULL ADDRESS
INACTIVE CLIENTS - 90 DAYS
MARRIED MEM

MARRIED MEM - MAILING

4. Entera Description for the filter you are creating in the "Description" field at the top of the Client Options

screen.

Description of Filter |NOVEMEIER BIRTHDAYS|
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5. Check the "Activate Birthday Filter" check box and select a month from the drop down menu to the right.

@ [+ Exit

[Client Optionsl Appointment Opt

Description of Filter

| = save

Save &

7] Activate First Visit Date Filter from | ] o New
7] Activate Last Wisit Date Filter from | -] o -] * Ccancel

| Activate Anniversary Filter <
§ | | P Next
|¥] &ctivate Birthday Filter | Movernber - |
Check the "Activate Select the 4 Previous
Birthday Filter" check box ] birthday month
[F] Activate Client Type Filter - g count

[] Activate User Type Filter |
[ Activate Mermbership Plan Filter |

|
|7 Activate Client Range Filter From - | To | -
[~ Activate Postal Code Filter From l:l To l:l
[F] Activate State / Province Filter From |:| To |:|

|7 Activate City f County Filter From | | To |

Gender | Showe Al - |

Mobile Phone

Al 20 Al this Location (©) &)l Locations

(©) With Mohile Phone ©) With Email Address ) Active Only this Location ©) Active Only Al Locations
2 Without Mobile Phone ©) Without Email Address (©) Inactive Only this Location ) Inactive Cnly Al Locations

6. Click the "Save" button on the right to save the filter. If you would like to find out how many clients would
be filtered out, click the "Count" button on the right.

Client Type Filter

The Client Type Filter and User Type Filter can be used for anything that you would like to use it for. AClient
Type or User Type is normally setup to specify which type of client they are, for example you may create a
Client Type or User Type for Hair Clients or Esthetic Clients. The Client Type and User Type are both provided
so that you can specify two different types for a client and these types can be anything that you would like
them to be. Setting up types allows you to send specific information to these types of clients. For example, if
you have a skin care product, you will be able to send an email to all of your esthetic clients to let them know
about the new skin care product.

Client Type and User Type: The Client Type and User Type can be created by clicking on "Client" on the Menu Bar of Envision and
selectingeither "Client Type List" or "User Type List" from the menu. The Client Type and User Type can be selected for a

specific client by clicking on the "Clients" button on the Tool Bar of Envision or click on "Client" on the Menu Bar of Envision and
select "Client List" from the menu. Double click on top ofa client's record to edit it and click on the "Options" tab at the bottom.
Select a "Client Type" or "User Type" by clicking on the drop down arrows in the fields provided.

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

ke Management System

dar  Walk In Queus  Sales Reqgister  Clients  SM3 Msgs  Formuls
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2. Select "Setup Marketing Filters" from the menu.

ﬁ Marketing Templates

| v Setup Marketing Filters |
< | Print Marketing —k
[ EMall Marketing

By SMS Marketing

5MS Message Log

3. Click on the "New" button on the List Tool Barat the top of the Marketing Filters list to create a new filter. If
you would like to edit a Marketing Filter, highlight the filterin the listand click the "Edit" button on the List
Tool Barat the top of the Marketing Filters list.

&

.j Mewr, A7 Edit | * Delete | (D) Eirst () Previous (O) Mext (3) Last | | # Refresh

ir header here to groun by that colurnn

Marketing Filter

AL CLIENTS
CAMILLE'S CLIENTS
CLIEMTS Wy, EMAIL
CLIENTS W/ FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAYS
MARRIED MEMN
MARRIED MEM - MAILIMG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options
screen.

Description of Filter |HaIR SERWICE CLIENTS] | I

5. Check the "Activate Client Type Filter" or the "Activate User Type Filter" check box and select a Client Type
or User Type from the drop down menus to the right.

B {* Exit

[Chemt Opt\ons]

Description of Filter | b save

Save &

[7] Activate First Wisit Date Filter From l:l To l:l New
] Activate Last Vit Date Fiter From | -] To [ - ¥ cancel
[T Activate Anniversary Filter l:l » Next
[T Activate Birthday Fitter l:l

[7] Activate Sales Persan Filter l:l 4 Previous
[~ Activate Lead Source Filter l:l

[Flctivate Client Type Fiter Cgie::‘e;:;ﬁ:ﬂ?:e . Iml &> Count
[v| Activate User Typa Fiter | “Activate User Type Filter” HAIR SERVICE CLENT - ||__Type or User Type

[~ Activate Membership Plan Filter -

[ Activate Client Range Filter From ‘ - | To | - |

[7] Activate Postal Cacle Fitter From l:l To l:l

["] Activate State / Province Fitter From l:l To l:l

|| Activate City f County Filter From ‘ | To | |

condr

) Il this Location ©) Al Locations
() With Mobile Phone ctive Only this Location ctive Only Al Locations
©) Without Mohie Phone () Inactive Only this Location ) Inactive Only All Locations

6. Click the "Save" button on the right to save the filter. If you would like to find out how many clients would
be filtered out, click the "Count" button on the right.
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All Clients Filter

If you would like to send an email to all of your clients, you will need to create a filterthat does not have any

of the filters activated.

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

ke Management System

¥ BN 8 Q@

dar  wWalk In Queue  Sales Register  Clients  SM3S Msgs  Formuld

2. Select "Setup Marketing Filters" from the menu.

IMarketing Templates

Setup Marketing Filters

5

EMail Marketing

&
hd
i Prink Marketing
=
?

SMS Marketing

SM3 Message Log

3. Click on the "New" button on the List Tool Bar at the top of the Marketing Filters list to create a new filter. If
you would like to edit a Marketing Filter, highlight the filterin the list and click the "Edit" button on the List

Tool Barat the top of the Marketing Filters list.

&

U e A0 Edit | Delete | (D) Eirst () Previous (O) Mext (3) Last | | # Refresh

hat column

Marketing Filter

AL CLIENTS

CAMILLE'S CLIENTS

CLIEMTS Wy, EMAIL

CLIENTS W/ FULL ADDRESS
IMACTIVE CLIEMTS - 90 DAYS
MARRIED MEMN

MARRIED MEM - MAILIMG

4. Enter a Description for the filter you are creating in the "Description" field at the top of the Client Options

screen.

Description of Filter |ALL CLIEMTS

5. There is no need to check any of the options, just click the "Save" button on the right to save the filter. If
you would like to find out how many clients would be filtered out, click the "Count" button on the right.
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Email Marketing Procedures

Once you have created a Marketing Template and a Marketing Filter, you will then be able to send your

emails. Follow the instructions below for using the Email Marketing feature.

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

se Management System

dar  WalkIn Queue  Sales Register  Clients  SMS Msgs

2. Select "Email Marketing" from the menu.

Marketing Templates

Setup Marketing Filters

EMail Marketing —Rs |
M35 Marketing

&

¥

<= | Print Marketing
1=

D>

SMS Message Log

3. Select a Marketing Filter from the drop down menu.

= Email Marketing - A X
@ Email Marketing
Select Marketing Filter | - |
Marketing Filter -
Number of Clients Matching Filter 1 e
Select Marketing Template MARRIED MEN
; . MARRIED MEM - MAILING
e it NOVEMBER BIRTHDAYS
Importance SHORT MOTICE
Process Log TEST
TOP 10 CLIENTS
WELCOME -
View [
YT — @ Sample .-_J Stop V Ok x Cancel
4. Select a Marketing Template from the drop down menu.
= Email Marketing - A X

@ Email Marketing

Select Marketing Filter |IN.&CTI\/'E CLIENTS - 90 DAYS

Number of Clients Matching Filter 112

Select Marketing Template

Email Subject Template

I " AFTER SPRAY TAM INSTRUCTIONS
mportance |aareer
Process Log EDAY

MASSAGE THERAPY C
MICRODERMABRASION

MNEWSLETTER

PRODUCT [NFORMATION AND INSTRUCTIONS

View [
0% @ Sample -"—‘ Stop V Ok

x Cancel

5. Enter an Email Subjectinto the "Email Subject" field.

182
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Email Subject |It's Been a while | I

6. Select the level of importance for the email that you are sending.

Importance

Process Log

7. Check the "Request Read Receipt" check boxif you would like to requesta read receipt when yourclients read
the email. This is a good way of keeping track of how many clients read or receive the email. You will receive
a message in yourinbox for every "Read Receipt".

|¥|Reguest Read Receipt l

8. Click the "View Sample" button if you would like to view a preview of the email. The email will openinan
internet browser window.

View
Sample |
9. Click the "Ok" button when you are ready to send your emails.

10. A prompt will appearasking you ifitis ok to send the emails. Click the "Yes" button if you are ready.

Confirm

:/- Send Email Messages?
-

11. The Process log will displayinformation about the emails being sentand the progress bar will increase
as the messages are being sent out. You will receive another popup thatstates how many message were sent
and how many were rejected. Click the "Ok" button after reviewing this information.

= Email Marketing - =X

@ Email Marketing

Select Marketing Filter |IN,&CTI\/'E CLIEMNTS - 90 DAYS - |
Number of Clients Matching Filter 112

Select Marketing Template [IT's BEEM & wWHILE -
Email Subject |It's Been a While |
importance

Process Log v Reguest Read Receipt

Processing ernals. .

( View i I
25 % e ‘ Stop I o Ok “ I cancel
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Reports

Envision has powerful reporting capabilities. Each report you select from the "Report" menu, will first ask
you to select what data you wish to display on the report. This is done through the use of a Report Query
screen. Asample Query screen is shown below. These screens will vary for each report but will have the
same layout as this sample. Theinstructions provided here are for a Sales Report.

Envision Report - Sales X

'g Date - Subtotal by Client

Select Repart Type 1 t
nclude Returns (7 Exclude Returns

2 Detailed (©) Summary ©) Compare [

Primary Date Range Surnmary Chart

Begin Date sie/2008 - Show Bar Chart Showr Fie Chart

[ select Dates

End Date 8/6/2009 -

Choose Itemn Types Included on Report
i Membershin
Gift Certificate
Back Bar Only

First Additional Sort

|clisrt -

Print Subtotals

Packace

Second Additional Sort Additional Report Options
|| Display cost and profit figures on the report

< Mo Selection = M
] [T Cnly Display Sales from Walk-In Clients
Print Subtotals 7| Do Mot Include Back Bar Sales
[T Only Showe Cornp'd Tterns on Report

Select Range || Display Cornmission Totals Instead of Actual Totals
@ Include Al 2 Single ©) Range [71Do not include service packages in service totals

Fram &

| | Surnmary Sort Options
= | - | |« Mo Selection = -

@ Filker | Preview & Print ¥ Close

1. Select a "Report Type".

When there are variations on a basic report for example, one report called "Sales" and another report called
"Sales - Detailed", the report you chose will be checked, but you may select one of the other variations here.

2. Select a Date Range. Click the large "Select Dates" button and you will see a screen with two calendars for
setting the Begin and End dates. Using these two fields, enter the range of dates you wish to see data for. You
may click the small drop down button in each field to select a date from a calendar. Note, thatit's faster to
click the "Select Dates" button.

3. Select "Sort" and "Range Options" for the report

Depending upon which report you have selected to print, the items shown in this area of the screen will vary,
but how you use them is the same for all reports. The Sort options allow you to specify what type of
information you would like to see in the first columns of the report. The Range allows you to view information
for all items selected, a specific item, or a range of items. In this sample screen shot, if you select "Include
All" the drop down listis notapplicable, but if you choose "Single", you would have to select a client from the
listing of clients. The options available will vary from report to report depending upon what applies.

4. Select a "Product / Service Return Option" to either include or exclude returns in your report.

5. If you have select a "Summary" Report Type, select either "Show Bar Chart" or "Show Pie Chart" if you
would like a graph displayed for the report.
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6. Select the "Item Types" that you would like to include in the report.
7. Select your "Additional Report Options". Choose whether or not to display cost and profit figures or select
"Only Display Sales from Walk-in Clients" if you would like to run a report only for information on Walk-in

Clients.

8. If you have selected a "Summary" Report Type, select the "Summary Sort Option" that you would like to
use. This determines the order in which information is displayed on the report.

9. Click one of the Report Query Buttons.

Preview: Click this button to display the report on the screen. You may send it to the printer from the preview
screen.

Print: Click this button to immediately send the report to the printer. Make sure the printer is on with paper
loaded.

Cancel: Click this button to immediately close this screen and discard any settings you have made.
Previewing Reports
Before printing a report, you can Preview it by clicking the "Preview" button on the Query screen. This allows

you to quickly see if the Query settings you have chosen yield the report you wanted. Click the various areas
of the screen shot below to see some of the features of the Preview screen.

3 Print Preview - = X
TR e = | =] = JU! 00 g
Ll
Ticket Discount
Date Employee Client Inv Type Number aty Price Total Applied cost profit
Itzm Id 1 HOUR DEEP TISSUE MASSAGE  Description: 1 HOUR DEEP TISSUE MASSAGE
2/1/2000 INHOUSE MOORE TINA Semke 7 1 75.00 75.00 0.00 0.00 75.00
Product Totals: 1 75,00 0.00 0.00 75.00
It2m 1 1 HOUR SWEDISH MASSAGE  Description: 1 HOUR SWEDISH MASSAGE
2172010 CONMER MARLOWY GREEN WENDY Serice ] 1 54.49 0.00 0.00 0.00 0.00
204/ 2000 COLLEENTACRRIS VW ARREN RICHE D Servike 10 1 6375 .00 0.00 0.00 0.00
Product Totals: 2 .00 .00 0.00 0.00
Itzm Id 1 TAM SESSION  Description: 1 Tan Session
12/14/ 2008 CARRIE CONMNOR BLOOMGEDRG1A Tannirg 595 -1} 10.00 10.00 0.00 0.00 10.00
Product Totals: 0 10,00 0.00 0.00 10,00
Item Id: ALL OVER COLOR  Description: all Over Color
2/5/2010 CAMILLE SWANSTN MORRIS SANDY Serice 13 1 90.00 90.00 0.00 7.5 2275
Product Totals: 1 50,00 0.00 7.25 82,75
Item |d: EYEBROW WAX  Description: Eyebrow Wax
12715/ 2009 ANINE CREV, IO RRIS D REY Serice 597 1 2.00 2.00 0.00 0.00 2.00
Product Totals: 1 B.00 0.00 0.00 B0
Item Id: FACIAL  Description: Faca
21/ 200 PHYLLIS SIMPSOH GREEN WENDY Servie 6 1 51.49 .00 0.00 0.00 0.00
Product Totals: 1 0.00 0.00 0.00 0.00
Item Id: KYDRATE COND 8,507  Description: Pureology Hydrate Conditioner £.5 02
2/5/ 2010 CAMILLESWANSON 110 RRIS 54 NDY Fetail 13 1 =00 =00 0.00 1250 1250
Product Totals: 1 25.00 .00 12,50 12,50
Item Id: HYDRATE SHAM 10.1 OZ  Description: Hydrate Shampoo 10,1 0z
2/5/2010 CAMILLE SWANSTN MORRIS SANDY Fetail 13 1 5.00 5.00 0.00 1250 1250
Product Totals: 1 25.00 0.00 1250 1250
v
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