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1. Click clients tab

2. Fill the information

[ Appointments Manager // [é]

B3 Client Details

/’/’x—

‘Appoinlmenls Session [:thmmalion]

3. Click Add

Title:

Firstname:
Lastname:
Address:
Address2:

Cliers Clients
E E Lastname Firstname Birthday
tato tatal 540541955
tata toto2 5/05/1955
tato totad 540541955

Delete

Appointment history

Al Appointments | Ciuration | Maotes
210520111215 PM Dhouwr Omin0 s
268/04/2011 0131 PM Dhowr O min 2 5

m

| Toggle Select | | Email Clients

Close

City:

State/Province:

ZIP/Postal Code:

Country:

Phone [Home]:
Phone [wWork]:
Cell/Mobile:

Fax:
Email:
Website:
Skype:
Birthdate:

Birth place:

Notes:

Mr. -
|tata
|tata lastname

|my address 1 wiliam street
|stair 2 4BCH
|1dletide the city

|south australia / here

|4512 &Bd

|sutsralia Oceania

|+56 20114 445

[+6E3 5414 5555 666
| 045632145 552
|022114563

|tata. heremail persomiZemail cam

|http: Jithewebzite oftata blogs. austa..

|myskypeadresse

|4/05/1933  Time: [12:00 &M

|Austryyy adsfa 53

she iz a nice perzon
hig brather iz alzo nice
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Modify a client details

1. Click clients tab 2. Modify the information

B Appointments Manager // [é] B3 Client Details M

Appointments | Session |::%TQIn[mmalion ]
Title: M. -
Firstname: |tata
3. CIle Save Clients Clients Lastname: |tata lastname
Lastname Firstname Birthday
dd L : g Address1: |my address 1 wiliam street
tato tatal 540541955 Address2: vair 2 ABCH
Nsave | tata tata2 5405/ 955 ) Joa
toto totod 5/05/1955 City: |1dletide the city

State/Province:  |south australia / hers

ZIP/Postal Code:  [4512 4Bd

Country: |sutsralia Oceania
Phone (Home): |+56 20114 445
Phone [Work]): |+663 5414 5555 BEE
Cell/Mobile: | 045632145 552
Appointment history Fa: 032114563
Al Eppintments | Duration | Motes Email: |tata. heremail persomi@email com
214052011 1215 P O howr Omin 0 5 Website: : i ]
B s En o Bimin 03 |http. Jithewebszite oftata blogs. austa.
Skype: |myskypeadresse
Birthdate: [4/05/1993  Time: [12:00 AM
Birth place: |uistrywy adsfa 53
m 3
Motes: she iz a nice perzon

hig brather iz alzo nice

| Toggle Select | | Email Clients

Close 1 ﬁ
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Add an appointment

‘E. Client Details

| b4

1. Click clients tal

5 Appointments Manager

Appoinlmenlsl Session Clients

T ™ ;I
2. Selectianglient  |:f

a lastname

Clients

Clients

L azthame Firstname
bata Address1: |y address 1 william strest
tatol Address2: tair 2 ABCH
toto2 5/05/1955 ) Istai
tatod 5/05/1955 City: IAdeIaide the city
State/Province: Isouth australia / here

ZIP#Postal Code: |4512ABd

Country: |Autsralia Oceania
Phone (Home):  [456 20114 445
Phone (Work): |+883 5414 5555 BEE
Cell/Mobile: |D458321 45 652
Appointment history Fau |032114589
All Appointments | Dluration I Motes Email: |tata.hetemail.persom@email.com
21/05/2011 1215 PM 0 hour O min 0 5 ‘Website: hittp: #/thewebsite. oftata. bl ta..
28/04/2011 0131 PM 0 hour Omin 2 s It/ Rhomstate cfta o auste
Skype: |myskypeadresse
Birthdate: |4/05/1933  Time: [12:00 AM
Birth place: |Bustryyy adsfa ss
< [T k
| Motes: she ig a nice perzon

his brother is also nice

ToggIeSeIectI | Ernail Clients I

Close

3. Click appointments tab
= App:%y [ .32 [ 5 Client Details (S

Appoi % | Session I Clients I Other Information I
Title: Im vl

Firstname: Itest

4. Enter a

Lastname: Itest

Address1: |
@ 29 /%/1 2 3
4 5 7 8 9 10 Address2:
1 1z @ 14 15 16 17 City:

18 19 20 A1 2 23 M
25 26 27 28 23 30 1

State/Province:

ZIP/Postal Code:

Country:

2 3 4 5 B 7 B
5. Click Add | = Today: 1370472011

Appointments for Day

|
|
I
|
I
N Time | Clent Phone (Home]: |
Phone [Work): |
Cell/Mobile: |
|
Email: |
Website: |
Skype: |

Rieceiey 4. Write note Bflthdale: [5/05198s Time: [01:00 PM
Birth place: I

Appointment Notes
MNotes:

Email Reminder
Close I
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Modify an appointment

5. Appointments Manager u

Appointments | Session I Clients I Other Information I

2. Enter a new time

| April 2011 |

\‘\\ ppoimtment Time |5 = @ 7 1 2 3

02:30 PM 4 5 B F 8 5 10
N 12FD14 15 B 17
18 19 20 21 22 23 24
25026 2 28 023 0 1
2 3 4 5 B 7 8

T Today: 130442011 1 Sele

ct an appointment
/

Appointments for Day

4. Click Save r

Delete

— Receipt

Dizplay

Appointment Notes 3. Enter new

=T

Email Reminder
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Record time of an appointment

5. Appointments Manager

=

Appointments | Session I Clients I Other Information I
A Apil 20m -
Appoint t Time
28029 310 3N 1 2 3
IDZ:SD Ftd 4 5 B F 8 5 10
u " 2@ 5 B 17
18 19 20 21 22 23 24
25026 2 28 023 0 1
2 3 4 5 B 7 8
T Today: 13/04/2011

1. Select an appointment

-3
E
K
-

Delete

— Receipt

Dizplay

Appointment Notes

Email Reminder

—

2. Click Session tab

Close

\

3. Click Start
— =

5. Appointments Manager

Lo

Appointm Session | Clients | Other Information |

Session Timer

3. Click Save at the end of

/1 the appointment

Pause

Time Elapsed: (00:00:04
Current Time:  (2:36:01 Fhd

I | Save duration‘lﬁ-

— Record Session

Audio file format: WAV

Save Location:

Enter a Filename:

|E:\Users'\Tech2-laptop\Documents\S olar Fire szer Filegh,

Audio 13_04_2011_test_test way

reset Save record

Close
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Record voice of an appointment

5. Appointments Manager

=

Appointments | Session I Clients I Other Information I

April 2011

|

ppoint Time
2 029 0 3N 1 2 3
IDZ:SD Prd 4 5 6 F 8 9 10
1N 12g 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 1
2 3 4 85 6 7 8

T Today: 137042011

Appointments for Day

1. Select an appointment

Delete

-3
E
K
-

— Receipt

Dizplay

Email Reminder

Appointment Notes

—

2. Click Session tab

Close

\

5. Appointments Manager

Appointm Session | Clients | Other Information

Session Timer

Pause! || Save duration l | Reset I

Time Elapsed: |00:00:04

3. Select the folder where the audio

file will be saved and enter the

Current Time:  (2:36:01 Fhd

4. Click round button to start

— Record Session

recording (be sure your microphone

Audio file format: WAV

name of the audio file |

— 1

Save Location:

14 T ech-laptophD ocumentzhS olar Fire User Filesh

Enter a Filename:

Audio 13_04_2011_test_test way

Save record

5.

top the recording

6. Click Save to save the file.
on reset to delete and start ¢
audio file

Click

new

Close
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1. Click Other Information tab = !

ents Manager

S|

Appointments | Session

Feceipt preferences

2. Enter the details used to

Currency Symbal © |$

generate the receipts

Currency name : IDoIIar 7/
—
rour Hour Fate : IBU
Taw rate [%) : 155 Tax name : GST
Close I

5. Appointments Manager

Appointments | Session I Clients I Other Information I

(= o

April 2011

ppoint t Time
|02:3U Prd

28
4

"

18

23 30 31
5 6 7 8
12 ¢ 14 15

13 20 21 2

2 3
3 10
16 17
23 24

25 26 27 28 23 30 1
2 3 4 85 E 7 8
T Today: 1370472011

3. Select an appointment

4. Click on Display to see the

receipt in your text editor

]

Delete

u] >
IEE.|
K

-

\

Display

Appointment Notes

Email Reminder

=

]/

Close
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Send an email to many clients

1. Click Clients tab ] Ar—— -
J Appointments 3 ients |Dlh9l Information
3. Tick the boxes to
Sern I” GSelect&ll Clients .
ients
Lasthame | Firstname | M SeIeCt your CIIents
Add cliert1 ;
[ client2 client2 BA05/19589

Appointment history

All Appointments | [Diuration | Motes
2. Click Toggle Select | 4. Click Email Clients
\\ < m | 3
\" Tooggle Select | | Email Clignts
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Send an appointment reminder by email

5 Appointments Manager ﬂ

Appointments | Session I Clients I Other Information I

x| April 2011 |

Appoint t Time
28023 30 3N 1 2 3
|D2:30 Prd 4 5 B F 8 9 10
1N 12ZE 14 15 16 17
18 19 20 21 22 23 24 |

25 26 X7 28 029 30 1

2 3 4 5 B 7 8 .
T Today: 13/04/2011 1. Select an appointment
B Appointments for Day —

Time Client

P 02:30 test test

>
E
K
-

Delete

—Receipt
2. Click Email Reminder

Appointment Notes

Email Reminder
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