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The schedule section is, by default, the main page of your KOIBOX panel, in which you can see 

the general configuration of the various categories, services and products that you will use 

every day to manage your business. This is a practical tool which you can easily use throughout 

your workday.  

The type of view can be setup to show your beauty center’s timetable, the holidays of your 

employees, their working schedules and bank holidays, so that the planner will avoid and block 

scheduling appointments during those days.  

In order to do so, you need to go to “settings > planner”, you can more details about this 

process in the “settings” tutorial.  

1. SELECT THE TYPE OF VIEW 
You can select the type of view you want for your schedule: it’s possible to 

choose to structure it in columns and to assign an employee to each column; 

otherwise you can choose to have a daily, weekly or monthly overview.  

You can even choose a specific day just by clicking on the “schedule” icon.  

 

 

In addition, you can filter your schedule by category, employee or status of the appointments. 

At first, by default, you will only be able to see the appointments that are pending.  

 

You can print your daily overview just by clicking on “print” on top of the page.  

 

 

2. APPOINTMENTS 

2.1 SCHEDULE APPOINTMENTS 
When a customer is calling to ask for an appointment you have two options to choose from:  

- By clicking the button on top of the screen “new appointment” 

- By selecting the time of the appointment on the schedule 

We suggest using the 

“employee” view because 

it’s the easiest way to 

view the working day! 



To do so, you need to open a drop-down list and assign a customer to the appointment using 

the search engine or with the predictive text in the customer box; or in case this is the first 

appointment the customer is requesting, click on “new client” icon at the end of the box.  

Always remember to add the name of the worker/ employee who is attending the 

appointment. If the appointment was attended by another employee you can always change it 

during the payment. You also need to specify the services requested by the customer, by the 

type of the services selected and by the quantity of them, the duration of the appointment will 

adjust itself starting from the time we first selected.  

 

 

            

 

                                                                                                                     

                                                                                                                                

                                                                                                                                          

 

 

 

 

Always keep in mind that services are filtered by categories, so they are easier to be 

identified. In addition, you can use the search engine to easily access the selected category.  

 

Create new customer 

Select employee 

Create new services 

Choose packs, 

services and 

resources/cabins  

Search for an existing customer 



 

Moreover, if those centers using the cabin, weekly or monthly type of view assign an 

appointment outside the business hours of an employee, a notification will pop-out to report 

the problem, in order to let you change it and assign it to another employee.  

 

When creating a new appointment, after having selected the client, you can use other tabs to 

add details to the reservation.  

 

 

 

 

 

 

 

 

For schedules that have many 

service categories, it’s convenient 

to filter the schedule by categories 

before scheduling an appointment 

in order to distinguish one service 

from another.  

Add relevant medical information 

about the customer (allergies, 

health problems, etc.). This will 

make the reservation of this client 

pop up in the schedule 

Add notes about the customer 

List of moves of the 

appointment 



Once you book the appointment, the reservation will show up in the schedule and you will be 

able to take whatever actions you need to.  

2.2 CHANGE AN APPOINTMENT 
If you need to change an appointment you already booked, you have 2 options:  

- Click on the time of the appointment and drag it to the new time in the schedule you 

want to set it at.  

- Click on the appointment and manually change the date and time of the reservation 

using the drop-down list.  

2.3 CHANGE THE STATE OF AN APPOINTMENT 
If you want to change the state of an appointment in the schedule, you just need to search the 

appointment, click on it, and then click on the drop down list labeled “state” and select the 

option you prefer.  

 

 

2.4 PAYMENT  
When it comes to taking payment for a service, you need to select the appointment being paid 

for and click on the “payment” button you will find on the appointment pop-up.  

 

Click on it and a screen will appear in which all of the products and the services booked are 

summed using the prices you already set, but you can also change some of the fields such as 

the employees who attended the services, any discount, the tax fees, and you can even add 

the sale of any products to the service.  

State options: 

 Pending 

 Cancelled by center 

 Missed 

 Cancelled by user 

 No confirmation 



In this screen you can see the details of the sale (prices, tax fee, and discounts) and all of the 

observations about the sale. All of the saved observations can be consulted for each “client” 

and from the “client’s file card/sales”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can choose 

different employees 

for every service 

Click here to modify 

the number of units  

Modify the tax fee 

You can apply 

discounts in % or € 

Points-of-sale system. 

It automatically 

estimates the 
discounts 

Use gift cards or loyalty 

cards. 

Remember: the 

customer has to buy 

the gift card or loyalty 

card first in order to 

use it 

 

In case the customer 

had any debt, a button 

“Debt/dues” will 

appear on the bottom 

of the screen. 



 

More information regarding the “points” and “card” features are detailed in the Marketing 

tutorial. 

You can add services, products, credits, packs, gift cards and loyalty cards to the payment by 

just clicking on them in this screen.  

 

 

 

Once the customer is ready to pay, you can choose from two options: payment with cash or 

with card.  

 

 

If the customer wants to pay with both cash and card, you need to click on “Mixed” and this 

window is going to pop-up: 

 

Click here to 

create a new 

service 

Use this feature to search for any 

service, product, credit, pack, gift 

card or loyalty card 

By clicking on “others” you 

can choose from different 

types of payments, such as 

Mixed payment, gift card, 

PayPal, etc.  



Here you can add the exact amount the client is paying by card and by cash. 

If the customer is just paying with cash or with the card, this is the window that is going to 

pop-up: 

 

If, once the payment is completed, the sum does not cover the whole value of the services or 

of the products, the system will automatically create a debt, and we will show you later how 

cancel or extinguish that debt.  

The debt will be saved on the client’s profile until it is paid. It can also be cancelled from the 

client’s personal file. 

If the customer wants to pay the entirety of their debt(s) or even just a part of it, you have to 

go to the client’s personal file via ‘’Customers’’ and click on the ‘’Debts’’ button on top of the 

screen.  

Here you can see a complete list of the debts and their state. 

 

2.5 MORE ACTIONS FOR THE APPOINTMENT 

Divide into Services 
When you book an appointment with many services for the same customer, you have the 

possibility to divide the appointment into services, in order to easily organize your schedule 

and optimize the time in managing your schedule.  

You can find this feature in every appointment’s pop-up by clicking on “Actions” (as shown 

below): 

By clicking here you can choose which debt to delete, specify the amount the customer is 

paying, the method of payment, the date and you can also add a description.  



 

 

 

 

 

 

 

 

 

 

 

This option just changes its visual presentation so that the other features of the appointment 

can be optimized: 

- To pay for an appointment, you just need to select one of the services/products and 

then click on the button ‘’payment’’ so that the system will automatically estimate the 

sum of the whole sale.  

- The reminders keep working as usual, and the customers will only receive one (they 

will not receive a reminder for each service/product but just one for the whole 

appointment)  

Clients in the Center 
You can set an appointment as “in 

waiting room” if the customer is 

waiting to be attended. This will help 

you in giving priority to the 

appointment. 

If you select this option, a clock icon is 

going to appear on the schedule and 

the whole screen of the appointment 

is going to blink to let the employee 

know that the customer is waiting.  



3. OTHER FEATURES 
In addition to all the basic features that will help you in easily managing your schedule, we 

have also added other tools that can facilitate your daily work.  

3.1 CUSTOMERS IN THE CENTER 

In this section you can see a list with the customers who are “in waiting room”.  

3.2 NOTES 

This function has been created to let you write annotations and notes from the schedule, so 

that the employees can centralize them in the same place.  

You can find them in the schedule on the banner on top of the timetable. 

 

The notes will appear in this section until you decide to delete them. 

3.3 WAITING LIST 

We developed the waiting list, a feature in which you can register those clients who called to 

book an appointment but could not fit in the schedule or if the service was unavailable.  

 

You have to fill in these details: 

 



Once the “customer waiting” note is saved and there’s a gap in the schedule, for example, due 

to cancellation, the system will automatically look for customers whose requests could fit in 

the gap and will also tell you which ones to call. 

 

 

 

 

 

  

3.4 ALARMS 

You can even create reminders in the schedule and the system will automatically notify you 

with a pop-up and a push notification.  

It’s really easy to do: you can find a tab labeled “Alarms” on your schedule. 

 

You just need to click on “alarms” and then on “create an alarm” at the top right of the screen, 

and fill in the details. 

 

 

 

 

 

 

 

When the time of the alarm you created comes, this is what is going to appear on your screen: 



 

 

3.5 CONFIGURATION  

At the end of the bar above the schedule, you will find the tab “configuration” 

 

By clicking on this button you can change the setup of your schedule, both the opening times 

of the center and the schedule of your online appointments.  

On this page you can choose from the following options: 

- Schedule’s accuracy  You can determine the time interval with which the hours will be 

shown only in the schedule of the software (from 5 to 5 minutes until 30 to 30 minutes). 

- Holidays  You can choose the days your center will remain closed (such as bank holidays) 

and the system will not let you book appointments during those days. 

Configuration of online appointments: 

- Pay booking  When customers book appointments online, they have to pay for it 

beforehand 

- Select employee  Customers can select from which employee to be attended when 

booking their appointment 

- Intervals  You can determine the minimum duration of the appointments that 

customers can book online 

- Deadlines for reservations  Restricts the period of time in which customers can book 

appointments 

- Deadlines to cancel or modify reservations  Restricts the period of time in which 

customers can cancel or modify their reservations 

 

 


