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To take full advantage of the management program, the first fundamental step is to setup all 

of the main features of your beauty center via the options in “settings”. This is the part that 

you’ll need to spend more time on, but once it’s all setup, the program will be a lot easier to 

use.  

On the screen labeled “settings”, you can find many sections different one from another that 

can help to improve your site: Company, Sales, Schedule, Others.  

 

1. COMPANY 
In the Company section you can find: Business, design, employees, appointments, business 

expenses.  

We will explain those in more detail below. 

 

1.1 BUSINESS 
In this section you can setup the basic information about your business, the currency, and also 

the conditions of contract. 



 

 

 

 

 

Some of this data is going to be visible through some of the marketing tools, like for example 

“Phone number to edit appointment”, that has to be added to the SMS or to the E-mails sent 

as reminders, newsletters or promotions. 

1.2 DESIGN 

This is the section in which you can customize the look of your beauty center. 

Logo: the logo appears on your program, on your tickets, and on the e-mail the system is 

sending.  

Business image: place a picture of your beauty salon. This picture shows up in the e-mails sent 

by the system and appears if you have the online reservations widget enabled.  

Color theme: choose the background color of the program.  

 

1.3 EMPLOYEES 
When you create a new employee you can add this information:  

- Name and E-mail address (you need to add an e-mail address that has not previously 

been used) 

- Role: Admin or Employee 

- IP access 

- Color of the appointments (important to distinguish one employee from another on 

the schedule) 



 

On the “permissions” tab of the new employee pop-up, you can also choose the permissions to 

be assigned to each employee. Next to every button there is an icon you can click on if you 

need further information.  

In the “online” section on the same pop-up, you can choose if you want your employee to 

appear when customers are making a reservation online. 

 

Once you have created all of the accounts, they are going to appear on a list in which you can 

see the employees’ records and modify everything related to permissions, holidays, info, 

schedule, and access other features.  

You can find these features on top of the screen:  

 

Sales per month 

Services performed per month 



 

On the bottom of the screen you can find other tabs with different functions: Holiday, online 

services, commissions, objectives, theme, and tips.  

HOLIDAY 
In this section you can indicate the employee’s working schedule and their holidays. You can 

use different tools to do so: set a default working schedule (always the same), create a 

different working schedule for one week, and you can also create special working shifts for 

your salon (morning or evening shift, weekend shift). When you indicate all of the shifts you 

can see them on the right of the screen, the shifts are going to appear in the color green.  

 

 

 

Picture, personal 

information and 

“edit” button 

The holiday period of the 

employee will be shown here 

Add fringe 



ONLINE SERVICES 

In this section you can indicate which services an employee can attend in order for the 

customers to choose them when booking an online service. The services that the employee 

can attend appear in the color green.  

 

COMMISSIONS 

You can assign fixed commissions to every employee, and you can see the % of sales services, 

commission of services, product sales, and commission of products, sales credits, commissions 

by credits, sales packs, and commissions by packs.  

 

If you need to assign a specific commission to a service, click on the green “new commission” 

button, select the category and add the percentage you need.  Once you finished, you can save 

by clicking on the “save” button.  

 

After you have established all the commissions for the services, the program is going to create 

a tab with all the commissions for the employee. From the buttons on the right you can change 

or erase those commissions as and when you wish.  

 
This sums up the total of commissions of one employee 

for the selected period of time.  



OBJECTIVES 
In this section you can establish monthly goals for an employee, and by looking at the progress 

bar you can control their daily progress.  

 

THEME 
Select the color of the screen for every employee, so that when using your computer, things 

will be easier to see.  

TIPS 
In this section you can see the summary of all of the tips an employee received in a specific 

period of time. 

 

1.4. APPOINTMENTS  
This is a useful tool if you want to organize 

your schedule by colors. You can choose to 

see a specific color for the services, for an 

employee, and for the resources or cabin 

that has been utilized.  

From this option in the settings you can 

also activate the blink of the appointments 

when customers have clinic information 

specified.  



1.5 EXPENSES OF THE CENTER 

You can setup and check the expenses of your center on the “business expenses” page in your 

settings. To create a new cost click on “new spending” at the top of the page and fill in the 

relevant details. Also, here you can organize your expenses by previously categories created, 

add recurrent costs, occasional costs, check the movements of the expenses, and change them 

when you need to.  

 

Fill in the description of the expense, the amount, and start date (you always need to add the 

start date, you’ll need to fill in the end date just in the case that the expense is an occasional 

cost that has a set duration) and don’t forget to add the recurrence (periodicity) of the 

expense.  

If you create a recurrent cost, it will appear under the “recurrent cost” tab and informs you of 

every movement that occurs. If you create an occasional cost instead, this will automatically 

appear on the movement list.  

You can get access to the details of any expense by simply clicking on the blue icon  

2. SALES 
From this section you will be able to handle everything related to the sales, such as: services, 

products, tickets, rates, credits, taxes and tips.  

2.1 CATEGORIES 
In order to start using our program, you need to create the categories in which later you will 

add the corresponding services. The first category you need to create by default will be the 



general one, which you will be able to modify later as well, always by clicking on the blue icon 

on the right. 

 

A category is made up of a bunch of services; every category should be given a general name 

that you can choose as you please: divide them into name of body parts, resources needed, by 

the beauty treatments, etc.  

To create a new category just click on the button labeled “new” at the top of the screen. 

 

 

2.2 SERVICES 
Once you have created the categories you need, you can now create or add services by clicking 

on “services”.  

When you enter this section, a list with all of the services you create will appear; they will be 

sorted from the oldest to the newest.  

 

To add a new service just click on this button: 

 

A screen is going to pop up and there you can set the configuration and activate the service 

from the many options that we will explain further down.  

Keep in mind that 

you can distinguish 

one category from 

another by selecting 

different colors for 

each one. 



BASIC INFORMATION 
On this first screen you can setup the basic information of the service, select the category to 

put it in, the price, the name, and its description, you can choose to set it as visible and also 

add a numerical reference.  

 

RATES 
If you open this section, a drop down list is going to appear and there you can add up to 4 

different rates to the service.  

These rates let you set different rates for specific days of the week, either because it is a busy 

day or because it’s the weekend.  

To do so click on “View configured rates”.  

 

ONLINE 

From this screen you can activate or deactivate the service online. This feature is explained in 

more detail in the Marketing tutorial.  

 



As seen in the picture, it is possible select the employee who can attend the service, add an 

online discount, select more filters (that are not visible, but that are going to be helpful to see 

its availability better) and also add the details required for it to be performed.  

REMINDERS 

In the “reminders” tab it is possible to set the date and create the text you want to send as an 

SMS to your customers after they attended your services.  

 

Remember that you can purchase our online reservation widget and SMS packs on our website 

or just by calling the office and via chat.  

PRICE TAG 

Using this tab you can add the products that the service requires, so that when you perform 

the service the system will automatically deduct the products from the stock.  

If a product is written in red, this means that its stock units are fewer than the minimum 

quantity previously specified.  

 

2.3 PRODUCTS 
On the main page of the section there is a list of the products that are available, stock 

movements, stock value in cost and stock value for sale.  

By clicking the red or green arrows in the “stock” column you can modify your stock, either 

raising or lowering the number of the products available (as can be seen in the picture below). 



By clicking on “New” on the bar at the top of the screen, a drop down list is going to appear in 

which you can set up a new product.  

 

BASIC DATA 

In this screen you need to fill in the basic information about the product: barcode, reference, 

description (name), category, stock, price and its availability for sale and its status (active or 

not).  

In addition, you can also synchronize your catalogue with your barcode scanner: click on the 

box near “Barcode” and scan the code of the product with the scanner.  

The program will automatically copy its number in the box which will going help you in finding 

the product during a sale.  

 

 

 



SUPPLIER 

In this section you can:  

- Associate the product to a supplier already registered in the system or you can also create a 

new one (by clicking on the blue icon on the right) 

- Indicate the minimum number of items for an order 

- Identify the minimum number of items you always want to have available. This is vital for 2 

reasons: 

 When the number of the items in stock is lower than the in the limit you previously 

specified, the products will appear in red. 

 Whenever you want to place an order to the supplier, the system is going to 

automatically add the products that are under the desired level to the order in the 

quantity you previously set.  

- Add the cost price of the product 

 

PRICE TAG 

Here you can indicate which products are required for a service, so that they can be 

discounted from the stock. 

 



2.4 CREDITS 
The “credits” are tools to enhance customer retention: this gives the customer the option to 

bulk buy a number of items for a cheaper price than if they were purchased singularly. The 

credits are very useful for treatments requiring multiple sessions or services frequently 

purchased.  

As you can see on the picture below, all of the credits will appear in a list. 

 

By clicking on the “new credit” 

button at the top of the screen you 

can create a new credit, this is what 

you are going to see: 

 

 

On this page you can fill in the name of the credit, price, expiration, session limit, category and 

the services included in the “credit”.  

When a customer is paying for a service that they already have credit for, an icon of a white 

star on red background will appear on the screen. If you click on that the client will be able to 

use it to pay for the service.  

Once the customer has used his last session, a reminder is going to appear on the screen.  



2.5 PACKS 
Our packs are useful features intended to offer our clients a pack of services at a cheaper price 

than if they were purchased singularly.  

From this section you can setup all of the packs you want to offer to your customers.  

 

In this pop-up you need to add the name of pack, the category, the services and products 

while including the price and selecting whether you want to activate or deactivate it.  

On the general “Packs” page, as in the other sections, you can see all of the packs you have 

activated for your business. If you need to look for a deactivated pack, just search for it using 

the search engine.  

 

2.6 TARIFAS 
Rates are a useful tool to distinguish the prices of the services from one to another; you can 

have different tariffs for different days (e.g. Weekdays prices and weekend prices).  

 

 

 

 

 

 

 



2.7 TICKETS 
In this section you can setup and also customize the tickets or invoices customers are 

going to receive after the payment of a service, product or treatment has been received.  

On the tab labeled “Configuration” you can choose between the following options: 

- Print tickets 

- The type of the ticket 

- And if you want your logo to be printed on the tickets 

 

By clicking on “Texts” you have these options instead: 

 

Here you can edit: 

- The ticket title 

- The standing ticket  

- The company identification code  

- The ID number  

With the promotional tickets your customers can receive promotions, just by purchasing 

services in advance; these promotional tickets can be customized. You can choose to activate 

or deactivate the promotional ticket, the type of promotion, the number of sales, the 

minimum amount of the sales and the promotional text.  

2.8 TAX 
Here you can setup the % of tax to add to your sales, distinguishing the products from the 

services.  

This can be modified and adapted to every country.  



 

 

 

 

2.9 TIPS 
In those centers where employees receive tips, you need to activate this feature: 

 

3. SCHEDULE 
From the schedule’s settings you can indicate the center’s opening hours and also the 

employees’ work schedule. In this way, the view of the schedule will be the same as the 

center’s working hours.  

 

3.1 Schedule 
You can customize your opening hours from Monday to Sunday, adding a full-time working 

schedule or by adding different time slots.  

 



On the right of the screen you will have a preview of how the working hours will appear on the 

schedule. 

 

From the “templates” section you are able to create templates of working shifts for the 

holidays, and working hours that aren’t regularly used in order not to have to reset them every 

time.  

3.2 Festive 
You can even add public holidays (national or local), so that the schedule will be blocked on 

those specific dates to avoid accidentally booking any appointments.  

These public holidays will automatically repeat every year, so you need to set the exact days of 

the holidays. (Just remember to set only those holidays which repeat on the same day each 

year). 

 



4. OTHERS 
Within “others” you can get access to these sections: providers, security, GDPR, control 

attendance and you can manage the resources and cabins.  

4.1 Providers 
On the main “providers” page, you can see a list of all the providers, the search engine to filter 

your research and the “new” button to create a new provider.  

If you need to look at a specific provider’s profile, just click on the blue eye icon to the right of 

the screen.  

As you’ve probably noticed by now, the process to create a new element (product, service, 

employee, and supplier) is always the same; this means that if you need to create a new 

supplier you just have to click on “new”.  

After clicking on “new” the main page that appears is “data”, in which you can add all of the 

basic information and choose the payment method.  

From the “product” tab you can create the new products that you are going to need from the 

supplier clicking on “new product”.  

On this screen you can also see your stock value in cost and your stock value for sale 

If you need to print the list, click on the green button “print”. 



On the next tab you can find all of the “stock movements”, chronologically ordered in a list.  

If you need to check an order or to create a new one, you can do that by clicking on “orders”. 

 

SEARCH ORDERS 

Status of the order  

NEW ORDER 

This screen is made up of two sections: 

a. Order 

This is a summary of the order where you can edit the billing information (discounts, taxes, 

observations and method of payment)  

 

b. Add products 

Here you can search the products related to a particular supplier; you can select every 

item you need and add it to the order (shown below). 

You can check or print the order 

and also change its format to xls. 



 

In the “configuration” tab you have the possibility to activate automatic orders and set a 

minimum number of items in stock to automatically set a new order.  

In the “documents” tab you can attach documents to the profile of the supplier. 

4.2 RESOURCES/ CABINS 
With this new feature you can include the resources of your beauty salon (cabins, tanning 

machines). So, every time you book a service which needs any specific resources, these will be 

indicated in order to avoid double bookings. 

To add new resources or cabins click on “new” at the top left of the screen and this is the 

screen that should appear: 

Add the name of the resource/cabin, the 

capacity of the cabin, the color in which is going 

to appear on the schedule, and the services that 

require this cabin/resource. Save it, and it is 

ready to be assigned for an appointment.  



4.3 Security 
In this section you can restrict the access and the sales to your employees.  

If you want your employees to be able to get access to the program only from the center, you 

have to activate the IP block and make sure that your supplier provided you with a fixed IP.  

By default the system will save the IP address with which you made this configuration.  

To restrict the possibility to have the sales modified by the employees and to avoid them 

making a fraudulent use of the system, activate this feature and give the password (that you 

can choose) to the person in charge or to a person you trust.  

 

4.4 GDPR 
If your center follows the General Data Protection Regulation, you need to add them in the 

privacy policy box. Once the text is written, you need to activate it every time you sign up a 

new customer, then you will need their consent (with or without a signature). 

You can even activate the option to send this by e-mail, in this way the privacy policy text will 

be automatically added by the system to the footer.  

Once you’re finished, remember to save these new settings.  

 



4.5 ATTENDANCE CONTROL 
This is a feature dedicated to all of those centers that require attendance or punctuality 

control of their employees.  

This is really easy to use, if you click on “enter register" at the top left of the screen this is what 

you are going to see: 

 

Here your employees have to add their e-mail address and password then save.  

If you want to register when your employee finishes just click on the blue icon shown in the 

picture below. 

 

 



And this is how it will appear on the tab:  

 

 


