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This screen shows you a summary of your customers, and you can order them as you wish.  

Here there’s a list you can interact with, looking for a customer or groups of customers 

according to their state or whatever filter you prefer to use. 

 

1. NEW CUSTOMERS 

 

To create a new customer you have to click on “New” on the action bar and fill in the data on 

the different screens you will come across. 

 

 

 

 



If your center has its own Privacy Policy, it’s important to tick the “I agree and accept the 

Privacy Policy” box and have them sign their consent, and in addition don’t forget to activate 

the feature to send reminders, e-mails and SMS. 

2. EXPORT AND IMPORT CUSTOMERS 

 

2.1 EXPORT CUSTOMERS 
Exporting customer is a really easy process; you just need to click on the button, open the 

download folder of your computer and open your customer file in the format .xls or .xlsx.  

2.2 IMPORT CUSTOMERS 
Importing customers is easier if you use our excel template. Once you filled in the 

document, select the file and click on “import”.  

 

3. SEARCH CUSTOMERS 

If you need to search a customer, you can do that by using one of our three search engines.  

1. You can find the first one on top of the screen on the right, close to the “suggestions” 

button. Using this search bar you can find clients by their name, phone number or e-

mail address. This search bar is permanent.  

2. The second one is at the top right of the customers’ tab and works as the first one 

does; but you can use it only when in the customers tab.  



3. You can use the third one again only on this screen, but it lets you search for groups of 

customers that correspond to the filters you used. (Gender, category, online customer, 

services, etc.) 

4. CUSTOMER RECORD 
You can get access to your customers’ personal records, to do so search for your customer’s 

name on the search engine then you can access a customer profile by clicking on the 

configuration icon. 

                                                                                         

 

The customer’s record is the feature in which you check your customers’ data related to your 

business. From there, you can get access to all of the pieces of information they gave or that 

you had the opportunity to input while interacting with them (data, notes, documents). All of 

the pieces of information of this tab are related to them (appointments, sales, credits, loyalty 

cards, quotes, schedule, and debts).  

These are the information you can see on the left hand side of the screen: 

 

This is what you can do by clicking on the tool bar at the top of the screen:  

 

 Create new customers 

 Create new sales for the profile you’re already on 

 Send or schedule SMS 

 Print a summary of the record 

 Send e-mails 

 Join customers 

Personal data and photo 

Edit customer’s record 

Clinical information (e.g. Allergies) 

Notes 



In this tutorial we will only explain how to join customers because you can find other 

explanations in the “schedule” and “marketing” PDF tutorials.  

4.1 JOIN CUSTOMERS 
This is really easy, you just need to click on “join customers” and this is the screen you will 

come across (shown below). Before proceeding, just check to make sure that you are on 

the profile with the personal data you want to keep. 

(When we join one profile to another the one we created the last will disappear).   

 

 

 

On the customer’s record you can also have a glance at a graphic summary and many 

different screens that you can access to see more specific information about the customer.  

We are now going to explain what you can find in this section:  

 

4.2 DEBTS 
The first screen you find on your customer’s record is debts: but you will only see this 

screen if the customer has any debts. If he/she does, this button is going to appear in the 

color red. 

Add the name of the 

customer you want to join 

Once you have selected the customer, 

click on the red “join customers” 

button 



Inside this folder you can see the debts the customer still has to pay and in addition the 

date, the initial amount, the amount left to be paid, the details of the sale, and the cash 

movement. By selecting one of the outstanding debts, you will be presented with the 

option to pay the debt and then indicate the amount being paid, the method of payment, 

and what the debt is caused by (description).  

 

4.3 APPOINTMENTS 
The second screen you come across (or the first if the customer has no debts) is 

“appointments”, in which you can find a summary of a particular client’s appointments in 

chronological order. You can see either the ones that you or your employees have already 

performed or the appointments that are still pending.  

You also have the chance to print a summary of the appointments that still are pending.  

 

4.4 SALES 
On the third screen you will see a list of “sales” you made or charged to the customer in 

chronological order. For every sale you are able to check the quantity, the item, the 

employee, the discount, the total cost and the method of payment. You also have the 

opportunity to print the ticket.  

In addition, on this same screen you can also have a glance at the whole amount of 

purchases of the customer, the points he got because of the purchases, the last movement 

of points, and see any comments made on their tickets.  

 



4.5 CREDITS 
Here there is a list of all the credits or vouchers. By clicking on “view sessions” you can see 

how many sessions they have left and even a description of the credit, and the possibility 

to cancel/delete it as well.  

For every credit you can see the purchase date, name and its expiration date and as well 

you have the option to edit any details. 

 

4.6 LOYALTY CARDS 
In the folder labeled “loyalty cards” there’s a list of the loyalty cards purchased by the 

customer. Here you can check its numeration, purchase date, description, amount used, 

remaining amount, discounts for services and products, and the expiration dates.  

 

4.7 BUDGETS 
This is where you can find the quotes related to the customer. Using this feature your 

customers can have a summary of the services on offer to them and a final budget. 

On this same page you can modify any existing budgets or create new ones by clicking on 

“new budget”.  

 

They are shown in a list format and give details about the date, 

code number, information/description, business, employee, 

customer, and the total amount.  

In addition, there are other actions you can take: 

 

4.8 SCHEDULE 
By clicking on “schedule” you can get fast access to the schedule to find or book an 

appointment for the specific customer, to do so you just need to click on the hour of the 

day you want to book the appointment on; and the system will automatically load its 

profile.  



 

4.9 DOCUMENTS 
You can upload here all the documents you need for this customer: i.e. clinical 

information, pictures (before and after the treatment), etc. 

 

To upload a new document, just click on “attach document”, fill in the title, select the file 

and then save.  

 

4.10 SURVEY 
On this screen you have access to all of the surveys the customer has completed, and you 

can also see all of his/her answers. 

 


