
 

 
Staff App Guide and 

Walkthrough   



 

Business Profile Tab:  

• View and update all company profile 

information. 

 

Buttons Top Right Corner 

• Access Clients, Fill out Forms  

• Add & Send Notifications to Customers  

• View New Booking Notifications 

 



 

Calendar Appointment Diary:  

• View Bookings for the Day and other 

dates. Select and change Date. 

• View Staff on shift and the activity of 

bookings for each hour. 

• View Clients, New Sale, Add a Booking 

• Select Booking to view more details. 

 

 

 

 

 

• Flick between days,  

• Bell Icon in bottom corner Indicates 

new booking 

 

 

 



 

Add a New Booking  
• Select the + on the Top Right Corner  

• Select the ‘Location, ‘Date, ‘Service’, 

‘Team’ 

• View and Select available Time Slots 

• Confirm and Save the Booking 

• The New Booking will Appear on the 

Calendar for the Selected Date and 

Team member 



 

Recording New Sale  
• Once complete booking is selected 

• View ‘When’, ‘What’, ‘Team’, 

‘Customer’ auto selections 

• Select added notes if needed 

• Redeem Customer Gift Cards 

• Redeem Loyalty Points 

• Give Discounts if required 

• Select Payment Method 

• This will allow staff to take payment 

and record a sale from a customer. 

• ‘Due Now’ is what the customer is 

required to pay. 



 

Calendar Events:  

• Outlined Box Colours: 

• RED: Unpaid – still to receive money 

• BLUE: PREPAID – Customer has paid on 

the App 

• GREEN: Completed Checkout of 

Customer 

 

 

 



 

 
Refunding Sale 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

• Select Top Right Corner on Calendar 

• View Sales 

• Select Sale to be refunded 

• Select Refund Sale 

• Confirm, this will refund the 

customer  



 

Admin Options  
• Select Options on the top right 

corner (3 Dots) 

 

• Available options include: 

o View Sales 

o New Sale 

o Block Out Time 

o View Customers 

o View Dashboard 

 



 

View Sales 
• Select Time Period of Sales to View 

• Export Sales: Select The Options (3 

Dots on top right corner) 

 



 

View Customers 
• Select View Customers 

• View Full Details of Customer 

History 

• View Loyalty Program Points 

• Send Individual Offers & Contact 

Info 



 

Dashboard Options 
• Select View Dashboard from 

Calendar Options 

• Team: Adjust Schedule, Add Holiday 

• Service Discount: Add new discounts 

and offers to the services list 

• Loyalty Program: Add loyalty points 

to customers  

• Gift Cards: Add Gift Card to 

Customers 



 

Team Options 
• Select Team from Admin Options 

• Select Existing Team or Add New 

• Adjust Schedule for each day by 

changing time or close the day off 

when needed 

• Add Holiday  

• Change Location of Team Member 

• Update profile picture information  



 

Gift Cards 
• View list of purchased Gift Cards 

• When a customer comes in view 

code and redeem on ‘New Sale’  



 

Add Loyalty Points 
• Select Loyalty Program  

• Add the Value of Points  

• Choose the Customer 

• And Checkout! 



 

Notifications Hub 
• Select the Bell Icon on Profile Tab 

• View All Notifications as they come 

through 

• View Details of Each Notifications 

• Send notification to all customers on 

the App by choosing + 


