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PREFACE

The purpose of this guide is you provide you with quick reference points for the most common booking scenarios you may
encounter in your Juut frontline position.

Because this is a reference guide, the steps explaining the procedures are deliberately kept as brief as possible and illustrations are
provided to aid understanding. If you need a more in-depth discussion of the booking process (and its related subject — checkouts),
refer to KORVUE online help and the other user documentation provided by Verasoft. WHAT YOU NEED TO KNOW — READ THIS
FIRST

Occasionally, you may find out that some of the actual screens and procedure steps on your workstation may differ from what is
described here. This may happen if some specific custom settings are in effect, either for your entire KORVUE system or for your
particular workstation.

KORVUE offers 3 appointment booking methods, which differ in speed and in how detailed the information you enter about the
appointment is:

® Insta-Booking — fastest, lowest level of detail
® FastBooking — fast, medium level of detail

® Advanced Booking — most detailed, optimum balance between booking speed and level of detail, plus Advanced Availability
Search capabilities (automated finding of available time slots suitable for the appointment)

Which method to use depends on what the service you are booking is:

® |nsta-Booking — use it for the services listed in the the Insta-Booking menu (Refer to the first picture in the Insta-Booking
procedure description on page 5.). Typically, these are the common services for a domain (e.g. Hair Cut, Neck Trim, Bang
Trim, Brow Wax, 60-Minute Massage, Basic/Mini Manicure, Basic/Mini Pedicure)

® FastBooking — use it for the common services when you need more control over the appointment data. For instance, when
you need to change the provider, add an assistant, or specify a resource.

® Advanced Booking — use it for multiple or complex appointments, or when an appropriate opening for the appointment is
not immediately visible in the Scheduler (Use Advanced Availability Search in this case, see “Booking Complex Appointments
(Advanced Availability Searching)” on page 32.)

When Insta-Booking or FastBooking, you need to first find an available opening with a particular provider in the Scheduler and make
sure the requested service fits into that opening. If unsure of the duration of the service with that provider, it is a good idea to check
that duration first in order to prevent getting availability errors later when the actual Insta-Booking or FastBooking is attempted. If
unsure of the appointment duration or if you cannot find a suitable opening in the Scheduler, use the Advanced Booking procedure
and take advantage of the Advanced Availability Search feature.

During the booking procedure, you may need to update the guest’s client record or, in case of a new client, create such a record.
This can be done without quitting the booking procedure and is duly explained in the Insta-Booking and FastBooking chapters.

The booking procedures instructions in this book presume you are booking a single service; the individual steps needed for the more
complex cases, like booking combos and packages, adding products, etc., are given as separate topics in chapter “Some Complex
Booking Scenarios” on page 25; you simply have to perform these steps in the appropriate place of the Advanced Booking
procedure.

And, finally: before starting any booking procedure, make sure that you are logged in.



BOOKING APPOINTMENTS — STEP-BY-STEP GUIDE

Booking Appointments Overview

Booking appointments is done in the Schedule screen (aka. “the Scheduler”). It is accessible from the Director screen by pressing F4
or by clicking the F4 Scheduler button on the Navigation bar:

F1 F2 F2 F4 F5

MRECTORN CHECKOUT | CONTRACT SCHEDULEK CLIENT

The suggested way to book an appointment is as follows:

1. Locate an appropriate time slot (page 4)

2. (Optional) Check the duration of the service with the chosen provider (page 4)
3. Use the Booking procedure (page 5):

Insta-Booking: FastBooking /Advanced Booking:
3.1. Start the procedure 3.1. Start the procedure
3.2. Add the service to the appointment 3.2. Add the guest’s name to the appointment (see the note

beneath the table) (page 9)

3.3. Add the guest’s name to the appointment (see below) (page | 3.3. Add the service to the appointment
9)

Note:
Adding the guest’s name to the appointment (step 3.3. in Insta-Booking and 3.2. in Fast Booking,) includes:
3.X.1. Search for the client record
3.X.1.1. Search by telephone number
3.X.1.2. (If not found) Search by client name
3.X.2. (If no or outdated record) Update or create the client record
3.X.2.1. (if found and updating is appropriate) Update the client record

3.X.2.2. (if not found = new client) Create the client record

4. Verify the appointment (client, provider, service, date and time) (page 14)

The above is the “big picture”, the what-to-do checklist for the procedure. For the how-to information (the details), see the topics
that follow. (Each major step in the process described above comprises a numbered sub-chapter in the book.)



1. Locating an Appropriate Time Slot

If a specific provider has been requested: If no specific provider has been requested:

In the Schedule [F4] screen, navigate to the required date in | In the Schedule [F4] screen, navigate to the required date.
the Scheduler and find an appropriate opening. (Change the | (Change the View of the Scheduler if necessary. Find an
View of the Calendar if necessary.) appropriate opening for a given time in_accordance with
priority booking (starting from the left and going to the right).

2. (Optional) Checking the Duration of the Service with the Chosen Provider

To check the duration of the service with a particular provider you need to open the Service Pricing panel. In it, all services done by
the provider are listed together with their durations.

2.1. Open the Provider Service Pricing panel. To do this, right-click on the provider’s name (the header of the provider’s column)
and from the context menu that appears, select “Show Service Pricing”:

Today, Monday,

Gracie

_—MHI
Switch to Weekly view

Appointment Listing for Today

Appointments Listing L4
RITA SH |
Double A Appointment Report for Today
Appointments Report L
W FOTHET.. T 1

The Provider Service Pricing panel opens at the bottom of the Scheduler, listing the timings and prices for the provider:

0 REBA MA... | § REBA MA... RITA SM...
Full High... Massage Massage
RITA SM. lean Sheets. 1.AE lean Sheets
Dauble P... ) waxing C...| |
B$100.00
[ N e Yl + |
Full High...
[~ Bs100.00
LMmE [ - || DANKEN... LORT NEU MICHAEL ...
Ful High... Deep ... » Swedish .. Shiatsu M...
B $100.00 I
[ 7] A
n N M. lean Sheets. _E panken... P P F lean Sheets
F.. |l s Cell Ren... BN e =
L

Hair Styling
cut

h
047 Double Process 0130 $ -

Serach by SERVICE CODE Locate by SERVICE NAME JE3)

(any provider clazz and typa) (default)

2.2. Check the duration of the requested service with the provider. (Keep in mind that the individual provider’s duration for a
particular service (if such individual duration exists), always takes precedence over the standard service duration.)

2.3. Close the Provider Service Pricing panel. To do this, click anywhere within the Scheduler.



3. The Booking Procedure

Insta-Booking:

FastBooking:

Advanced Booking:

3.1. Start the procedure:

Right-click on the time slot matching the
beginning of the service and then, in the
context menu that appears, hover the
mouse pointer over the Insta-Book
Service option. A sub-menu listing the
serviceslyou can book yviII open:

Calander Date >

E%H Double Process
FASTEook this Time Slot Fs Ful Hightight
Advanced Baok this Time Siot F3 partal Hightight
Recurring Book this Tme Slot F4 Shampoa and Styie

Make Selected Tme Slot Available » single Process

Make Selected Tme Slot Unavailable > Straight Style Blowout

Undo Availability/Unavailabiity Change Womens Haircut
T . T

3.2. Add the service to the appointment:

In the sub-menu, click the desired

service:

| | | |
:-— T T
Advanced Book this Time Slot (default) F2

Calander Date 3

| Double Process

FASTBook this Time Slot Fs

Advanced Baok this Time Siot F3 Partial Hightiight

Recurring Book this Time Slot F4 Shampoo and Style

Make Selected Time Slot Available » Single Process

Make Selected Tme Slot Unavailable » Straight Style Blowout

Womens Haircut
T

Undo Availebility/Unavailabilty Change
T T T

This will cause the Find Client dialog to
pop up:

45047~ MICHAEL MASTERSON

Find'Client

45045 DAN KENNEDY

45044 - PETKO MIKHAILOV.

Proceed with adding the guest’s name to
the appointment.

3.3. Add the guest’s name to the
appointment. Refer to 3.X. Adding the
Guest’'s Name to the Appointment
chapter.

3.1. Start the procedure:

Click on the time slot matching the
beginning of the service and then press
F5.

Note: If you don’t remember the F5
shortcut, just right-click the time slot and
from the context menu that appears,
select “FastBook This Time Slot.”

The Find Client dialog appears:

45047~ MICHAEL MASTERSON

Find'Client™

45014 - MISS LORINEU
258 HOTLANE
(317)598.8522 - neu@abo com

45045 DAN KENNEDY

45044 - PETKO MKHAILOV

eeeeecce

45016- MRS LILLY SMITH
KAy D
7852:3%

3.2. Add the guest’'s name to the
appointment. Refer to 3.X. Adding the

Guest’'s Name to the Appointment
chapter (page 9). After successfully
adding the guest’s name, proceed to step
3.3.

3.3. Add the service to the appointment:

Once the guest’s name has been added,
the Fast Book panel will appear above the
Scheduler and the screen will switch to
ADDING mode (Note that the service
provider in whose column you have
started the process is now shown as
default in the Provider field):

- Woracie [none)

3.1. Start the procedure:

Click on the time slot matching the
beginning of the (first) service and then
press F3.

Note: If you don’t remember the F3
shortcut, just right-click the time slot and
from the context menu that appears,
select “Advanced Book This Time Slot.”

The Find Client dialog appears:

45047~ MICHAEL MASTERSON

Find Client

45014 IS LORINEU
25EHOTLANE
(3175389532 -neu@abe com

45045 DANKENNEDY

45044 - PETKO MIKHALOV.

eseccece

45016- MRS LILLY SMITH
254 KAY RD.

3.2. Add the guest’'s name to the
appointment. Refer to 3.X. Adding the

Guest’'s Name to the Appointment
chapter (page 9). After successfully
adding the guest’s name, proceed to step
3.3.

3.3. Add the service to the appointment.

Once the guest’s name has been added,
the Scheduler will be replaced by the
Advanced Book and the screen will switch
to ADDING mode:

SCHEDULE
B - - - e e - i oma -
JAN MCCLEAN NONE 45007
JAN

F2 | Add a Service .
Moy

F4 | AddaPackage / Combo
F5 | AddaProduct

Comment

e ) [

3.3.1. (Optional) If you need to change
the provider, you can do it from the
Provider drop-down list (Point and click
the provider field to open the drop-down
list.):

6 |

3.3.1. Make sure that, in the Next Action
panel, the “F2 | Add Service” option is
highlighted and then press the Enter key.
Otherwise, either press F2 or simply click
the option (See the picture above.)

This will open the Add Service panel with
the Locate by SERVICE NAME field at the
bottom of the screen highlighted in
yellow and ready for your input:



3.3.2. From the SERVICE drop-down list,
select the desired service (only the
services for the selected provider are
shown):

SCHEDULE

P

LORI NEU

Tip: As a faster alternative, you can type
in the name of the service in the field;
typically, you don’t have to type the
whole name because KORVUE
automatically displays the first match
found as you type.

3.3.3. Once the correct provider and
service have been chosen, save the
appointment by clicking the SAVE button
on the Schedule [F4] screen toolbar
(Shortcut: F12):

OPEN MANAGEMENT WEB HELP | CLOSE
PRODUCT

11:16 AM SAVE APPOINTMENT
TIME CLOCK JOE

canceL | § -

AD | E-FORM MY KORVUE

45014

W Req URCE

today month week day b @& @

Monday, September 29

DAN KN |
[Clean Sheets

MICHAEL ..
Clean Sheets

LORI HEU 7)
swedish ...| [ Pl P

G
F
g DAN KEN...

CeHRer\...I: B B

This should close the FastBook panel and
add the appointment to the Scheduler
(the booking procedure is now over)
unless your system is set to ask you for
some additional information. If the latter
is the case, proceed to the next step.

3.3.4. (Conditional) Depending on your
KORVUE system settings, you may be
prompted for some additional
information like as to whether or not the

SCHEDULE

JAN MCCLEAN

3.3.2. Locate the service in the listing by
typing its name in the Locate by SERVICE
NAME field.

Note that, as you type, the list of
matching services narrows down making
it easier to pin-point the service you

want.
. I:@I:-@
) servic mmend: s FG active packages 7 recent services

Provider
ol services - ider services
NG RV e—
coDE SERVIGE HA

FE suggested

Also, if you type in a longer portion of the
service name (and type it correctly), the
service you want will remain the only one
on the list.

Tip: If you know the code of the service,
you can use the Service Code field instead
(the utmost-left field in the picture
above). This is the fastest way to locate a
service.

3.3.3. Once you have found the service in
the list, make sure it is selected
(highlighted). If not, either click it or use
the Up and Down Arrow keys (> and { )
on your keyboard to navigate the
highlight to it.

3.3.4. Press the Enter key. This will add
the service details to the fields above the
services listing with the default provider
listed in the Provider field. The Provider
field is also highlighted, which means that
you can change the provider if you want
to:

S Ada‘Service =

In addition to that, the service is added to



provider has been requested:

\')IJ Fobson, has CHRISTINE 0. been requested for this service? -[
) .

1

W s

W an H

Handle such prompts as necessary. (There
can be more than one prompt.) When
you have responded to the last prompt,
the appointment will be added to the
Scheduler and the booking procedure —
finalized.

Tip on the Requested Provider prompt:

A provider is considered “Requested”
only in the “New Request” or “Return
Request” scenarios. If a provider has been
referred to a provider by another
provider  or based upon your
recommendation or upon the priority
booking order, then he is not considered
“Requested”. (Referring by a salon
employee is equivalent to the “Salon
Referral” scenario.)

Note: While the FastBook panel is open,
clicking on any other time in the
Scheduler will cause the appointment to
be booked at that time. This is designed
as an easy way to change the
appointment time but can lead to
incidental errors, so be careful! If you
click in another column, the provider will
not change since the operation has been
started from a particular provider column,
but the time can change.

the list of services for the appointment:

SCHEDULE

JAN MCCLEAN

3.3.5. Change the provider, if necessary,
by selecting another one from the drop-
down list (you can also type the first
letter(s) of the name for faster navigation
and then press “Enter”), and then confirm
the chosen provider by pressing “Enter.”

This will move the highlight to the
Duration field:

=Add Service =
Brazilian Waxing

3.3.6. Change the duration, if necessary,
by directly typing the desired duration
into the field, and then confirm the
duration by pressing “Enter.”

Tip: Another way to change the numbers
in the Duration field is to drag and
highlight the part of the time you want to
change (the hours, the tens of minutes or
the minutes) and then to use the spin
buttons at the right boarder of the field.

Tip: If you want to add another service,
instead of pressing the Enter key, either
press F2 or click the

v

4

F2

button at the utmost right of the details

row:

::”LI
This will add the current service to the
appointment and let you add another
one. (Repeat steps 3.3.2.+3.3.6. now.) End

of Tip

Pressing “Enter” will close the Add Service
panel and take you back to the Next
Action panel with the “F12 | DONE! Save
Appointment” option pre-selected
(highlighted) so can finalize the
appointment by just pressing “Enter”



again:

JAN MCCLEAN

Service Info Recent Appts.

| Add a Service
F3 | AddaService Gap

F4 | AddaPackage / Combo
F5 | AddaProduct

F6 | i Comment

| Advanced Availability Search

F12 | DONE! Save Appointment

3.3.7. (Optional) Add other services,
service gaps, products, or comments to
the appointment as necessary. (For
details on these and some other more
advanced booking scenarios, refer to the
respective topics in the Some Complex
Booking Scenarios chapter on page 25.)

3.3.8. When finished, make sure the “F12
| DONE! Save Appointment” option is
highlighted and save the appointment by
pressing “Enter.” (See the picture above.)

(An alternative way to do this is to press
F12 or to simply click the option).

This will close the Next Action panel and
take you back to the Scheduler. The
appointment is now available in the
Scheduler.

Note: If having trouble fitting the
appointment in the initial opening in the
Scheduler (you will now because in this
case KORVUE will pop up an error
message when you attempt to save the
appointment) or in case you want to
suggest alternative booking times to the
client, perform an Advanced Availability
Search as a final step before saving the
appointment. (For details, refer to
“Booking Complex Appointments
(Advanced Availability Searching)” on
page 32.)



3.X. Adding the Guest’s Name to the Appointment

The below instructions presume that you are in a booking procedure and have reached the point at which the Find Client dialog has

been displayed.

Overview

In the Find Client dialog, search for the guest’s name and add it to the appointment. If there is no record for the guest (new client),
use the Quick Add option to create a file for her. Following are the exact steps how to do it.

Tip:

If the client record has been recently used, her name may be shown in the list of the most recently used client records on the right-
hand side of the Find Client dialog. If this is the case, you don’t have to do any searches: just click and highlight the client from the
list and then click the Use Selected button. (Shortcut: double-clicking)

3.X.1. Search for the guest'’s client record.

3.X.1.1. Search by telephone number:

3.X.1.1.1.

3.X.1.1.2.

3.X.1.1.3.

3.X.1.1.4.

3.X.1.1.5.

In the Search Type ... selection options, make sure “Any of Client’s Phone Numbers” is selected:

45047 - MICHAEL MASTERSON

45074 - MISS LORINEU
258 HOT LANE
(317) 598-8632 - Ineu@abc.com

45045 - DAN KENNEDY

Search Type ..
i~ Client's Acco

45044 - PETKO MIKHAILOV

45016-MRS LILLY SMITH
254 KAY RD
(317) 852-3638

F& show all recent searches

Update Client Use Selected

Quick Add Cancel and Return

In the search field, type the client’s 10 digit phone number without spaces, hyphens, or brackets and
press “Enter”. If you can identify the client’s record from the results (i.e. there is only one file for that
name and phone number) proceed to step 3.X.1.1.5. (page 9).

(Conditional) If the Include Inactive Clients option has not been selected, check it and press “Enter”
again to repeat the search. If you can verify the client’s file from the results (i.e. there is only one file
for that name and phone number) proceed to step 3.X.1.1.5. (page 9).

Ask the guest if she could recall any other phone number with which they might have been registered
in the database, enter it, and repeat the search. If you cannot find the client record again, proceed to
step 3.X.1.2. “Search by client name” (page 9).

Click and highlight the client record from the list and then click the Use Selected button. (Shortcut:
double-clicking) This will add the client to the appointment. Proceed to the next step of the overall
booking process given in the overview (Refer to “Booking Appointments Overview” for details, page
3.).

3.X.1.2. Search by client name (Nickname + Last Name):

3.X.1.2.1.

3.X.1.2.2.

In the search field, highlight and copy the phone number (use Ctrl+C) so you would not have to type
it again if the client record is to be updated or created.

In the Search Type ... selection options, select the Client’s Last Name option.



Find Client

Search Type ...
¢ Client's Account #

Enter Client's complete LAST NAME...

today’

spoirtments [€] ;
FIND

45014 - MISS LORINEU
258 HOT LANE
(317) 598-8632 - Ineu@abc.com

45047 - MICHAEL MASTERSON

45045 - DAN KENNEDY

45044 - PETKO MIKHAILOV

45016 - MRS LILLY SMITH
254 KAY RD
(317) 852-3698

F& show all recent seanches

Update Client Use Selected

Quick Add Cancel and Return

With larger databases, you may want to clear the “Partial Match (slower)” box to reduce the search results to a
manageable number. (Take extra caution, however, to spell the whole name correctly.)

3.X.1.2.3.

In the search field, type the client’s last name and press “Enter”.

If NO MATCHING RESULTS are found:

If THERE ARE MATCHING RESULTS:

Create a new client record for the
guest. (Step 3.X.2.2., page 12)

cLi

JULIE SMIT|

The search results appear in the Find Client dialog:

Find-Client

ey ILE PHONE
INDIANAPOLIS
INDIANAPOLIS
INDIANAPOLIS

EMAIL ADDRESS

(317) 456-9363
2-3698  (317)822-5454  rsmith@abe.com

Update Selected Select this Client

Quick Add Cancel and Return

Proceed to the next step (3.X.1.2.4).

3.X.1.2.4. |If there are relatively few records in the results with the same nickname and last name as the guest
(scroll down through the search results if necessary) and you can identify the guest’s client record
among them (i.e. the guest can recognize either her phone number or email address), you have the

3.X.1.2.5.

following options:

UPDATE THE PHONE NUMBER
and then finalize the booking procedure

POCEED WITH THE BOOKING PROCEDURE
without updating the phone number

Click and highlight the client record from the
list and then click the Update Selected button.
This will open a form with the guest’s client
record details for editing. Proceed to step
3.X.2.1. “Update the client record”.

Click and highlight the client record from the list
and then click the Use Selected button. (Shortcut:
double-clicking) This will add the client to the
appointment. Proceed to the next step of the
overall booking process given in the overview
(Refer to “Booking Appointments Overview” for
details, page 3.).

If the results are too many to be reasonably handled by simple scrolling and browsing, you can search
within them using the search field in the Find Client dialog:

10



3.X.1.2.5.1. From the drop-down list just above the search field, make sure “Search by NICKNAME

and then by LAST NAME” is selected:

‘Search by NICKNAME then LAST NAME... ﬂ

#

3.X.1.2.5.2.

Update Selected Select this Client

Quick Add Cancel and Return

In the search field, start typing the guest’s nickname followed by the last name. (If

the client doesn’t go by any special name (e.g. “Bob” for “Robert”), then the nickname
and the first name are the same in the client record, so use the first name.) As you
type, the matches found are highlighted in red in the results:

CLIENT # | NAME {nick d
45043 JULIE SMITH
45016 LILLY SMITH

45023 T’A SMITH

F4 show all §f today's clients

F5 show activi

Search by [IICKNAME then LAST NAME...

3.X.1.2.5.3. If you can verify the client’s file from the matches (i.e. the guest can recognize either
her phone number or email address), you have the following options:

UPDATE THE PHONE NUMBER
and then finalize the booking procedure

PROCEED WITH THE BOOKING PROCEDURE
without updating the phone number

Click and highlight the client record from
the list and then click the Update
Selected button:

Click and highlight the client record from
the list and then click the Select This
Client button( Shortcut: double-clicking):

Select this Client

Update Selected

Update Selected
Quick Add k

Cancel and Return

Select this Client
Cancel and Return

Quick Add

This will open a form with client details
for editing:

Clients Nickname  LILLY PiimaryPhone @ Home O Mobile O Ofice

ok © refx Home Phone
ame LLLY
s Mobie Phone

(317) 852-3695
EVENINGS & WEEKENDS
(317)456.9363

MON-SAT BEFORE 7P1A

9B1978 Monh September

WokPhons  (321) 852:6398 Ex
MonFii Sam-Spm

o DearLilly

Fax

INDIANAPOLIS Primary Email
n Aternate Email

Proceed to step 3.X.2.1. “Update the
client record” (page 11).

This will add the client to the
appointment. Proceed to the next step of
the overall booking process given in the

overview (Refer to “Booking
Appointments Overview” for details,
page 3.).

3.X.1.2.6. If no matches have been found, proceed by creating a new client record (step 3.X.2.2, page 12)

3.X.2. (Conditional) Update or create the client record. Choose either the “update” or the “create” step as necessary (3.X.2.1 or

3.X.2.2., respectively)

3.X.2.1. (Conditional) Update the client record (The client details form should be open for editing.)

3.X.2.1.1. Update the phone field:

If the field is blank:

11

If the field is NOT blank (old number):



3.X.2.1.1.1. Click inside the field and then paste the | 3.X.2.1.1.1. Highlight the existing number
phone number (Ctrl+V). (by dragging with the mouse)
and then paste the new

3.X.2.1.1.2. Format the phone number appropriately number (Ctrl+V).

by adding brackets, dashes, and spaces
where necessary. 3.X.2.1.1.2. Format the phone number
appropriately by adding
brackets, dashes, and spaces
where necessary.

3.X.2.1.1.3. Press the Tab key to commit the changes
made to the field.

3.X.2.1.1.3. Press the Tab key to commit
the changes made to the field.

3.X.2.1.2. (Conditional) Update any other fields as needed in the same manner.

3.X.2.1.3. When finished making changes, click the Save Changes button.

Client's Nickname  LILLY Primary Phone i*) Home 3 Mobile 2 Office

o * ® * Prefix Home Phone (317) 852-3698
Client's FirstName LILLY M.l EVENINGS & WEEKENDS
Client's Last Name SMITH Mobile Phone (317) 456-9363

MON-SAT BEFORE 7PM
Client's Birth Date 9/8/1978 Manth  September
Work Phone (321) 852-6398 Ext

Letter Salutation Dear Lilly Mon-Fri 9am-5pm
Primary Address Fax

INDIANAPOLIS Primary Email

I 46217 Alternate Email

Save Changes S Cancel and Return

The client details form and the Find Client dialog close down. The client is now added to the appointment. Proceed to the
next step of the overall booking process given in the overview (Refer to “Booking Appointments Overview” for details,
page 3.).

3.X.2.2. (Conditional) Create the client record:

3.X.2.2.1. Inthe Find Client dialog, click the Quick Add button:

Update Selected I Select this Client

Quick Add Cancel and Return

The Quick Add Client form appears:

Quick Add Client

Client Category SALON - Letter Salutation Dear
Campaign Primary Address
Referred By i ot

Client's Nickname

ok @4 Preix @ Home @ Mobile ) Office
Client's First Name WLl Home Phone Evenings & Weekends
Client's Last Name Mobile Phone Mon-Sat before 7Tpm
Client's Birth Date Month Work Phone Mon-Fri 9am-5pm
Primary Provider Mo Preference Primary Email
Sales Associate Primary Language English (United States)

wnaquiey Only Convert Lend Save and Add Save Clent

3.X.2.2.2. (Conditional) If the guest has a lead record, convert that lead record to client record:

3.X.2.2.2.1. To start the procedure, click the Convert Lead button:

12



3.X.2.2.3.

3.X.2.2.4.

3.X.2.2.5.

Inquiry Only Convert Lead Save and Add I Save Client I cancel I

This will open the Find Lead dialog:

Find Lead
PETKO MIKHAILOV 6250001

LEAD # HICKHAME LAST NAME cimr HOME PHONE MOBILE PHONE EMAIL ADDRESS
6250001 PETKO MIKHAILOV

Select this Lead H Quick Add Lead

Enter any part of Lead"s NAME... [®] | Search by NICKNAME... E|

3.X.2.2.2.2. Inthe Find Lead dialog, locate and select the lead you want to convert. (The Find Lead
dialog works similar to the Find Client dialog. For more detailed instructions, refer to
KORVUE online help and to the other Verasoft user documentation.) Once this is done,
the Find Lead dialog closes and you are taken back to the Quick Add Client form which
is now filled with the data from the quest’s lead record.

Cancel and Return

Fill in as many of the fields of the Quick Add Client form as you can and be sure to select the
person’s gender. (To go to a field you want to edit, either click in it with the mouse or navigate to it
using the Tab and Shift+Tab keys.) When both the Client’s First Name and the Client’s Last Name have
been entered, if there are other client records with the same first name and last name, KORVUE will
prompt you to check for possible duplicates:

Clients Nickname_ DAN © POSSBLEDUPLICATE

OR @R Prefix ﬂ Joe, this Client may already exist.
L

Clients FirstName JICIS Do you want to view the match?

Client's LastName KENMNEDY -

Client's Birth Date Month "

(Conditional) If the above prompt appears, click “No” because you have already done that search.
(Otherwise, always chose to view the matching names to avoid creating duplicates.)

When finished entering data, click “Save Client”:
[ mawevomy | comverticas || saveand add Save Client ;

(Conditional) Depending on your KORVUE system settings, KORVUE may prompt you to fill some fields
that you have left blank or to select some option (like “Campaign”) or to enter some additional
information (like the client’s account data).

If any if the above-mentioned prompts appear, respond accordingly, after which click the Save Client
button. If asked for the guest’s referral information (i.e. how the guest was referred to your salon),
respond according to instructions in the Entering Referral Information chapter.

The Quick Add Client form and the Find Client dialog close down. The client is added to the
appointment. Proceed to the next step of the overall booking process given in the overview (Refer to
“Booking Appointments Overview” for details, page 3.).

13



4. Verifying the Appointment

The things you need to check when verifying the appointment are the client, the provider, the service, and the date and time of the
appointment. Here is how to do it:

4.1. Locate the appointment in the Scheduler. If you have just booked the appointment and have not performed any other actions
in KORVUE, the appointment should be selected by default which means there should be a red rectangular frame around it in
the Scheduler. This should help you locate the appointment among the other appointments:

1.0 20
Full High...
B 5100.00

LORI NEU
Swedish ...

DAN KEN...
Cell Ren...

PETKO M...
Full High...

= = .
Clean Sheets This is the current

appointment.

-

4.2. Right-click on the appointment and then, in the context menu that appears, click “View Appointment Details”:

|| T
Mark Appointment CONFIRMED

Book and Checkout

Start Client Checkout Fa

Take Deposit L

Change Status [

Clean Shee Copy
Maove Cirl+%

View Appointment Plan F

[ i i . i . L
Edit Appointment Details b

View PETKO MIKHAILOW's Appaintment History

View Client

View PETKO MIKHAILOV's Previous Appointment

SCHEDULE VIEWING

a0 - §* eom - § i staus - § omee - §O . gH. " PSSO N -

“ouUs
PENDING Mon, > g INT: $140.00

Service Start Time

Senvice Duration
DEFAULT PROVIDER Rev: Staff Post-Service D015
[GRACIE Quntty 100
APPOINTMENT DATE START TIME

9/29/2008 ][ 01:30PM |

appt detalls  clert details

01:00

Allowed Provider Janie
Allowed Resource Massage #1

] RITASM...
Full High.... Massage Massage
e Ceansheets @5 = o | [Clean Sheets
Double ... Waxing (...
8 5100.00
|-§-828
Full High...
|- Bs100.00
Lma @ || | B pAnKEN... LORT NEU MICHAEL ... [ |
Full High... Deep ... ¥ Swedsh ... Shiatsu M...
85100.00 m H
= ull 1
10D Cleanshests @ poywen. | | ; ; F| Clean sheets |
FIly s Cell Ren...
. TR T Clean sheets
WF perkorr. | Thai Mas... 1
LoRTNFL | Full High... | -

s and type) (default)

4.3. Verify the appointment details (client, provider, service, date and time).

4.4. Modify the appointment details if necessary and/or close the appointment details panel:

14



To close the appointment details panel TO EDIT
WITHOUT EDITING: the appointment details:

Click the upward arrowhead button on the utmost left of | 4.4.1. In the EDIT menu, click “Edit Selected Appointment”:
the date bar:

i" STATUS -~ i DELETE ~

@ (P 4 day weeck month today Today, Monday, September 29
L’

Edit Waiting List Option

Mave Ctri+X

Change Status to Tentative (not guaranteed)

4.4.2. Make changes as necessary and then save the
appointment. For details, refer to KORVUE online
help and the other Verasoft user documentation.

15



MAKING MODIFICATIONS IN THE APPOINTMENT

The modifications in the appointment described in this chapter are done in the appointment details panel (the upper panel in red
outline in the picture below) when the Next Action panel (the lower panel in red outline) is visible:

8:00 A 02:00 00
Senvice Start Time 08:00 AM

F4 | Adda Package / Combo
F5 Add a Product
E-sday

| |
T
F6 | Appointment Comment Mllnday
A
A
Tl
A
A

appt detals  dlient details
09:00 AM BW-Brow Waning (15 mr) Servics Duration 0100
e AR Senvice Gap Quantty 1.00
[JAN | 09:30 AM BC:Brow Color (30 min) Alowed Provider Jan
APPOINTMENT DATE START TIME
today recent recommended suggested F1 toggle between schedule and beaking views et cancelations  no-shows
Client Has Recently Recsived APPOINTMENT TYPE [LIVE APPOINTMENT ‘Showing the last & morths of Appointments
hsday 11212010 10:00 A
- Tiksday 112
F2 | Add a Service ! o
Miinday
: vlinday
F3 | Add a Service Gap o A
T 7
2

Authorized Providers Mllnday

Vlnday

irsday
Milnday
Mllnday

F8 | Advanced Availability Search

I F12 | DONE! Save Appointment ‘

The modifications can be made when either Advanced-Booking a new appointment or when modifying an existing one. Most of

these modifications are done by choosing a specific option from a right-click menu. If, when modifying an existing appointment, this
option is either unavailable or disabled, this means that either the opened appointment is not in EDITING mode (and you must click
the EDIT button in the toolbar) or you are simply right-clicking on the wrong place. If, when Advanced-Booking a new appointment,
no context menu opens at right-click, then a service has not been properly added to the appointment yet (You need to add the
service and make sure the Next Action panel is displayed.).

The proper way of accessing the appointment details panel for making modifications it is given in the table below. Be sure to ACCESS
THE PANEL AS DESCRIBED FIRST AND THEN DO THE SPECIFIC MODIFICATIONS described in the topics that follow.

To access the appointment details panel and enable making changes in it:

If Advanced Booking an Appointment: If Modifying an Existing Appointment:

Make sure the service you want to modify has been successfully | Open the appointment it for editing:
added to the appointment first and the Next Action panel is

displayed. In the Scheduler, double-click the appointment to open it, and

then click the EDIT button on the toolbar.
(For details on Advanced Booking, refer to “3. The Booking

This will switch th int t to EDITING mode.
Procedure” on page 5, the Advanced Booking column.) 's Wit switch the appointment to mode

From here, proceed as described in the individual topics below.

Deleting a Service

Deleting a service is done by selecting the option from a right-click menu.

To delete a service:

1. In the appointment details panel, in the list of the appointment services, right-click the service you want to delete and from
the context menu that appears, select “Delete Service from Appointment.”

16



NONE 45007

NG Mon, Jan 18 START TIME: 8:00 AM DURATION: 02:00 AMOUMNT: $75.00
08:00 AM ACR:Acrylic Fill {1 hr) Service Start Time 05:00 AM
05:00 AM BW:Brow Waxing (15 min) - aa=n
Senvice Gap ADD SINGLE SERVICE F2
5:30 AM BC:Brow Color (30 min) ADD SERVICE GAP F3
ADD SERVICE COMBO F4
ADD PRODUCT F5
Delete Service From intment
Next -Action Delete Service and Add 15 min., Gap m
| booking views Add Provider o-shows
INTMENT | Move Service Up Cirl+Up hs of Appointments ..
Mowve Service Down Cirl+Down 1/12/2010
. y 1122010
3 Servlce ADD SQUEEZED SERVICE |
oIy LU 1U
day 1112010 5:.00 AN

KORVUE will pop up a warning message, asking you to confirm the deletion:

KORVUE

Please Confirm

Jan, would you like to remove Brow Waxing from
appointment?

Please make your selection below

| Yes | | No | | Cancel ‘

2. Click “Yes” to delete the service. (Clicking either the “No” or the “Cancel” button will just close the warning message and no
changes will be made to the appointment.)

3. From here, proceed as necessary by selecting the appropriate option in the Next Action panel.

1. Service gaps are deleted in the same way as services: just right-click the gap you want to delete and from the context menu that
appears, select “Delete Gap from Appointment.”

2. If you need to delete a service that has other services before and after it in the appointment and leave the start times of the
“after” services unchanged, you have to add a service gap of the same length in the place of the deleted service. Fortunately,
KORVUE enables you to do all that in just one pass with its “Delete Service and Add Gap” feature. For details, refer to the
Replacing a Service with a Gap topic below.

Replacing a Service with a Gap

Replacing a service with a service gap is possible only for services that have other services before and after them in the
appointment. By default, the length of the added gap is the same as the length of the service it has replaced, but you can change the
gap duration, if necessary. Replacing a service with a gap in KORVUE is one-step procedure and is done with a special right-click
menu option.

To replace a service with a service gap:

1. Inthe appointment details panel, in the list of the appointment services, right-click the service you want to replace with a gap
and from the context menu that appears, select “Delete Service and Add XX min. Gap” (In your context menu option, instead
of “XX” there will be the actual number of minutes of the service you are deleting.):
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NONE
ING Mon, Jan 18 START TIME: 8:00 AM DURATION: 01:45

45007
AMOUNT: $75.00

08:00 AM ACR:Acrylic Fill (1 hr) Service Start Time 09:00 AM
09:00 AM BW:Brow Wadng (15 min)
08:15 AM BC: Brow Color (30 min) ADD SIMGLE SERVICE F2

ADD SERVICE GAP F3

ADD SERVICE COMBO F4

ADD PRODUCT F3

Delete Service From Appointment
Delete Service and Add 15 min.

Next Action
d booking views Add Provider shows
JINTMENT | Move Service Up Ciri+lp R of Appaintments ...

Mave Service Down Ctrl4+Down J12/2010  10:00 AM

a SeWi ce ADD SQUEEZED SERVICE

Il"|nr|r!‘:!"

KORVUE will pop up a warning message, asking you for confirmation:
o conim

?/ Jan, Would you like to convert Brow Waxing to 15 min. gap?

- Cancel

2. Click “Yes” to replace the service. (Clicking the “Cancel” button will just close the warning message and no changes will be
made to the appointment.)

The service is now replaced with a gap with the same duration:

NONE 45007
NG Mon, Jan 18 START TIME: 8:00 AM DURATI 01:45 AMOUNT: $60.00

08:00 AM ACR:Acrylic Fill (1 hr)

c

Next Action Recent Appts.

booking views

recent  cancelations  no-shows

NTMENT |

1 Service

3. (Optional) Change the duration of the gap:

3.1.  Click and highlight the Gap Duration field in the service details panel:
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NONE 45007

G Mon, Jan 18 START TIME: 8:00 AM DURATIOM: 01:45 AMOUNT: $60.00

08:00 AM ACR:Acrylic Fill (1 hr)

Service Gap

09:15 AM BC:Brow Color (30 min)

Gap Duration

Recent Appts.

booking views recent cancelations  noshows
MTMENT | Showing the last 6 months of Appointments ..
272010 10:00 AM

| Service

3.2. In the Gap Duration field, drag to highlight the numbers and modify them as necessary by typing the new values (The
minutes and the hours are modified separately.).

Note:

For the minutes, the values must be multiples of the grid cell duration in the Scheduler. (That is, the number of minutes
you enter must be divisible by the length of the individual time cell in the Scheduler, which is 15 minutes by default.)

For example, if each cell in the Scheduler represents 15 minutes, then the allowed values for minutes would be 15, 30, 45,
and, of course, 00. If it is 10 minutes, then the values would be 00, 10, 20, 30, 40, and 50.

3.3.  Apply the new duration:

To apply the new duration, just click anywhere outside the Gap Duration field but within either the list of services panel
or service details panel (that is, within the red outline in the picture below):

45007

ING = s ——_——— s ER—
| AM ACR:Acnylic Fill (1 hr)
Gap

09:30 AM BC:Brow Color (30 min)

e g

d booking views recent cancelations  no-shows

JINTMENT Shawing the last & months of Appaintmeants ...
11272010
1127201

a Service

(==

4. From here, proceed as necessary by selecting the appropriate option in the Next Action panel.

Adjusting the Start Time of a Service
The start time of a service can be adjusted (changed) by changing the values in the Service Start Time field.

To adjust (change) the starting time of a service:

1. Select the service:

In the appointment details panel, in the list of appointment services, click and highlight the service whose start time you want
to change:
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2.

NONE 45007

DURATION: 02:00 AMOUNT: $60.00

ING Mon, Jan 18 START TIME: 8:00 AM

08:00 AM ACR:Acndic Fill (1hr) Service Start Time 08:00 AM

Service Gap Service Duration 01:00

05:30 AM BC:Brow Color {30 min}) Quantity 1.00
Mlowed Provider Jan

Next Action
1 booking views
JINTMENT | Showing the last & months of Appointments ...

1127201

Recent Appis.

recent cancelations  no-shows

1127201

a Service e R

(===

The details for the highlighted service will appear in the service details panel:

NONE 45007

ING Mon, Jan 18 RT TIME: 8:00 AM DURATIZ A2 an STttt
083:00 AM AC > Fill (1 hr) Service Start Time 08:00 AM
Service Gap Service Duration 01:00
09:30 AM BC:Brow Color (30 min) Quantity 1.00
Allowed Provider Jan

a Service

Next Action Recent Appts.
1 booking views recent cancelations  no-shows
JINTMENT | Showing the last § monthe of Appointments ...
E FAFATRLY)
1/12/2010

Modify the start time:

2.1. Inthe service details panel, click and highlight the Service Start Time field:

45007

ING Mon, Jan 18 T TIME: 8:00 AM DURATIO DUNT: $60.00
08:00 AM AC ic Fill (1hr) 5

Service Gap
09:15 AM BC:Brow Colar (30 min)

Service Duration
Quantity 1.00
Allowed Provider Jan

Next Action

d booking views

Recent Appts.

recent cancelations  no-shows

JINTMENT | Showing the last & months of Appointments ...

a Service ';'__'

2.2. In the Service Start Time field, drag to highlight the numbers and modify them as necessary by typing the new values
(The minutes and the hours are modified separately.).

Note:

For the minutes, the values must be multiples of the grid cell duration in the Scheduler. (That is, the number of minutes
you enter must be divisible by the length of the individual time cell in the Scheduler, which is 15 minutes by default.)
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For example, if each cell in the Scheduler represents 15 minutes, then the allowed values for minutes would be 15, 30, 45,
and, of course, 00. If it is 10 minutes, then the values would be 00, 10, 20, 30, 40, and 50.

3. Apply the new start time:
Press the Enter key.

4.
Note:
1.

automatically adjusts the starting

time of the appointment in the Sc

Adding Additional Providers

times of the other services.

heduler.

From here, proceed as necessary by selecting the appropriate option in the Next Action panel.

When there are many services in an appointment, and you change the starting time for one of the services, KORVUE

When you have modified the start time for the first service in the appointment, KORVUE automatically adjusts the starting

Additional providers are added with the Add Provider right-click menu option. It creates, in the service details panel, one more
Allowed Provider field; the field has a drop-down list from which you chose the additional provider.

To add an additional provider to a service

1.

Select the service and add one more Allowed Provider field:

In the appointment details panel, in the list of appointment services, right-click the service and from the context menu that

appears, select “Add Provider”:

ING Mon, Jan 18
08:00 AM ACR:Acrylic Fill {1 hr)
Service Gap
05:30 AM BC
10:00 AM DT

Next Action

NONE
DURATION: 03:00
Service Start Time
Service Duration

Rsv: Staff Post-Service
ge (1 hrl (1 1ant
ADD SINGLE SERVICE
ADD SERVICE GAP

RT TIME: 8:00 AM

Color {30 mi
Tissue N

F2
F3
ADD SERVICE COMBO
ADD PRODUCT

F4
F5

Delete Service From Appaintment

AMOUNT: $120.00

45007

10:00 AM

01:00

00:15

1.00

Jan

(any allowed resource)

no-shows

d booking views [ ]
Add Provider
SINTMENT | I—[PI
Add Resource
- Maove Service Up Ctrl+Jp
a Service onn D

a Service Gap

ADD SQUEEZED SERVICE

[6 months of Appointments ..

| LS E

The details for the highlighted service appear in the service details panel and a second Allowed Provider field appears just

beneath the existing one:

id booking

ING Mon, Jan 18 START TIME: 8:00 AM

Next Action

NONE

DURATION: 03:00
Service Start Time

AN

08:00 AM ACR:Acnylic: Fill (1 hr)

Service Gap Service Duration
05:30 AM BC:Brow Calar {30 min) Rsv: Staff Post-Service
10:00 AM DT-Deep Tissue Massage (1 hr) Quantity

Alowed Provider
Alowed Provider
Alowed Resource

vigws recent  cancelatior

Recent Appis.

45007

OUNT: $120.00
10:00 AM
01:00
00:15
1.00
Jan
{any allowed provider)
{any allowed resource)

no-shaws

ns

JINTMENT |

a Service
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Select and add the additional provider:

2.1,

2.2.
2.3.

Click the Allowed Provider field TWO TIMES.

NONE

ING Mon, Jan 18 START TIME: 8:00 AM DURATION: 03:00
08:00 AM ACR:Acnyic Rl (1 hr)

45007

AMOUNT: $120.00
Service Start Time 10:00 AM

Service Gap Service Duration 01:00
09:30 AM BC:Brow Color {30 min}) Rsv: Staff Post-Service  00:15%
:I 10:00 AM DT:Deep Tissue Massage (1 hr) Quantity 1.00

Allowed Provider
Allowed Provider

Jan
{any allowed provider)

The first click will highlight the field and the second field will open a drop-down list with the available providers to choose

Allowed Resource any allowed provider)

| Jan

Ndalie

Next Action

fany MASSAGE SERVICES type

)

d booking views recernt  cancelations  no-shows
VINTMENT Showing the last & morths of Appointments

a Service

From the drop-down list, click and select the provider you want to add.

Press the Enter key to apply your choice.

(Optional) Add another additional provider:

To add one more additional provider, right-click anywhere within the service details panel to open the context menu and then
repeat step 2.

From here, proceed as necessary by selecting the appropriate option in the Next Action panel.

Adding Additional Resources

To add an additional resource to a service:

Select the service and add one more Allowed Resource field:

In the appointment details panel, in the list of appointment services, right-click the service and from the context menu that

appears, select “Add Resource”:

NONE 45007

DURATION: 03:00 AMOUNT: $135.00

ING Mon, Jan 18 START TIME: 8:00 AM

08:00 AM ACR:Acnyic Fill (1 hr) Service Start Time 10:00 AM
09:00 AM BW:Brow Waxing (15 min) Service Duration 01:00
Service Gap Rsv: Staff Post-Service  00:15
09:30 AM BC:Erow Color (30 min) Quantity 1.00

10:00 AM DT:Deep Tissue Mazsage (1 hr} ADD SINGLE SERVICE
wed resource)
ADD SERVICE GAP F3
ADD SERVICE COMBO F4
Next-Action ADD PRODUCT Fs m
1 booking views Delete Service From Appointment khows
VINTMENT | Add Provider of Appointments ...
Add Resource 12/2010
a Sewice Move Service Up Ctrl+Up 2 - E
. Down  Chrl4Down 2010
a Service Gap ADD SQUEEZED SERVICE _ Z:. .
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Additional resources are added with the Add Resource right-click menu option; it creates, in the service details panel, one more
Allowed Resource field with a drop-down list from which you chose the additional resource. The Add Resource option is available in
the right-click menu only for services that have been set up to use, by default, at least one (primary) resource or type of resource
(This setting is done in KORVUE Admin.).



The details for the highlighted service appear in the service details panel and a second Allowed Resource field appears just
beneath the existing one:

NONE 45007

ING Mon, Jan 18 START TIME: 8:00 AM DURATION: 03:00 AMOUNT: $135.00
08:00 AM ACR:Acrylic Fill (1 hr) Service Start Time 10:00 AM
05:00 AM BW:Brow Waxing {15 min) Service Duration 01:00
Service Gap Rsv: Staff Post-Service  00:15
05:30 AM BC:Brow Color (30 min} Quantity 1.00

10:00 AM DT-Deep Tissue Massage (1 hr} Allowed Provider Jan
:I Allowed Resource (@ny allowed resource)
Allowed Resource (@ny allowed resource)

Next Action

1 booking views

Recent Appts.

recent cancelations  no-shows

JINTMENT | Showing the last & months of Appointmerts ...

a Service

(= =k
[=Ir=T-

2. Select and add the additional resource:
2.1.  Click the Allowed Resource field TWO TIMES.
The first click will highlight the field and the second field will open a drop-down list with the available resources to choose

from:

NONE 45007

ING Mon, Jan 18 START TIME: 8:00 AM DURATION: 03:00 AMOUNT: $135.00
08:00 AM ACR:Acnyic Fill (1 hr) Service Start Time 10:00 AM

05:00 AM BW:Brow Waxing (15 min} Service Duration 01:00

Service Gap Rsv: Staff Post-Service  00:15
:I 109:30 AM BC:Brow Color (30 min) Quantity 1.00

10:00 AM DT.Deep Tissue Massage (1 hr) Allowed Provider Jan

Allowed Resource {any allowed resource)
Allowed Resource

Next Action

d booking views

recent  cancelstions  no-shows

JMINTMENT | Showing the last & months of Appointments ...

a Service

1/12/2010

2.2.  From the drop-down list, click and select the resource you want to add.
2.3.  Press the Enter key to apply your choice.
3. (Optional) Add another additional resource:

To add one more additional resource, right-click anywhere within the service details panel to open the context menu and then
repeat step 2.

4. From here, proceed as necessary by selecting the appropriate option in the Next Action panel.

Re-Arranging Services

To change the order of the services in an appointment, select a service in the list of the appointment services and then use the
Ctrl+Up and Ctrl+Down keyboard shortcuts.

An alternative way is to right-click the appointment you want to move and then, from the context menu that appears, select either
Move Service Up or Down Move Service option:
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NONE 45007

ING Mon, Jan 18 START TIME: 8:00 AM DURATION: 03:00 AMOUNT: $135.00
08:00 AM ACR:Acrlic Fil (1 hr)

09:00 AM BW:Brow Wazdng (15 min)
Service Gap

Service Start Time
Service Duration 00:30
Quantity

ADD SINGLE SERVICE F2
10:00 AM DT:Deep Tissue Massage (1 hr)

ADD SERVICE GAP F3

ADD SERVICE COMBO F4

ADD PRODUCT F5

Next Action

d booking vit

Delete Service From Appointment m

Delete Service and Add 30 min. Gap

JINTMENT

Move Service Up Ctrl+Up
a Ser\fi ce Move Service Down  Ctrl+Down

a Service Gan
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SOME COMPLEX BOOKING SCENARIOS

Adding Duration Exceptions

Every service service in KORVUE has a preset duration which is applied automatically to the appointment when the service is being
booked. Occasionally you will need to change that duration when circumstances require that, for example, a trainee provider may
need longer time to do a service, a client may have unusually long hair or request an unusually complex hairstyle.

You can change the appointment duration at booking time for appointments that are being either FastBooked or Advanced-Booked,
albeit the way it is done is somewhat different for each. If Insta-booking, you need to save the appointment first and then open it
EDITING mode to change the service duration (see the “Modifying an Existing Appointment” column in the table below); in EDITING
mode, you can change the services’ durations of any appointment, no matter what the booking procedure has been.

To change the duration of a service when

Insta-Booking /
Modifying an Appointment:

FastBooking:

Advanced Booking:

1. (Conditional) If Insta-Booking an
appointment, complete the booking
procedure by saving the appointment.

(For details on the Insta-Booking
procedure, refer to “3. The Booking
Procedure” on page 5.)

2. Open the appointment it for editing:

In the Scheduler, double-click the
appointment to open it, and then click
the EDIT button on the toolbar.

This will switch the appointment to
EDITING mode.

3. (Conditional) If there is more than one
service listed for the appointment, click
and highlight the service the duration of
which you want to change:

Mon, Jan 11 START TIME: 8:00 AM
08:00 AM BW Brow Waing (15 min)
08:15 AM ACR Acryic Fil (1h)  >(

DURATION: 01:15 AMOUNT: $60.00
Service Statt Time 08:15 AM
Service Durstion 01:00

k Quantity 100

Alowed Provider Kay

The service details are now displayed in
the top-right panel:

TIME: 8:00 AM DUR T SOl
Senvice Start Time 08:15 AM
Service Duration 01:00
Guantity 1.00
Alowed Provider Kay

Alowed Provider

This will highlight the field and allow for
changing the number in it.

5. In the Service Duration field, drag to

1. Start the FastBooking procedure, add
service, and then, if necessary, change
the provider and the resource. DO NOT
SAVE the appointment. (See the
FastBooking procedure in chapter “3. The
Booking  Procedure” on page 5,
FastBooking column, steps 3.1.+3.3.2..)

2. Click the “show more” link on the
utmost-right of the info bar:

This will display an additional details row
row beneath the existing one:

3. Change the service duration:

3.1. In the additional details row, click
and highlight the SERVICE DURATION
field:

NONE 45007

clear the

3.2. Using your keyboard,
existing number and type in the new
duration.

Tip: Another way to change the numbers
in the SERVICE DURATION field is to use
the spin buttons at the right boarder of
the field.

Note: For the minutes, the values must
be multiples of the grid cell duration in
the Scheduler. (That is, the number of
minutes you enter must be divisible by
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1. Start the Advanced-Booking
procedure, add the service, and return to
the Next Action panel.

(For details on how to Advanced-Book a
service, refer to “3. The Booking
Procedure” on page 5, Advanced Booking
column, steps 3.1.+3.3.6..)

2. (Conditional) If there is more than one
service listed for the appointment, click
and highlight the service the duration of
which you want to change:

AMOUNT: $60.00
Senvice Start Time
Senvics Duration
Quantity

Alowed Provider

The service details are now displayed in
the top-right panel:

Service Start Time 08:15 AM
Service Durstion 01:00
Quanity 1.00
Alowed Provider Kay

Mon, Jan 11 START TIME: 8:00 AM

DURATION: 01:15 AMOUNT: $60.00

08:00

Brow Waving (15 min)
Aeryic il (1 hr) Se ion o1:00
1.00

Alowed Provider Kay

This will highlight the field and allow for
changing the number in it.

4. In the Service Duration field, drag to
highlight the numbers and modify them
as necessary by typing the new values.

Note: For the minutes, the values must be
multiples of the grid cell duration in the
Scheduler. (That is, the number of
minutes you enter must be divisible by



highlight the numbers and modify them
as necessary by typing the new values
(The minutes and the hours are modified
separately.).

Note: For the minutes, the values must be
multiples of the grid cell duration in the
Scheduler. (That is, the number of
minutes you enter must be divisible by
the length of the individual time cell in
the Scheduler, which is 15 minutes by
default.)

For example, if each cell in the Scheduler
represents 15 minutes, then the allowed
values for minutes would be 15, 30, 45,
and, of course, 00. If it is 10 minutes, then
the values would be 00, 10, 20, 30, 40,
and 50. End of Note

6. Press the Enter key.

The highlight now moves to the next
(downward) field. The Service Duration
field should now show the new value. (If
it doesn’t, this means that the value you
have entered has not been accepted; if
this is the case, repeat steps 4+5; please
pay attention to the Note in step 5)

7. Save the appointment by clicking the
SAVE button on the toolbar.

This will close the appointment and take
you back to the Scheduler.

Booking Service Combos

the length of the individual time cell in
the Scheduler, which is 15 minutes by
default.)

For example, if each cell in the Scheduler
represents 15 minutes, then the allowed
values for minutes would be 15, 30, 45,
and, of course, 00. If it is 10 minutes,
then the values would be 00, 10, 20, 30,
40, and 50. End of Note

4. Save the appointment by clicking the
SAVE button on the toolbar.

the length of the individual time cell in
the Scheduler, which is 15 minutes by
default.)

For example, if each cell in the Scheduler
represents 15 minutes, then the allowed
values for minutes would be 15, 30, 45,
and, of course, 00. If it is 10 minutes, then
the values would be 00, 10, 20, 30, 40,
and 50. End of Note

5. Press the Enter key.

The highlight now moves to the next
(downward) field. The Service Duration
field should now show the new value. (If
it doesn’t, this means that the value you
have entered has not been accepted; if
this is the case, repeat steps 3+4; please
pay attention to the Note in step 5)

6. (Optional) Proceed with adding other
services, service gaps, products, or
comments to the appointment as
necessary. (For details on these and some
other more advanced booking scenarios,
refer to the respective topics in the Some
Complex Booking Scenarios chapter on
page 25.)

7. When finished, make click the “F12 |
DONE! Save Appointment” option to save
the appointment.

To book service combos, use the Advanced Booking procedure. The booking procedure is basically the same as the one for booking
services (see the Advanced Booking procedure in the “3. The Booking Procedure” chapter on page 5), the only difference being that
in the Next Action panel you select the “F4 | Add a Package / Combo” option:

This will open the Add Service Combo panel:

F1 toggle between schedule and booking views

APROINTMENT TYPE |LIVE APPOINTMENT |

F2 | Add a Service

F4 | Adda Package /[ Combo N
F5 | AddaProduct

F6 | Appointment Comment




-~ Add Service Combo
Facial with Women's Shampoo Style

c-m-bnme w Represemanve Combo Retail I

73 allpackages 7 recent packages 2 combos
INCLUDED SERVICES & PRODUCTS... Signature Facial,Shampoo & Style
COMBO NAME COMBO CATEGORY AMOUNT DURATION

Facial with Women's Shampoo Style SPA $90.00 01:15
Massage with Men's Cut HAIR-MASSAGE $90.00 02:00
Women's Cut wiMani-Pedi HAIR-NAILS $135.00 02:00

SEARCH BY COMBO NAME.. Locate by COMBO NAME - F3 [#] | by COMBO CATEGORY [%] | by AMOUNT [X]

The the Add Service Combo panel looks the same and works the same as the Add Service panel so you proceed in it the same way in
which you do when adding services. Here is an overview of the steps involved in booking an appointment with a service combo:

1.
2.

Locate an appropriate time slot. (See page 4 for details.)
Start the Advanced Booking procedure by selecting a time slot and pressing F3.

In the Next Action panel select the “F4 | Add a Package / Combo” option (or just press F4) to access the Add Service Combo
panel. (See the two pictures above.)

In the Add Service Combo panel, proceed as with adding an appointment (For more details refer to the “3. The Booking
Procedure” chapter on page 5):

4.1. Find and select the combo. (Search in the “Locate by COMBO NAME — F9” field.)
4.2. (Optional) Change the provider and modify the other fields as necessary.
4.3.  Save and return to the Next Action panel. (Or press F2 to add another combo and then repeat steps 4.1.+4.3.)

4.4. In the Next Action panel, select additional options if necessary and then save the appointment (“F12 | DONE! Save
Appointment” option).

Booking Packages

To book service packages, use the Advanced Booking procedure. The booking procedure is basically the same as the one for booking
combos (see “Booking Packages” on page 27) with one extra step in which you switch the panel from “Add Service Combo” to “Add
Package” by pressing F3 or clicking the “all packages” option:

Add Service Combo

F2 all packages recent packages F2 combos
5 & PRODUCTS.... Signature Facial, Shampoo & Style
COMBO NAME COMBO CATEGORY RMOUNT DURATION

Facial with Women's Shampoo Style SPA $90.00 01:15
Massage with Men's Cut HAIR-MASSAGE $90.00 02:00
Women's Cut wiMani-Pedi HAIR-NAILS $135.00 02:00

SEARCH BY COMBO NAME. Locate by COMBO NAME - F3 [] | by COMBO CATEGORY [%] | by AMOUNT (K]

This opens the Add Package panel:
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‘Add Package

Women's Cut by 5 get 1 free

F3 ol packages F7 recent packages F2 combos

's Cutby 5 get 1 free

Men's Cut Buy 5 get 1 free HAIR
Child Cut Buy 5 get 1 Free HAIR
Women's Cut & Style Buy 5 get 1 free HAIR
Men's Cut and Style Buy 5 get 1 free HAIR
Treatment Buy 5 get 2 free HAIR
Perm Buy 8 and get 2 free TEXTURE
Straigtener Buy 5 get 1 free TEXTURE
Relaxer Buy 5 get 1 free TEXTURE
Full Color Buy 9 Get 1 free COLOR

SEARCH BY CODE... Filter by NAME - F9 ] | by CATEGORY [®] | by ITEM NAME (2]

The the Add Package panel looks the same and works in a similar manner as the Add Service combo panel so you proceed in it a
similar way as with adding combs. Following is an overview of the steps involved in booking a package after which a detailed
explanation on how to work in the Add Package screen is provided.

1.
2.

Locate an appropriate time slot. (See page 4 for details.)
Start the Advanced Booking procedure by selecting a time slot and pressing F3.

In the Next Action panel select the “F4 | Add a Package / Combo” option (or just press F4) to access the Add Service Combo
panel.

In the Add Service Combo panel, either press F3 or click the “all packages” option (see the picture above) to access the Add
Package panel.

In the Add Package panel, proceed as with adding a combo (For more details refer to “5. Using the Add Package Panel” below):
5.1. Find and select the package. (Search in the Package Code field.)
5.2.  Confirm the choice of representative, the quantity of the items, and the provider.
5.3.  Save and return to the Next Action panel.

5.4. In the Next Action panel, select additional options if necessary and then save the appointment (“F12 | DONE! Save
Appointment” option).

5. Using the Add Package Panel

5.1. Finding and and selecting the package.

5.1.1.  Locate the package in the listing by typing its code in the Package Code field. Note that as you type, the code of
the first matching package is highlighted. Once you have typed the full code, you will have a unique match and
the highlighted package will be the correct one:

Day at the Spa
v
+
F2

Add Package
retaiL Y

Straigtener Buy 5 get 1 free TEXTURE $450.00

Relaxer Buy 5 get 1 free TEXTURE $350.00
Full Color Buy 9 Get 1 free COLOR $405.00
Partial Foil Buy 6 get 1 free COLOR $270.00
Full Foil Buy 8 get 1 free COLOR $405.00
Demensional Color 9 get 1 free COLOR $45.00
Manicure Buy 5 get 1 free NAILS §150.00
Pedicure Buy 5 get 1 free NAILS §225.00
Day at the Spa MULTI SERVICE

CATI

R
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Tip:

If you don’t know the package code, you can search by package name, category, or item name using the search
fields at the bottom of the Add Package panel.

5.1.2.  Press the Enter key. This will insert the package details into the fields above the packages listing with the default
representative for the package listed in the Representative field. The Representative field is also highlighted,
meaning that you can change the representative if you want to:

——Add Package —

Day at the Spa
Package Code
020

all packages F7 recent packages 2 combos
e

Straigtener Buy 5 get 1 free TEXTURE
Relaxer Buy 5 get 1 free TEXTURE
Full Color Buy 9 Get 1 free COLOR
Partial Foil Buy 6 get 1 free COLOR
Full Foil Buy 9 get 1 free COLOR
Demensional Color 9 get 1 free COLOR
Manicure Buy 5 get 1 free NAILS
Pedicure Buy 5 get 1 free NAILS
Day at th MULTI SERVICE

SEARCH BY CODE... Filter by NAME - F9 3]

In addition to that, the package is added to the list of packages for the appointment:

D on, Dec 28 9:00 A 01:00 00

appt detals  clert detals R R ™ M
Service Duration 0100
DEFAULT PROVIDER/CONSULTANT. Rsv: Staff Post-Service 0015
JAN I Quantty 1.00
APPOINTMENT DATE START TIME
§ [ 121282009 || 09:00 AM 7
Add B =
Dra d d 0 =15
Service Code | W Provider [ Resource Qty 4
. +
saso0) [ 1.00 ][ 01:00 |15
F3 all services 4 recommendations F5 provider services FE active packages F7 recent services F2 suggested ALL SERVICES
REQUIREMENTS...(MEWO)
a a axi A
BC Brow Color LASH & BROW $15.00 00:30
BW Brow Waxing WAXING $15.00 00:15

SEARCH BY SERVICE HAME... Locate by SERVICE HAME [®] | by SERVICE CATEGORY [Z] | by AMOUNT (]

5.2. Confirming the choice of representative, the quantity of the items, and the provider.
5.2.1.  Confirming the representative.

Change the representative, if necessary, by selecting another one from the drop-down list (you can type the first
letter of the name for faster navigation), and then confirm the chosen representative by pressing “Enter.”

This will change the Add Package panel to displaying the details and the items for the selected package:
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5.3.

FACKAGE ITEM TYFE

SERVICE
SERVICE

PACKAGE ITEM NAME
Women's Cut & Style
Spa Manicure

Add Package

L] Provider (] Assistant (] Resource Representative
I |

=

NAILS

SERVICE

Spa Pedicure

NAILS

SERVICE

Make-up Application

MAKE-UP

SERVICE

Signature Facial

SKIN CARE

SERVICE

Deep Tissue Massage

MASSAGE

SERVICE

Bikini Waxing

WAXING

[N . 5

o
g
_ o .

5.2.2. (Optional) Changing the quantities for the items in the package.

5.2.2.1.

5.2.2.2.
5.2.2.3.

If you want to change the quantity of one or more of the items in the package, in the items table, click
the respective QTY TO BOOK field, and then modify the number in it by typing the new number in it.

Note:
1. Toremove an item from the package, type 0.

2. The QTY TO BOOK fields allow you to enter only valid numbers. For example, for an item that
doesn’t make sense if added to a package more than once (like the Spa Manicure item in a Day in
a Spa package), you can enter either 0 or 1.

Tip:

Another way to change the numbers in the QTY TO BOOK fields is to use the spin buttons on the right
boarder of the field.

Confirm the change by pressing the Enter key.

If there are more than one items in the package, repeat for every item you the quantity of which want

to change.

5.2.3. Confirming the provider.

5.2.3.1.  Press the Tab key. The highlight now moves to the Provider field (If not, just click it.):
Add Package
[ ] Provider 1 Assistant (] Resource Representative
| I Y
SERVICE Women's Cut & Style HAR E —
SERVICE Spa Manicure NAILS 1
SERVICE Spa Pedicure NAILS 1
SERVICE Make-up Application MAKE-UP 1
SERVICE Signature Facial SKIN CARE 1
SERVICE Deep Tissue Massage MASSAGE 1
SERVICE Bikini Waxing WAXING: 1
5.2.3.2.  (Optional) Change the provider, if necessary, by selecting another one from the drop-down list (you

can also type the first letter(s) of the name for faster navigation and then press “Enter”).

Saving the package to the appointment and returning to the Next Action panel.

With the Provider field highlighted, press the Enter key. This will save the package to the appointment and take you back
to the Next Action panel.
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Reserving Products within the Appointment

Products can be reserved (added) to appointments either during the booking procedure (Advanced Booking only) procedure or
when the appointment have been switched to Editing mode. Products cannot be added to appointments that have been booked
with the Insta-Book procedure.

Products are added to appointments in the same way in which services are added with the Advanced-Booking procedure (see
Advanced Booking in the “3. The Booking Procedure” chapter on page 5), the only difference being that in the Next Action panel you
select the “F5 | Add a Product” option:

F1 togale between schedule and booking views

APPOINTMENT TPt [LIVE APPOINTMENT |

F2 | Add a Service

F4 | Add a Package / Combo

F5 | AddaProduct X

F6 | Appointment Comment

This will open the Add Product panel:
jAddiProduct]

Calm Conditioner $55.50
-
+

\ || | J \

F2 all products  F4 recommendations 6 active packages 7 recent purchases F suggested ALL PRODUCTS
NAE CATEGORY

Hydrate Shampoo 10.70z HAIR CARE
InCharge Flexible Styling Spray HAIR CARE
Instant Repair 8.50z HAIR
NanoGlaze Hair Creme HAIR

RE

MoldableHair Texture HAIR

Nani
Purify Shampoo 10.1 oz HAIR CA
Reconstructive Repair 8.5 0z HAIR G/
Blofoam 8.8 oz HAIR CARE
Conditioner HAIR CARE

by CATEGORY ]
\ NS

The the Add Product panel looks the same and works the same as the Add Service panel so you proceed in it the same way in which
you do when adding services:

1. Locate the service in the listing by typing its name in the “Locate by NAME — F9”.
2.  Once you have found the service in the list, make sure it is selected (highlighted) and then press the Enter key.

This will add the service details to the fields above the services listing and the Qty field will be highlighted:

fAddiProduct!

Calm C ner $55.50

Product Code e
9589039485491 [ ss550[0 | $55.50) [JULIE i
P2 ol products 4 recommendtons £ actve packages ©7 recertpurthases F2 suggested ALL PRODUCTS

CATEGORY

Calm Conditioner HAIR CARE
Calm Shampoo HAIR CARE

$51.00

SEARCH BY NAME.... Locate by NAME - F9 (X | by CATEGORY [E]
calm

3. Change the quantity, if necessary, by directly typing the desired number into the field, and then confirm it by pressing “Enter.”
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The highlight now moves to the Representative field:

jAddiEroduct;

Calm Conditioner $55.50

Product e
9589030485491 [ ssss0f[1 || $55.50] .
F2 allproducts  F4 recommendations F6 active packages F7 recent purchases F2 suggested ALL PRODUCTS

HAME
Calm Conditioner
Calm Shampoo HAIR CARE

$51.00

'SEARCH BY NAME... Locate by NAME - F9. [ | by CATEGORY =
calm

4. Change the provider, if necessary, by selecting another one from the drop-down list, and then confirm the chosen provider by
pressing “Enter.”

This will add the product to the appointment and take you back to the Next Action panel.

5. In the Next Action panel, select additional options as necessary and then save the appointment (“F12 | DONE! Save
Appointment” option).

Booking Complex Appointments (Advanced Availability Searching)

Complex appointments have more than one service, combo, or package in them. Such appointments can be booked with the
Advanced-Booking procedure only. You can however add additional services/combos/packages to the appointments that have been
FastBooked, too. Complex appointments often require you to use the Advanced Availability Search feature because estimating the
needed providers and resources beforehand might be difficult.

For details on how to Advanced-Book appointments, see “3. The Booking Procedure” chapter on page 5, Advanced Booking column.

For details on the Advanced Availability Search feature, refer to “Advanced Availability Searching” below.

Adding Additional Services/Combos/Packages to an Existing Appointment

1. Make sure the Next Action panel is displayed:

JAN MCCLEAN NONE 45007

JAN PENDING Mon, Jan 1 ‘T TIME: 10:00 AM DURATION: 00:45 AMOUNT: $45.00
Service Start Time 10:00 AM

10: iabasion {45 min)

apot detais _ clent detals

Service Duration 0015

DEFAULT PROVIDER/ TANT ETre 00:15

\JAN \ Firish Durtion 00:15
START TIME bty R

Allowed Provider Jan

DATE
111/2010 10:00 AM

Ne edit Card On-File
Service Info Next Action Recent Appts:

today recent recommended suggested F1 toggle between schedule and booking views refint  cancelations  no-shows

Client Has Recently Received APPOINTMENT TYPE | LIVE APPOINTMENT showing the last € months of Appointments
F2 Add a Service
F3 Add a Service Gap

F5 Add a Product

|
|
F4 | Add aPackage / Combo
|
F6 | Appointment Comment

Authorized Providers

F8 | Advanced Availability Search

F12 | DONE! Save Appointment
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If adding services/combos/packages to an existing appointment, to display the Next Action panel, click and select the
appointment in the Scheduler and then click the Edit button. This will open the selected appointment for editing.

Proceed with adding services/combos/packages as necessary by selecting the appropriate option in the Next Action panel.

When finished, in the Next Action panel, save the appointment (the “F12 | DONE! Save Appointment” option). If the
appointment no longer fits into the existing opening (KORVUE will pop up a warning message if so), perform Advanced
Availability Searching and reschedule the appointment (For details, see the Advanced Availability Searching” topic below.

Advanced Availability Searching

The Advanced Availability Search feature enables you to make KORVUE find and suggest the available openings for the appointment
you are booking with the Advanced-Booking procedure. The feature is also available when modifying an existing appointment that
has been either Advanced-Booked or FastBooked. To perform an Advanced Availability Search:

1.

Make sure the Next Action panel is displayed (See the picture above.).

If Advanced Booking an Appointment: If Re-Scheduling an Existing Appointment:

Add all the services/packages/combos to the appointment | To display the Next Action panel, click and select the
first and then return to the Next Action panel. appointment in the Scheduler and then click the Edit button.
This will open the selected appointment for editing.

Either press F8 or click the “F8 | Advanced Availability Search” option:

F1 toggle between schedule and booking views

APROINTMENT TYPE [LIVE APPOINTMENT ]
F2 Add a Service
F3 Add a Service Gap

F5 Add a Product

|
|
F4 | Add a Package / Combo
|
F6 | Appointment Comment

F8 | Advanced Availability Search <

F12 | DONE! Save Appointment

Note:

The “F8 | Advanced Availability Search” option is unavailable until there is at least one service/package/combo added to the
appointment. Also, you need to have added all the services/packages/combos to the appointment before using the Advanced
Availability Search, otherwise the search results would be meaningless.

This will display the Advanced Availability Search panel:
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JAN MCCLEAN NONE 45007
45

AMOUNT: §45.00

JAN PENDING Mon, Jan 1 TIME: 10:00 AM v
1000 min) =

Servics Duration
DEFAULT PROVIDER/ Gap Duration 00:15

JAN Finish Duration
START TIME Quantty
f: ! Lo

appt defais _ client details

TANT

APPOINTMENT DATE
[

No Credit Card On-File

Advanced Availability Search

Jan
ot used) emate
Resource |{not used) Alternate ot used]

Al

begin your search

\< /

(Optional) Specify the target timing for the appointment and the number of the suggested openings.

In this step, you tell KORVUE what is the acceptable time period within which the appointment should be booked. For example,
the client may want the appointment scheduled for a specific day or for the next weekend. You can also specify that you want
the appointment to be booked in a particular time of the day, like the morning, afternoon, or evening. By default, (that is, if you
don’t change any of the KORVUE’s timing settings), KORVUE will suggest the 10 most shortly upcoming available openings
(“ASAP”) which is good enough for most cases so it will be skipping this step most of the time.

Note:

The most shortly upcoming available openings are estimated as being “ASAP” relative from the present moment, not from the
day in the Scheduler from which you have started the booking procedure.

3.1. (Optional) Change the number of the suggested openings.

If, for some reason, you want to change the default number of suggested openings (10) which KORVUE will return from
the search:

3.1.1. Click and highlight the Find field at the top-left corner of the Advanced Availability Search panel:

Advanced Availability Search

| Find (REME o enings for R S ASAP

Provider

Assistant
Resource [fot used) Alternate

begin your search

3.1.2.  Typein the number of openings you want.
Tip:
Another way to change the number in the field is to to use the spin buttons at the right boarder of the field.

3.2. (Optional) Change the target timing for the appointment.

Click and open the “openings for” drop-down list and then select the timing option you want:
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Provider
Assistant
Resource

Micro-Dermabasion

Jan

Advanced Availability Search

Specific Day(s) N
ASAP

(ot used)

Today

Find openings for (XN ~ PN ASAP

[Today or Tomorrow

ot used)

[ Tomarrow

This Week
This Weekend
Next Week
Next Weekend

begin your search

Tip:

If you need the search to be more precise, use the Specific Day(s) option. This option allows you to include only specific
days of the week in the search as well as to define a time period (To display the end date of the period, click and check
the TO: box):

Advanced Availab Search

OTo

DATE MON [1112010 |
DAYS @ANY

MSUN MMON WTUE MWED MTHU MFRI M SAT

Alternate  [inot used)
ot used)

ot used)

Provider

begin your search

ot used)
frot used),

Assistant Alternate

Resource Alternate

3.3.  (Optional) Specify the appropriate time of the day for the appointment.

Click and open the “at” drop-down list and then select the time option you want:

ASAP =

11 [EEEREEGN Specific Day(s)

DAYS DANY ESUN EMON BITUE MASAP
Mornings
DATE MON [11112010 o Momings or Afternoons
Afternoons
Provider ln | Altemate [potu éﬂernauns or Evenings
Assistant [inot used) Aliernate [t sy eiNgS beqg o ea
Resource |fot used) Alternate  [inot used) |

Tip:

If you need to specify exact hours for the appointment, use the Specific Time(s) option. This option allows you to set the
starting time of the appointment either as a set hour or as an acceptable time period (To display the end time of the
period, click and check the TO: box):
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Advanced Availability Search

Find LEEUILREN Specific Day(s) £l Specific Time(s

DAYS MANY ESUN EMON MTUE EWED HITHU HFRI B SAT

TIME 10:00 AM | ending 10:45 AM

Provider |Jan Alternate

begin your search

Assistant [fpot used) Altemate

Resource |hot used) Altemate

4. Start the search by either pressing F8 or by clicking the “begin your search” option on the right:

‘Advanced Availability Search

CUESE Specific Day(s) s

DAYS MANY ESUN BWMON MTUE MWED BTHU HMFRI  ESAT

DATE MoN o

TIME 10:00 AM | ending 10:45 AM Ot

begin your search;
Provider [n | Alemale [norused

Assistant |fnot used) Al
Resource [not used) Aliemate  [inot used

ot used)

KORVUE will find the available openings and list them in the right-hand side of the Advanced Availability Search panel:

Find LRGN Specific Day(s)
DAYS HANY ®SUN MMON MTUE WWED MTHU W®FR

F1 preview selected result

DATE MON  [1/11/2010 Ll Mon, Jan 11,2010 from 10:00 AM to 1045 AM -
e
anding 10:45 AM . wil:nDermabas\Dn {45min)
TIME 10:00 AM g

Mon, Jan 11,2010 from 10:15 AM to 11:00 AM
Micro-Demmabasion (45min)
Jan

Mon. Jan 11,2010 from 10:30 AM to 11:15 AM
Micro-Demabasion (45min)
Jan

Assistant [fnot used) | A [inot used

Resource [fot used) ] Alternate [fot used)

Mon, Jan 11,2010 from 10:45 AM to 11:30 AM
Micro-Demmabasion (45min)
~dan

Mon, Jan 11,2010 from 11:00 AM to 11:45 AM

fon (45min)

5. Inthe Search Results list, find the most appropriate opening and then click and highlight it.
6. (Optional) Preview the selected appointment in the Scheduler.
6.1. Todisplay a preview of the appointment, press F1.
6.2. Toreturn to the Advanced Availability Search panel, press F1.
7. Confirm the selected appointment by pressing “Enter.”
This will take you back to the Next Action panel.

8. Proceed as necessary by selecting the appropriate option in the Next Action panel. When finished, save the appointment (the
“F12 | DONE! Save Appointment” option).

Entering Referral Information

Depending on your KORVUE system settings, at some point of the booking process you may be asked about the guest’s referral
information, that is, how the guest was referred to your salon. This is important because referral information not only helps your
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salon’s overall marketing and analytics, but also assist in tracking the providers’ “New Requests” and the results of their own self-
promotion/word of mouth. KORVUE requests the referral information with the following prompt:

Select Referral

Robson, was the client referred for BROW WasXK? |11
appears that this will be their first time receiving this type of
service here

o]
O Yes, by Client
O Yes, by Employee
© Yes, by Other

| Accept and Return | | Cancel and Return

Respond to the prompt as follows and then proceed with the booking procedure:

If a RETURNING GUEST: If a NEW GUEST:

Select “No” and then click “Accept and Return”. 1. Select the appropriate Yes-option:

@ If the guest has been referred by a client, select “Yes, by
Client”. No further information regarding the identity of
the referrer is needed.

® If the guest has been referred by an employee, select
“Yes, by Employee” and then select the particular
provider / salon employee from the list.

@ If the guest was brought to the salon by any other reason
(promotion, GC, walked in), select “Yes, by Other”.

2. Click “Accept and Return”.
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