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PREFACE

Scope of this document

This document explains the functionality and setup of Booking / Schedule / Appointment sub
system on the portal.

Audience
This document is intended for:

- The AMC CIT business personnel for approval.
- Portal Users

Related documents

None.

Definitions

- Customer Number: Reference linking the Customer to all related sub systems
- Card Number: Loyalty customer card number

- Sales - Sales information loaded from POS to the portal.

- PC or notebook that will interface via a browser

- POS - Point Of Sale System

OVERVIEW

General overview

The Schedule sub system allows services to be ‘booked’ at the POS, with history being kept of all
bookings and work done during the booking.

The portal will include non-editable data history, with the POS doing all editing, creation and deletions.
Setup of services and assignment of users to each ‘schedule’ is all via portal edit screens. At startup of
the POS process, the setup parameters will be downloaded, allowing the POS to be self-maintaining.

Security
User access to the reports is controlled via the normal Portal access methods. A user may be entitled to
view or edit the Customer Address records, and or change the settings for the schedule or users

associated to each schedule. The Company administrator sets the required privileges via the Portal user
maintenance screens.

Appointments-WEB23102005.doc © 2005 Copyright AMC Convergent IT 5



2} Postal Powered by AMC - Microsolt Intesnet Exploser

| Fie Edt Yew Fgvodtes Took Hel P

| ek = ) - |x] (2] W sewen T Fvetes £7) =
| Agvess [] he o vt Pontalierdestenna pho x| Bl e || #izend Stk - 2HDebug - @ Profie
| Google » =] (I Semch » | @ 521 blocked | A Chock » 4 Aotk + o] Optons &

&\ AMC |

convéfgent IT

Description Rumber Description Humber
Appaintmants = Eull
Full (TES) 14 tig Portal Acoess 1
Buzad 2

Hardware used

Hardware may be a normal PC or laptop running any standard Internet browser. If using Internet
Explorer it must be version 6 or greater. In the case of Firefox it must be version 1.0.4 or greater.

User interface
Standard portal navigation and login is used.

Business process

The portal receives transactions from the POS, with an internal indicator and details for the customer
Appointment(s).

The functionality of the Portal is to support known customers, from Lay Buys, Loyalty, Debtors,
Customer Orders and Home deliveries, allowing quick access for the POS to assign the appointment
or booking. The POS also allows generation of new customers.

Portal reports allow for historical reporting and control of services and appointment ‘books’.

Reports

Purpose

To report on Appointment Book activity given a users selection.
Type of reports

Portal reports available.

1. Customers

This report allows all previous customers that have used the Schedule / Booking system to be
reported on.
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2. Appointments

The report allows a single day view of all appointments for the selected ‘book’
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The report is self-configuring, the columns shown depending on the Employees assigned and the start
and stop times as per the system settings. (See maintenance)

3. Employee Allocation

This report is both maintenance and report. It allows the user to add or subtract employee from a
‘book’

Appointments-WEB23102005.doc © 2005 Copyright AMC Convergent IT 7



) Portal Powered by AME - Micenaol! Internet Eupinoes
| B Ect Wiew Fgwnins  Jooh  Help

AN o e 3| =
|0“""'\)'."J.ﬂ.ll,-"sm'.‘-n":’“"“&'| T 1=

| Address [ ] okt Polslindeenm s

| Google - =]/ |Gl Semch = | 50 1 bivcked | 4 Creck - 3, Aok = ||

L 2 [

sites: [Sie 26 |

Type

Salon =l

Uger Nams w

Hlie
John

andres

1z Memhar Of Salon

FT T T N ool et =

By clicking on the employee name, the choice of adding or removing is offered depending on the
current status. If the employee is already assigned (indicated by a red tick) then the offer will be to

remove.

3. Schedules or Book Report

This report allows a quick view of the current ‘Books’
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Clicking on the ‘Book’ name will allow maintenance its details. The ‘Book’ id is limited to 1

character. The POS is limited to 8 ‘Books’.
4. Services

This is a report showing configured services
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Clicking on the service name will allow maintenance on its details. Reference 1D and description may
be up to 50 characters in length

Maintenance

Purpose

To allow user updates, add or change Customer address or details. To add or delete Services and or
‘Books’ and to allocate employees to ‘Books’

Maintenance Sections
The user may find the maintenance screens under the Company section for Services and ‘Books’
and under the Employee section for the assignment and reporting. The customer edit / new feature

may be used to edit customers for Lay buys, Home Deliveries and Customer Orders and
Appointments provided the options are subscribed to and enabled.

Navigation

Selecting Multiple Rows

This option is not available in any of the related reports or edit screens

Security

Select the Site Menu via the side menu. Note, the name of the menu may be some other description
as this is a soft option within the portal. Examples are Store Menu, Branch Menu etc

Click on ‘Permission Levels’
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If a Appointments exists, then click on it, else click on ‘Create New Level’ and create the required

permissions level.
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The user is required to have at least read permissions to run the reports and edit permission to
change any of the settings or to add new Customers.
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Setup

The POS setup area Appointments is via the standard ‘Setup” method for all other POS settings.
Click the ‘Setup Edit’ from the ‘Functions’ page and select the ‘Controls’ Tab.
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All other setting are via the Portal maintenance screens

Portal Setup

Two sections must be setup before any transactions may take place.

1.

2.
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Settings

The Appointment books require a start Hour and End Hour. These are set up in the Site section
under Site Options.
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Each site may have its own start and end times.

Services

Services are company wide, and apply to all sites / stores. Creation or Editing is done within the
Company section.
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New services may be added by clicking on the “Create’ link, or by clicking on the ‘New’ button
on the edit screen.
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The reference 1D may be up to 50 characters, but it is suggested that it be less than a nominal 10.
The reference may be alphanumeric. The description may be up to 50 characters and the
comment field up to 250.

3. Appointment Books

‘Books’ are company wide, and apply to all sites / stores. Creation or Editing is done within the
Company section.
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New ‘Books’ may be added by clicking on the ‘Create’ link, or by clicking on the ‘New’ button on
the edit screen
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The Reference may only be a single alphanumeric character. The description may be up to 50
characters and the comment up to 250. There is a limitation of 8 books at the POS
4. Employee

Once the ‘Books’ and services have been set up, then employees may be assigned to the books on a
site-by-site, book by book basis.

The edit screen / report may be found in the User section under Employee
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First a ‘Book’ is selected, in the above screen it Salon. Then the employees linked to that site can be
allocated to the ‘Book’ or removed. Clicking the employee name will pop up two options. One of
those will be to edit the employee, the other will be to add or to remove (depending on current

allocation)

Once all three sections have been completed (‘Book’, Services and employees), the POS module

can now start data entry.

5. Customers

Customers may be added via any of lay Buys, Loyalty, Debtors, Home delivery, Customer Orders

and by the POS using appointment books.
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From the Customer report from use of the appointment books, the administrator may edit the
customer details. These details may also be edited by the POS.
Clicking on the customer name will allow the Portal edit screen to be used.

24 Portal Powered by AMC - Microsolt Intermet Explores

|| Be Eot Yo Favoiee ok Hee i
| ok = € - [x] (2] [ S seweh o Fmonen £2)| (2 L 03
T e e ———— = B G0 || defZendSuude - PHDsbuy - @ Profis
|| Google- [ 3]|[ClSewch - | g [0 blcked | 9 Check « '\ Aol - < JAucFd B Opins 5 :

convergent I T AT I very | Lav Buvs | Appoitments |
Portal User Code: S001

Fiest Name: Bom
Last Hame: BRD
Phone:  [1234867
Mobile:  [FETESazzl
Fam: |

Addrass:
[addrass 11
[address 2z

[roooress 33

Posteode: [33333

Comments: |

Save New Customer New Ordar

N B > T 4

| Fle E® View Favoies Took e | &

Qe - - (=) 2] ] S somh et €] (2 (3

| Agkdrens [ ]t /o st Fonal/ e erma g =] B 5o || Elzendsudo - B0 - G-
:|Cﬂ'.gk-| w]| [/ Semch = 30 1 blocked | Chack = 5 Ak + [ ]AucFd [ Opions %

Home > ADOE Cust > Customer Bditor! b

. H
T\ AMC T nFeritaintotsaaice
convergent /7

Data Time Schedule Sarvice Comment

25=002-2005 20:00 Hair Cuts
230012005 09:00 General
aa-ut-2005 13:00 Blow wave Comment, hng
22-0ct-2005 08:45 Haer Cuts
New Customer New Crder
How Rostr . =l
] [T R ool et y:

Clicking on the Appointments Tab will display all valid appointments. Click on the date of the
appointment will take the user to the appointment day screen.
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Data Entry

All data entry is via the POS screens

POS — Appointments

The employee navigates to the related day and time. The ‘Books’ available are downloaded to the
application at ‘start-up’ time, along with the employee and services. To refresh these settings, just

restart the application or double click on the status bar.

BF Staff Scheduler =]

Sun [Mon [ Tue [Wwed[ Thu | Fri [Sat| ©Oct [ Schedule Selection

09:45
1000
|r0as

1030

1 2006 @ Salon Find Customer
2 3 4 5 5} o
9 |10 11|12 13 : -
w17 18 19 20 . ¢ Body Piercing
23 | 24 | 26 | 26 | 27
30 | 31 Ty || | ®
Calendar Date: Saturday 22 October 2005 Schedule Date: Saturday 22 October 2005
Time [John Mel |Michael Bl
03:00
o085
oz Smith.Betty Smithe.Julie Thompson.Fred
General 15Mins General 15Mins General 15Mins
08:45 BIRD.Bob Jones, Tom
Hair Cuts 30Mins Hair Cuts 30Mins
09.00 UnistatHelen
Blowy wave 30Mins
0915

-

Jones Margret
Hair Cuts 15Mins

[l

| 25 October 2005 23.27.09

The user selects the date via the calendar. The system will then request the related data from the

portal 2 seconds after the last calendar change. This will collect all booking for all books for the day
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selected. The up / Down arrows allow the month to be increased or decreased. To select the current
day, click ‘“Today’. The User display, is determined by the ‘Book’ selected (in this case Salon). Up to
12 Employees per book may be assigned (see portal maintenance). Double clicking on a customer
name will show the full details of the booking. The day display is limited to Customer name, service
and length of time in ¥ hour blocks.

Double Clicking on a Customer will allow the full details to be shown. The red indicators show
blocks that have already been assigned. The yellow indicate this appointment. Increasing the block
count will move the yellow indictor down one more block.

[

Schedule / Booking Details for John O] x]

Tz - )
T Ms ~|  First Name ||Beﬂy Update
B8 Surname |Smi’rh

¥ 0830

oz |= Address |1 Smith Street W
i gg 102 a Subur IMeIton -
BRI [FHee
—13?2 Post Code [30n0

:}gfg Phone# 1234567800 Mabile Phone [0987654321 w
:H?g Service General jAppointmentTime 08:30  15Min Blocks |1 ﬂ
,Hig Comment  [inarush

|1zm requires re tinting

o Details

1245

W |

W |

REE . |

WA |

HEE |

HAERI A |

8 1]2]/3|4|5|6/7|8]9|0] woex

D |

11 a|lw|E|[R|[T|[Y|U|I]|O|P]

WAL |

1 A|ls|p|F|a|H|J|K]|L] Enter

REES i —

16:45 g

= z|x|c|v|BIN|m| | || shift |

170

1745

1800 E ‘

The details field may be up to 1000 characters. The comment field holds 250 characters. The
Customer name and address can be updated by clicking the Update button. Cancel will close the
screen with out changing the data, ‘Save’ sands the appointment to the Portal and updates the
internal database. ‘Delete’ will delete the appointment.

The “‘Enter’ key will insert a new line in to the details when the details are being edited. To delete or
replace part of the detail information, select it via ‘touch and drag’ then “hit’ the new letter. Clear
will delete the full field selected if non-selected or the selected text.

Change the 15 min block count if the customer needs more than the 15min block. The time of the
appointment may be altered by double clicking the time bar to the left. The yellow bars will move
according. The appointment will not be actually moved unless the ‘Save’ button is clicked and
confirmed.

New Appointment

To open a new appointment, double click on the blank area of both the Time and Employee. If the
date is not correct, first select the date and click update to move the Appointments to that date. The
Up / Down arrows allow the month to be changed. The calendar shows a full month in one view.
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When a blank ‘Cell’ is double clicked, a customer selection dialog will appear

Checking Portal For Customers

EClose

Search I

Custorner |Cu5‘r ;‘i|Ph0ne Address Suburb |ST4 @SElEE't

-

© Account

=1Find
[l R E————

1)2|3|4|s]|6|7][8|9]0] hicwn

a|lw|E|[R|T|Y|U|1I|O|P
Als|p|F|a]H]JjK]|L]

Z|X|C| V| B|N|M| «cea _oNEW |

If the customer is an existing customer from Loyalty, Customer orders, Debtors, Home delivery,
Appointments, or Lay Buys, then type at least three letters of their name, account or card and click
‘Find’. The system will return all matching sub string searches. Case is ignored.

Checking Portal For Customers x|
Done i QI ose
Search  [MIT —
Customer [cust#[phone  [address swup [l ®mSelect
Smith, Betty 5005 1234b678!1 Smith Street Weltarn i -
7 Selection
|_|Smith.Bill BOGT7 BbEEBEL  Address 1 Address 2\
M|smithe.luiie 5006 12312312158 Terace Avr wavery || & ©ard
# Name
 Account
= = Find
4 I » _—

1]2|3]4|5|6|7|8]9]0]| cHiston
a|w|E|R|T|Y|U|I]O|P
Als|D|F|G|H|J|K|L

z|x|c|v|B|[N|M| e _oNEW |

The sub string may be any part of either the Surname or First Name.

‘BET” will also find Betty Smith.

Highlight the required entry and click ‘Select’
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If the Customer is not found, or the operator knows that it is a new customer (always best to check to

prevent duplicate customer entries), the click ‘New’. The system will respond with another data

entry screen.

#F Mew Customer

I [=] 3

Mg ~| First Name |.Ju|\a

Sumame |Rober‘ts m
Address [0 Smith Strest m
Suburh IM‘[IE.a

State |\,fiotoria

Post Code W

Phone # [1234 5567

Mobile Phone I

1|2|3]4|5|6|7|8[9]0]
qglw|le|r|t|ylu|i]|o p|

als|d|t]g]n]j|k|1]

z‘x|c|v‘b|n|m‘8hiﬂ|

| # Clear

Fill in the details of the new customer. Clicking the ‘Shift” key will allow both cases to be used. All
fields except mobile Phone are required.

The system shows the next dialog either after the Accept of a ‘“New’ customer or the selection of an
existing customer.

Time

0800
0815
08:30
08:45
0300
03:15

i Y T Y

Ms

&F Schedule / Booking Details for Michael

~|  First Name

Surname IRober‘tE

Update

JS[=] S

N~
o —_
State  [victoria M
E:Z:e::rde ﬁzjs? Moble Prone| w
Service Blow wave j Appointment Time 09:30  15Min Blocks Iﬂ
Comment
Details
1/2]|3|a|5|6|7|8|9]|0] «cex
a/w/E|R|T|Y|U|1I|O|P]
Als|p|F|la|H|J|K]|L| Enter
z|x|c|v|B|N|M| | .|7]| shit |
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Set the required service, add comments, and fill out any details. If the customer name, address and or

phone numbers are wrong, change them and click ‘Update’. This will then update the portals

database with the changes. Clicking ‘Save’ will update the appointment details both on the POS and
the portal.

If it is wished that the day of the Appointment is to be changed or the employee with whom the
appointment is made is to be swapped, then click on the ‘Swap’ button. This will allow one of four

events

a. Change of Employee
b. Change of Date

c. Change of Time

d.

# Swap Employee or Date

Current selected
Operators Bookings

0300
0815
08:30
0345
03:00
0315
09:30

2 Y N O O

Time B

Select New Operator

Operator

=l

John
Mel

03:45
10:00
1015
10:30
10:45
11:00
115
11:30
11:45
1200
1215
1230
12:45
1200
1315
1330
1345
14:00
1415
1430
14:45
1500
1515
15:30
1545
16:00
16:15
16:30
16:45
17.00

El

| [ —————

Any of the above combination

Select new Date

Sun [Mon [ Tue [Wed [ Thu [ Fri [ Sat |

2
9
16
23

30

31

New Appointment Date:
Current AppointmentDate:

Appointment Time

1 2005
78
14 15 5
o .
28 | 29
Today | Restore

Saturday 22 October 2006
Saturday 22 October 2005

09:30 15 Minute Blocks (5 3:

Instructions:

‘When happy with the changes. click ‘Update’

To swap the booking from one operator to another. select the new
opertor from the current list. the system will then refresh the current
bookings list for the selected operator for the date.

Red indicators will display for the blocks of time already booked.

Changing the date will also refresh the display. To change the hour.
"double’ click on the required hour

To change the date of the appointment, click on the calendar. The month may be moved by clicking

the up or down arrows. To restore back to original booking, click ‘Restore’. To select current day as

the booking click ‘Today’.

Change the operator by clicking on one from the shown list. Each time the calendar or operator is

changed, the system will refresh the bookings display, marking in red the current bookings as per the
selections.

The appointment time may be changed via this screen by double clicking on the required booking

time. When satisfied, click ‘Update’ and confirm. Changes may be discarded at any time by clicking
‘Cancel’
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i Stalf Scheduler o]
Sun [Mon [ Tue [Wed [ Thu [ Fri [Sat | Oct Schedule Selection

1 2005 | & Salon Eind Customer
2 3 4 5 6

9 10 11 12 13 - % e
16 17 18 13 20
23 | 24 o5 26 o7

30 | 31 Tty || | @ TENE

© Body Piercing

Calendar Date: Saturday 22 October 2006 Schedule Date: Saturday 22 October 2005
Time [John Mel |Michael 2l
0g:00
0818

B 0@:30 Srith, Betty Srmithe, Julie Thorpson,Fred

General 15Mins General 15Mins General 15Mins
0845 BIRD.Bok Jones.Tom

Hair Cuts 30Ming Hair Cuts 30Ming
0g:00 UnistatHelen

Blow wawe 30Mins
09:15
:I]EI 30 Jones Margret

Hair Cuts 15Mins 2 1Hrs 15Mins;
09:45

1000

1015

1030

|

| 260ctober 2005021443

Customer History

Customer history may be shown by clicking the ‘History” button after the customer has been
selected. To open the customer history, click the ‘Find Customer” button on the main screen, then
find the customer through the normal means.

Highlight the customer and click on “History’

Alternatively, the ‘History’ button may be clicked during the update of the booking details.

Done E QI ose
Search  |FRE S —
Custorner |cust#|Phone  [Address Suburt |5t B5elact
M Thornpson, Fred 5003 bbEED Line & Line b Ste| T
- Selection
 Card
& Name
© Account
= Find
KIS )

a|W|E|[R|T|Y|uU|1]|o|P
Als|D|F|a|H|JK|L]

Z|x|c|Vv|B|N|M|«ae _eNEW |
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g¥ Schedule / Booking Details for John o]

Save

Cancel

Delete

Swap

iJE|

requires re tinting

1]2]sl4]5]e|7]8|9]0] womr |
o/w/ElR|T|Y|u|1|o]P]
Als|p|F|a[H|y|K[L] _Enter |
z|x|elv]B|N|m| .| ||

#E Customer History

e

Navigation is via the Up / Down arrows and the ‘Last’ button.
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#¥ Customer History

e A

The system will indicate ‘Record not Found” when there are no more records.

¥ Customer History

[ 1
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	PREFACE
	Scope of this document

	This document explains the functionality and setup of Bookin
	Audience

	This document is intended for:
	The AMC CIT business personnel for approval.
	Portal Users
	Related documents

	None.
	Definitions

	Customer Number: Reference linking the Customer to all relat
	Card Number: Loyalty customer card number
	Sales  - Sales information loaded from POS to the portal.
	PC or notebook that will interface via a browser
	POS - Point Of Sale System
	OVERVIEW
	General overview

	The Schedule sub system allows services to be ‘booked’ at th
	The portal will include non-editable data history, with the 
	Security

	User access to the reports is controlled via the normal Port
	Hardware used

	Hardware may be a normal PC or laptop running any standard I
	User interface

	Standard portal navigation and login is used.
	Business process
	The portal receives transactions from the POS, with an inter
	The functionality of the Portal is to support known customer
	Portal reports allow for historical reporting and control of
	Reports
	Purpose

	To report on Appointment Book activity given a users selecti
	Type of reports

	Portal reports available.
	Customers
	This report allows all previous customers that have used the
	Appointments
	The report allows a single day view of all appointments for 
	The report is self-configuring, the columns shown depending 
	3. Employee Allocation
	This report is both maintenance and report. It allows the us
	By clicking on the employee name, the choice of adding or re
	Schedules or Book Report
	This report allows a quick view of the current ‘Books’
	Clicking on the ‘Book’ name will allow maintenance its detai
	Services
	This is a report showing configured services
	Clicking on the service name will allow maintenance on its d
	Maintenance
	Purpose

	To allow user updates, add or change Customer address or det
	Maintenance Sections

	The user may find the maintenance screens under the Company 
	Navigation
	Selecting Multiple Rows

	This option is not available in any of the related reports o
	Security

	Select the Site Menu via the side menu. Note, the name of th
	Click on ‘Permission Levels’
	If a Appointments exists, then click on it, else click on ‘C
	The user is required to have at least read permissions to ru
	Setup
	The POS setup area Appointments is via the standard ‘Setup’ 
	All other setting are via the Portal maintenance screens
	Portal Setup

	Two sections must be setup before any transactions may take 
	Settings
	The Appointment books require a start Hour and End Hour. The
	Each site may have its own start and end times.
	Services
	Services are company wide, and apply to all sites / stores. 
	New services may be added by clicking on the ‘Create’ link, 
	The reference ID may be up to 50 characters, but it is sugge
	Appointment Books
	‘Books’ are company wide, and apply to all sites / stores. C
	New ‘Books’ may be added by clicking on the ‘Create’ link, o
	The Reference may only be a single alphanumeric character. T
	Employee
	Once the ‘Books’ and services have been set up, then employe
	The edit screen / report may be found in the User section un
	First a ‘Book’ is selected, in the above screen it Salon. Th
	Once all three sections have been completed (‘Book’, Service
	Customers
	Customers may be added via any of lay Buys, Loyalty, Debtors
	From the Customer report from use of the appointment books, 
	Clicking on the customer name will allow the Portal edit scr
	Clicking on the Appointments Tab will display all valid appo
	Data Entry
	All data entry is via the POS screens
	POS – Appointments

	The employee navigates to the related day and time. The ‘Boo
	The user selects the date via the calendar. The system will 
	Double Clicking on a Customer will allow the full details to
	The details field may be up to 1000 characters. The comment 
	The ‘Enter’ key will insert a new line in to the details whe
	Change the 15 min block count if the customer needs more tha
	New Appointment

	To open a new appointment, double click on the blank area of
	When a blank ‘Cell’ is double clicked, a customer selection 
	If the customer is an existing customer from Loyalty, Custom
	The sub string may be any part of either the Surname or Firs
	‘BET’ will also find Betty Smith.
	Highlight the required entry and click ‘Select’
	If the Customer is not found, or the operator knows that it 
	Fill in the details of the new customer. Clicking the ‘Shift
	The system shows the next dialog either after the Accept of 
	Set the required service, add comments, and fill out any det
	If it is wished that the day of the Appointment is to be cha
	Change of Employee
	Change of Date
	Change of Time
	Any of the above combination
	To change the date of the appointment, click on the calendar
	Change the operator by clicking on one from the shown list. 
	The appointment time may be changed via this screen by doubl
	Customer History

	Customer history may be shown by clicking the ‘History’ butt
	Highlight the customer and click on ‘History’
	Alternatively, the ‘History’ button may be clicked during th
	The history sub system will then be shown where the operator
	Navigation is via the Up / Down arrows and the ‘Last’ button
	The system will indicate ‘Record not Found’ when there are n

