WHO BOOKED, UNBOOKED AND/OR RESCHEDULED AN APPOINTMENT:

1) Inorder to check who booked, unbooked or rescheduled an appointment you will
first need to setup your passwords for operators that do bookings, giving each
their own password (see training video for Passwords).

2) Oncethisisdone you can check who has performed these actions by going to
Utilities, then Appointment Inquiry.
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3) Inthe Appointment Inquiry window you can search for appointments by
Estheticians and services (in this case al for both) fig.1, or you can search for
appointments restricted by Date range, fig. 2. The date that appears to the | eft of
the appointment information is the date that the appointment was booked for, not
when the appointment was booked.




Figure 1.
APPOINTMENT INQUIRY

+ Appointment File  UnBook File E xit

All Chents -
Client Ho. Esthetician Service Display |

| |AII E stheticians ﬂ |AII Services

Lookup Date Range

[~ Restnct by Date From | To |

* = Unbooked
D ate[] Ezthetician Service Client Name Time Detail

02701 /07 Dion Blockout h:-45P
02501707 Aphrodite Crystal Scriub Star Andromeda 2:00P
02501507 Dion GelWrap Kriz Arnold 4:15P
02/01 /07 Hera Brow/Mew Kng Arnold 3:00P
02/01/07 PerzephoneFEuro Knz Arnold G6:00P
0202707 Kns Cut Mary Victory 12:00P
0202707 Kns Maternity Amold Yillagra 12:45P
02/06/07 Demeter Cut Elviz Presley 10:00A
02/06/07 Aphrodite Body Polish Ophelia Hamlet 8:30A
02/13/07 Hermes FEuro Elviz Presley 10:00A
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Figure 2.
APPOINTMENT INQUIRY:
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0201707  Artemis Brow/Male Amazena Amazonmia 12:00P
02501707 Dion Blockout 2:00P
02501707 Dion Blockout J:00P
02501 /07 Dion Blockout 4:45P
02501 /07 Dion Blockout h:45P
0201707 Aphrodite Ciystal Scrub Star Andromeda 2:00P
02/01/07 Dion Gelwrap Knis Arnold 4:15P
0201 /07 Hera Brow/New Kriz Arnold J:00P
02/01/07 PersephoneFEuro Kriz Arnold 6:00P
0202707 Kris Cut Mary Victory 12:00P
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4) Left click on one of the appointments, and the appointment information window will
appear. Look to the bottom field in this window, to view who booked the appointment.
The number in this field refers to the esthetician number. Along with the esthetician ID (or

name). The time stamp will even tell you when this action was performed.
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