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Chapter 1 - Getting Started  
Welcome to PSA: Salon your Personal Salon Assistant.  
PSA puts your business in the palm of your hand.  PSA runs on an 
iPhone, iPod Touch and the iPad. 
 
To better understand PSA, you are going to want to setup this 
application starting with the Settings App.  Once you have entered all your 
settings, begin to enter your Clients by either importing from the device Contacts 
or adding each client manually through PSA.   
 
PSA automatically puts your clients in the PSA Clients group on your device. 

Backing Up & Restoring 
Ā We strongly recommend that you backup your data to your desktop, Mac or 
laptop computer. Please follow the instructions for your iPhone , iPod Touch, or 
iPad regarding the backup of applications and data. For detailed explanation of 
how the backup works: http://support.apple.com/kb/HT1766 .  

 

CHECK YOUR ITUNES SETTINGS BEFORE CONNECTING YOUR DEVICE.  YOU MUST 
HAVE SYNC APPS TURNED ON FOR PSA OR YOU WILL LOSE DATA!!!!  

 

How to Back Up with iTunes 

We also recommend that you connect your device to a computer and use the 
iTunes app built in features to Back Up and Restore your device. To run the Back 
Up program from iTunes: 

Connect your device to a computer (Mac or Windows). 

Open the iTunes desktop application.  Note, if you are connecting your device to 
your computer for the 1st time, the ITunes application will automatically 
download to your computer after the new device hardware is automatically 
configured by your computer desktop/laptop. 

In the left hand column in the iTunes desktop application, you should see your 
device name.  Right-click on your device name under the DEVICES section. 

 

Chapter 

1 

http://support.apple.com/kb/HT1766
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A 

small menu will appear after righ-clicking your device with options to Eject, Sync, 
Transfer Purchases, Back Up, Restore from Back Up. 

Select Back Up from this menu 

When your device is properly backed up, you can be assured that you can also 
RESTORE from this backup you just took should you experience any problems with 
your device.   

BACK UP AT LEAST ONCE EVERY DAY!  YOUR 
BUSINESS IS ON THIS DEVICE! 
To be completely safe,  after you Backup to your computer, copy the backup file 
to a Flash Drive and make sure it is date stamped.  The Apple article mentioned 
will tell you where your backup file can be found on your computer. 

How to Restore from a Backup Using iTunes 

If you have been backing up your device daily, you should have no problem 
restoring from a previously taken back up should your device stop working 
properly.  Restore with caution!  It is important to pick the correct backup to 
restore from. 
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To See Your Available Back UpsĄ Select EDIT from top menu bar in iTunes, then 
select PREFERENCES.  Tab to DEVICES screen.  Device backups will display in the 
window provided.  

 

Connect 
your 
device 
to a 

computer (Mac or Windows). 

Open the iTunes desktop application 

Right-click on your device name in left hand column and select Restore From 
Backup option.  Normally, your device will only have one backup file stored on 
your computer to Restore from.  If you put your backup files on a flash drive, you 
can restore from any date found in your backup by merely copying the backup file 
from your flash drive to the backup files directory as noted in the Apple article. 
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Starting the PSA Application 
After purchasing PSA: Personal Salon Assistant from the iTunes App Store, the 
icon  below  will appear on your iPhone, iTouch or iPad. Touch this icon to begin 
using your Personal Salon Assistant.  

 

 If you are using an iPhone or iPod Touch, your PSA Main 

Menu will appear as displayed to your left. 

 

 

If you are using an iPad, your PSA Main Menu will appear 

similar as displayed below.  The PSA Main Menu will display 
by touching the PSA  Logo Icon. 

 

 

 

 

PSA ICON 
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PSA Main Support Menu 
 
 
The PSA Main Support Menu displays some of  the tools 
you will need to get help when you need it with your 
app purchase. 
 

Contact Support 

The Contact Support button is used to notify us with any 
problems with your PSA app.  Notification is directly to 
our excellent Support Department.  This menu also 
displays the version of the PSA application that you are 
using.  This information is CRITICAL to provide to 
SalonTechnologies when contacting our Support 
Department.  Also, please let us know the device you 
are using (iPhone, iPod or iPad) and the version number.   
 

Registering as a PSA Customer 

 
Also displayed on this screen is a button to transfer to the SalonTechnologies 
Website. In order to server you better when you contact us, please take the time 
to register yourself as a customer.  By registering as a PSA user, you will have the 
ability to receive special offers from SalonTechnologies, Inc.    
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Chapter 2 - Settings 
The SETTINGS module of PSA allows you to customize the program 
according to your personal business. This is where you specify: 

 Active Colorlines that you are using 

 Your Company Information 

 Credit Card Settings (optional) 

 The wording/greeting for the reminder emails; Appointment, Birthday and 
Aanniversary 

 Your Commission Rates and Sales Tax Rate 

 Viewing Options  

 Your working hours & working days 

 Customer AddressBook Contacts retrieval tool 

 Product Types 

 Service Groups 

 Vendors 
. 

 
 
 

 

 

 

 

 

 

 

 

 

 

The screens above are the screens that display on an iPhone or an iPod Touch. 

 

 

Chapter 

2 
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If you are using an iPad, your Settings Screen will appear as displayed below.  

Functionality of the options in Settings is the same for all devices; but, formatting 
of the screens is enhanced for the iPad. 
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Color Lines 
The Color Lines screen will display after selecting Active Colorline from the 
Settings Screen. The Color Line section allows you to choose the specific 
companies whose color lines you use on your clients. 

The larger screen is designed for the iPad; the smaller screen is designed for the 

iPhone & iPod Touch. 

 

          

                                            

 

You may select one or more Colorlines as needed by touching OFF.  When Color 
Line is selected, it will appear with the ON switch. 
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Company Information 
The Company Info Screen will display after selecting Company Information from 
the Settings screen.  Always touch SAVE after making any changes on this screen.  
This information will be used to create your Receipts and Report Headings. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Owner Your full name 

Company Name Name of your Salon or Company 

Address 1 & 2 Enter address using 2 lines if needed  

City Your City  

State Your State Abbreviation 

Phone Your Phone Number 

Fax Your Fax Number 

Email ¸ƻǳǊ /ƻƳǇŀƴȅΩǎ 9Ƴŀƛƭ !ŘŘǊŜǎǎ ǳǎŜŘ ŦƻǊ ǎŜƴŘƛƴƎ wŜǇƻǊǘǎ ǘƻΦ 

TOUCH SAVE! 
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Credit Card Settings  (optional) 
The Gateway Settings Screen will display after selecting Credit Card Settings from 
the Settings main screen.  This option is used to enter the necessary information 
for your credit card payment gateway.  Before using this option, please read 
Chapter 10 about processing Credit Cards.  You must apply online with NetPay or 
Authorize.Net to access the Credit Card Gateway. 
 

NetPay is the preferred Vendor because there are NO SETUP FEES.   
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API Login Provided by NetPay or Authorize.Net 

Transaction Key Provided by NetPay or Authorize.Net 

Gateway Sends Receipt Optionally, you may have NetPay or Authorize.Net send receipts to 
your customer via their email address.  Turn either ON or OFF by 
touching the Gateway Sends Receipts button. 

Note: The receipt will only show the charged amount, and not the 
products or services purchased. 

Merchant Account Type Card Present ƛǎ ŀ ǊŜǘŀƛƭ ŀŎŎƻǳƴǘ ƛŦ ȅƻǳΩǊŜ ŘƻƛƴƎ ōǳǎƛƴŜǎǎ ǿƘŜǊŜ ǘƘŜ 
customer directly hands you their card.  If you have a hardware card 
stripe reader, this may be your merchant type. 

Card Not Present ƛǎ ǘȅǇƛŎŀƭƭȅ ŦƻǊ άah¢hέ ƻǊ ƛƴǘŜǊƴŜǘ ǘǊŀƴǎŀŎǘƛƻƴǎΦ  LŦ 
you also accept payment from a website, this may be your merchant 
type. 

 

 

Note: If you receive Errors #85 & #87, this indicates that your merchant type is 
incorrect. 
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Emailing Reminders 
 
The Email option in Settings in used to setup or change the standard emails that 
are sent to your Clients for Anniversaries, Appointment Reminders and Birthdays. 
The CLIENTS module is used to send the email messages, but SETTINGS is used to 
do the initial setup of each email message. 
 
PSA maintains these three standard email formats.  The Email Screen allows you 
to choose which email standard message you would like to edit or change.   
 
On all email standard formats, you may use the following fields to customize your 
own message if you would like: 

<<CLIENT>> 

<<SERVICE>> 

<<APPT-DATE>> 

<<APPT-TIME>> 

<<ANNIVERSARY>> 

<<BIRTHDATE>> 

 

All of the options noted above are available in each 
email message using the INSERT button. 

Choose from: Anniversaries, Appointment 
Reminders and Birthdays by touching appropriate 
button. 
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iPad Email Reminders Screen 

 

Use 
Buttons 
to switch 
between 
reminder 

types 
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SAVE BUTTON 
 

How to Email Anniversary Reminders 

 
The Anniversary standard email message is below.  The space <<CLIENT>> is used 
as a placement holder for your data.  When you send out Anniversary emails, the 
Clients name is automatically inserted into the email where noted.  
 
You may change this email message as often as you wish or customize it for your 
business.  Simply touch area of email to edit and type away.  If you accidentally 
remove <<CLIENT>>, you can re-insert it by using the INSERT button.   
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SAVE BUTTON 
 

How to Email Birthdays Reminders 

 
The Birthday standard email message is below.  The space <<CLIENT>> is used as a 
placement holder for your data.  When you send out Birthday emails, the Clients 
name is automatically inserted into the email where noted.  

You may change this email message as often as you wish or customize it for your 
business.  Simply touch area of email to edit and type away.  If you accidentally 
remove <<CLIENT>>, you can re-insert it by using the INSERT button.   
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SAVE BUTTON 
 

How to Email Appointment Reminders 

The Appointment Reminders standard email message is below.  The space 
<<CLIENT>> is used as a placement holder for your data.  When you send out 
Birthday emails, the Clients name is automatically inserted into the email where 
noted.  

You may change this email message as often as you wish or customize it for your 
business.  Simply touch area of email to edit and type away.  If you accidentally 
remove <<CLIENT>>, you can re-insert it by using the INSERT button.   
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SAVE BUTTON 
 

Rates 
 
The Rates screen will display after selecting Rates from the Company Info screen. 

 

  

 

 

 

 

 

 

 

 

Commission (%) 
The commission rate indicates the percentage of sales to be  
considered income.  The commission rate is utilized in the reports 
section of PSA. 

Sales Tax (%) 
Indicate the percentage of sales tax to charge on taxable 
Products/Services 

Note:  Commission & Sales Tax Rates are optional 
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View Options 
 
The View Options screen allows you to decide how your schedule will look.   
The first option here is Calendar Views.  Your Calendar can display in 30 minute 
intervals or 15 minute intervals.  To have 15 minute intervals, touch OFF to ON. 
 
Also, you can display how you want your Clients names to appear in the Client 
module.  You have the choice to sort by Last Name, First Name or First Name, Last 
Name. 
 
You may also choose how to view Clients.  You many view clients by Last Name, 
First Name or First Name/Last Name. 
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Client Address Book Contacts 
 
The Client Address Book Contacts option in Settings allows you to switch the 

address book contact for a Client.  This utility should only be used to fix 
mismatches in your PSA Clients group. 
 
Before using this option, try to use the Automatic Recovery & Manual Recovery 
options first.   
 
 

 
 
 

 
 
 
If you have a Client in PSA that has a history of Services, Appointments, 
Formulations, etc. and the Client does NOT match the history.  
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After you have chosen your Client, use the screen below to pick the correct Client 
to associate the PSA data with.   

 
 

 
 
 
 

ă Note, the Client that PSA thinks it belongs to, 
and the contact PSA can find. 

 

 
 
ă Touch the BLUE button to pick a new Client for 
this history. 

 

 

¸ƻǳǊ ŘŜǾƛŎŜΩǎ Ƴŀƛƴ /hb¢!/¢{ ŀǊŜ ƴƻǿ ŘƛǎǇƭŀȅŜŘΦ   

Choose the Client that you want associated 
with the history from the first Client you 
selected.  If the Client does NOT appear hear, 
you must add them into your device Contacts 
and then import into PSA. 

 

If an error appears, correct the condition and 
try to re-associate the Client again.  

 

Note: This utility should only be used as a LAST 
RESORT.  The Automatic Recovery & Manual 
Recovery should be tried before using this 
option.
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Working Hours 
¢ƘŜ ²ƻǊƪƛƴƎ IƻǳǊǎ ǎŎǊŜŜƴ ƛǎ ǳǎŜŘ ǘƻ ǘŜƭƭ ǘƘŜ ǇǊƻƎǊŀƳ ǿƘŀǘ ȅƻǳǊ άƴƻǊƳŀƭέ 
scheduled hours are for your business.  This screen lists each day of the week as 
well as your starting time and ending time.  The app defaults to all days of the 
week as working days. 
  
 

                                        

 

 

 

 

To change your work days and/or times, touch the day that you would like to 
change and the second screen above will display for you to update the Start & 
Finish times. 

Start Enter the time that you begin your working day 

Finish Enter the time that you end your working day 

Day Off Used to indicate that you do NOT work on this weekday at all. 

 

I M P O R T A N T 

Note: On your device in General Settings, please set 24-Hour Time 
to OFF otherwise all your times will appear in military time format 
instead of AM, PM format. 
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Product Types 
 
Product Types are a way of organizing the products that you sell for quick 
retrieval when cashing out your customer in the Register function of PSA. You 
must set up Product Types prior to adding Products to your PSA. 
 

                                       

 

 

 

 

 

 

 

 

 

 

To ADD a product type, ǘƻǳŎƘ ǘƘŜ άҌέ ǎƛƎƴ ŀƴŘ ŜƴǘŜǊ ǘƘŜ 
PRODUCT TYPE on the screen provided. 

Use the UNTYPED product type only for products not needing classification. 

** Note: If you delete a product type, any products that were of that type will 
ōŜŎƻƳŜ Ψ¦b¢¸t95Ω 
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DELETE ς SWIPE 
RIGHT to LEFT 

Service Groups 
 
Services refer to the beauty care services you provide your clients, while SERVICE 
GROUPS are the categories to which these services belong.  For example, a 
manicure and pedicure service may belong to the Nail service group, while a 
Cut/Foil/Color service belong to the Hair service group. 

Placing services in groups allows you to monitor sales and statistics by groups 
instead of individual services.  Your system automatically comes with Hair, Nails, 
Wax and an Ungrouped Service Groups.  Only use the UNGROUPED service group 
or services that you do NOT want to classify. 

 

To ADD a Service Group Ą touch the άҌέ sign, then 
enter the Service Group Name in place provided. 

 

To DELETE a Service Group Ą swipe the service 
group from right to left.  The DELETE icon will 
display.  Touch DELETE to permanently remove this 
service group.  Any Services in this Service  Group 
will have their service group reset to UNGROUPED. 

 

 

 

 

 

 

 

 

 

 

The iPad Service Groups option is very similar to the iPhone/iPod screen: 
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DELETE ς SWIPE 
RIGHT to LEFT 

 

 

 

 

 

Note:   If you delete a Service Group, all services in that group will be placed  
  into group: UNGROUPED. 
 
Note:   The Service Group UNGROUPED cannot be deleted. 
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SAVE 

Vendors 
 
Optionally, you may enter Vendors for the Products that you sell in your business.  
We recommend that you enter Vendors for all your Products for reporting 
purposes.   
 

 

 

 

 

 

 

 
 
 
 
 
 
 

Vendor Name Required. The name of the vendor. 

Vendor Contact Person at your Vendor that you contact the most. 

Address 1 & 2 Address of your vendor.  Use second address line when needed 

City City where Vendor does business. 

State State where Vendor does business. 

Zip code Zip code of Vendor 

Phone Vendor Phone Number 
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The iPad Vendor Entry Screen is very similar to the iPhone/iPod version of PSA: 
 
 

 

 
 

  
 

  
 

 
 

ADD 
VENDOR 

 
 

EDIT 
BUTTON 
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Chapter 3 - Clients 
The CLIENTS application allows you to keep all details of every 
ŎƭƛŜƴǘ ƛƴ ƻƴŜ ŎƻƴǾŜƴƛŜƴǘ ǇƭŀŎŜΦ  ¸ƻǳǊ ǎƻŦǘǿŀǊŜ ǎǘƻǊŜǎ ŎƭƛŜƴǘΩǎ 
contact information, their history of appointments and 
services, formula records, and also allows you to enter 
additional notes to help personalize your business with each 
client. 

It is important to note that your PSA Clients will automatically be placed into the 
PSA Clients Group when you add a Client through the PSA Client App.  For those 
with Contacts already defined, a convenient IMPORT option is available to make a 
current Contact a PSA Client.   

On rare occasions, PSA might not be able to identify a contact for a Client it 
previously knew.  For these situations, we have created methods for manually or 
automatically recovering the Address Book Contact.  Without the contact, certain 
information may not be available such as birthday or email address. 

The Clients application now allows you to send out Appointment Reminders, 
Happy Birthday emails, and Happy Anniversary emails. 

  

 

 

 

 

 

 

 

Chapter 
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Overview 
From the CLIENTS MAIN screen, you may proceed to add, edit or delete Clients as 
needed.  You may also search for a Client by entering all or part of the Clients Last 
or First Name in the search area provided.  

Deleting Clients 
If you want to delete a client, please delete from your Clients List in PSA before 
deleting from your devices main contacts app.  As shown below, swipe the Client 
from right to left until a delete button appears.  Then touch the delete button and 
ǘƘŜ /ƭƛŜƴǘ ōŜŎƻƳŜǎ άLƴŀŎǘƛǾŜέΦ 
 

ALWAYS DELETE A CLIENT FROM PSA BEFORE DELETING FROM YOUR 
59±L/9Ω{ a!Lb /hb¢!/¢{ !ttΗ   
 

When you delete a Client in PSA, the Client STAYS in your system but is now 
ŎƻƴǎƛŘŜǊŜŘ άLb!/¢L±9έΦ  ¸ƻǳ Ƴŀȅ ǾƛŜǿ ǘƘŜse clients by selecting the ALL view 
button from the Clients app. 
 

By default, this screen will always display ACTIVE Clients unless you change view 
to see ALL. 

 

 

 

 

 

 

Swipe Client you want to delete from RIGHT to 

LEFT until you see the DELETE button. 

  

 

 

ADD CLIENT 

DELETE  

ACTIVE ς shows active 
clients only 
 
ALL ς displays all clients; 
active and deleted. 

 
 

Appointment, 
Birthday and 
Anniversary Email 
Reminders 
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Adding a Client  
 

After selecting ΨҌΩ from the Clients main screen, the screen below will display. 

 

 iPhone & iPod Touch Screen 

 

 

                

 

 

              or 

 

                        

iPad Enhanced Screen 

 

 

 

IMPORT from Main 
Contacts  

Add a New Client 

Return to 
Clients 
Listing 

Appointment, 
Birthday and 
Anniversary Email 
Reminders 

 
CLIENT 

HISTORY 

 
ADD 

CLIENT 
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Manual & Automatic Recovery 
You may experience an issue in which the PSA ŎŀƴΩǘ ŦƛƴŘ the contact it once knew. 
This may happen if you restore your device, replace all of your contacts during a 
sync, or other times when syncing with MobileMe.   

 
 
 
 
If you see this screen when you go into the CLIENTS 
app, one or more of your Contacts is unrecognized 
within PSA.  This /ƭƛŜƴǘΩǎ ƴŀƳŜ ǿƛƭƭ ŀǇǇŜŀǊ ŀǘ ǘƘŜ 
top of the screen.  
 
Most id errors can be corrected automatically by 
using Automatic Recovery option.  The recovery 
option will attempt to match your PSA Clients with 
clients in your devices Contacts by First Name and 
Last Name.  If you have duplicates in your main 
device Contact address book, you will have to 
manually indicate which client is the PSA Client. 

 
You can ignore this error ōȅ ǇǊŜǎǎƛƴƎ Ψ5ƻƴΩǘ wŜŎƻǾŜǊΩ, and continue to do your 
work until you have the time to fix this condition.  This message will only display 

once during your session.  When you close PSA and 
reopen PSA, the recovery options will display 
again. 
 

** Note:  In the screen above, the Client that needs 
to be recovered is shaded in Red/Pink. 

 

This screen actually indicates the Client that is 
missing.  If you accidentally deleted this Client from 
the devices main Contacts address book, you will 
need to create this particular Client in the device 
Contact app. Once you have done this, use the 
Manual Recovery to point to the newly entered 
Client. 

 

Recovery Screen 
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This screen appears if the Automatic Recovery 

Option has failed.  Follow the directions on the 

screen and locate the Client that will be shaded in 
Red. 
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Importing Clients 
After selecting to IMPORT a client from the previous screen, the screen below will 
display.  This is your devices CONTACTS application screen.   

 

                                    

 

To SELECT a client for importing into PSA Ą Touch the Client and the Client will 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƘŀǾŜ ƛǘΩǎ Řŀǘŀ ǘǊŀƴǎŦŜǊǊŜŘ ƛƴǘƻ ǘƘŜ t{! ŀǇǇΦ 

To change which GROUP displays Ą Touch GROUPS in left hand corner of screen. 

 

ϝϝ bƻǘŜΥ  .ȅ ŘŜŦŀǳƭǘΣ ǘƘŜ Ψ!ƭƭ /ƻƴǘŀŎǘǎΩ DǊƻǳǇ ǿill display.  Once you select a client 
from the devices CONTACTS app, they will automatically be grouped on your 
device in the PSA Clients Group for easy retrieval of just your clients. 
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Editing PSA Clients 
In the PSA Client application, you may enter as much information or as little 
information as you would like regarding your client.  If you are entering a new 
Client, you will see Screen 1.  If you are editing a Client, select the client and 
choose EDIT from the right hand corner of screen. 

  

                          

              Screen 1                                                        Screen 2  

To ADD a PICTURE of  your client Ą ¢ƻǳŎƘ Ψ!ŘŘ tƘƻǘƻΩ ƛƴ ǘƘŜ ǳǇǇŜǊ ƭŜŦǘ ƘŀƴŘ 
ŎƻǊƴŜǊΦ¢ƘŜƴΣ ǘƻǳŎƘ Ψ/ƘƻƻǎŜ 9ȄƛǎǘƛƴƎ tƘƻǘƻΩ ŀƴŘ ȅƻǳǊ ŘŜǾƛŎŜǎ ŘŜŦŀǳƭǘ ǇƘoto 
albums will display and allow you to select the appropriate picture.  On iPhone 
only, you may also choose the option to take new picture with camera.                                                

 

To ADD a new PHONE 
number Ą Touch ΨŀŘŘ ƴŜǿ 
ǇƘƻƴŜΩ  
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Phone Number  

The phone number can be formatted by the iPhone 
depending on how the  phone number entered. 

 

 

 

 

 

 

 

Phone Number Label ς When entering a phone number, 
by selecting field under phone number, you may choose 
from a list of labels to identify which phone    number you 
are entering.                                         
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To ADD a new EMAIL address Ą Touch ΨŀŘŘ ƴŜǿ ŜƳŀƛƭΩ  

 

Email  - enter the EMAIL address of your client.   

Email Labels ς select or create your own label that best 
describes the type of email address entered. 

 

 

 

 

 

 






















































































































































