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Chapter 1- Getting Started Crepte

Welcome to PSA: Salon your Personal Salon Assistar
PSA pts your business in the palm of your hand®SA runs on ai
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 enteyour 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

A We strongly recommend that you backup your datayour desktop Macor
laptop computer.Please follow the instructions for your iPhonéod Touch, or
IPadregarding the backup of applications and daf&ar detailed explanation of
how the backup workdittp://support.apple.com/kb/HT1766

CHECK YOUR ITUNES SETTINGS BEFORE CONNECTING YOUR DEVICE. YOU
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 compated ug the
iITunes appouilt 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 Windaws)

Open the iTunes desktop application. Nafeyou are connecting your device to
your computer for the I' time, the ITunes application will automatically

download to your computer after the new devideardware is automatically

configured by your computer desktop/laptop.

In the left hand column in the iTunes desktop application, you shee&lyour
device name Rightclickon your device name under the DEVICES section.
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File Edit Wiew Controls Store Advanced Help iTunes

Summary  Applications Music Movies  T¥ Shows  Podcasts  iTunes U Photos

E— MobileMe
@ Podrasts You can use MobileMe to sync your email, calendars, contacts and bookmarks
E applications over the air with your iPod,
i) P ad —
A Redio Learn Mare
STORE
[I] iTunes Store
¥ DEVICES Contacts
» [ | L15a TTOUCH (=]
[l =yme contacts with: | Outiook
¥ GERIUS (® &l contacts
¥ @enius -
() Selected groups:
¥ PLAYLISTS
é;a iTunes 0J
E 9i's Music

E Classical Music

E‘] Music Yideos

E My Top Rated

E Recently Added
E‘] Recently Played
E Top 25 Most Played

[ &dd contacts created outside of graups on this iPod to; |

Calendars

[l gyne calendars with: | Outiook

*) Al calendars

Selected calendars:

[ calendar

Capacity
14.52 GB Audio M Photos [ Apps
433 MB 18.1 MB 146.7 MB

[ Other = Eree
189.1 MB 1413 GB

small menu will appeaafter righ-clicking your devicgith options toEject, Sync,
Transfer Purchases, Back Up, Restore from Back Up.

SelectBack Ugrom 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 UPAT LEASTONCEEVERYDAY! YOUR
BUSINESS IS ON THIS DEVICE!

To be completely safeafter 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 Restoe from a BackugJsingiTunes

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 AvailablBack Upg SelectEDITirom top menu bar in iTunes, then
selectPREFERENCERab toDEVICEScreen. Device backups will display in the

window provided.
x|

Generall F'Iaybackl Sharingl Store I Parental Eontroll 4pple v Devices IAdvanced

Connect

your
device
to

a

Device backups:

¥ Prevent iPads and iPhanes from syncing automatically Delete Backup |

vV wam when Imore than 5% 'I of the data on this computer will be changed

LISA ITOUCH Today 10:40 AM i
LISAITOUCH - Feb 10, 20101012 AM “esterday 10:13 &M
LISAITOUCH - Feb 2, 2010 10:53 AM 2842010 10:53 AM

[Serial Murnber: 9051044

™ Look for remote gpeakers connected with 2irT unes
™| Dizable iTiuries volume control for remate speakers

= &llaw iTunes contral from remote speakers

_?l

[V Laok for iPhone and iPod touch Bemates Farget All Remotes |
Resget Sync History |
(i) Cancel

computer (Mac or Windows).

Open the iTunes desktop application

Rightclick on your device name in left hand column and selBestore From
Backupoption. 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 foul in your backup by merely copying the backup file
from your flash drive to the backup files directory as noted in the Apple article.

7|Page



Starting the PSApplication

After purchasing?SA:Personal Salon Assistaritom the iTunesApp Store, te
icon below will appear on your iPhoneTouch or iPad. Touch this icon to begin
using your Personal Salon Assistant

If you are using atPhoneor iPod Touchyour PSA Main
Menu will appear as displayed to your left.

If you are using amPad your PSA MaiiMenu will appear
similar as displayed below. The PSA Main Menu will display
by touching the PSA Logo Icon.

2:05 PM

PSA ICON Generous, George

' i George Generous
] B
| | =. Formulations
e D i !
d; Products i mobile (684) 267-7897
L | I
] J Register i home gg@°fakemail.cpm
% Reports H
!I Ili ! home 353 Silent Way
=7 Schedule J Happyville NY 36742
United States
M| 1| Services |
- ; M
Wi Settings
—

Evergreen, Erica

Flintstone, Fred

Fluker, Lisa

House, Doctor
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PSAMain Support Menu

iPod = 10:52 AM

ThePSAMain Support Menuisplayssome of the tools
you will need to get help when you need it with yo QD {j K\ \
= ‘ ‘\ /
@)

app purchae. w

personail S@‘OT J'"\ ant
Contact Support Version 4.2

The Contact Supporbutton is used to notify us with anyle o ey s
problems with your PSA app. Notification is directly
our excellent Support Department.This menu alsofi il il
displays the version of the PSA application that you
using. This nformation is CRITICALo provide to
SalonTechnologies when contacting our Supp
Department. Also, please let us know the device yoOU
are using (iPhone, iPod or iPad) and the version number.

Back To PSA

Registering as a PSA Customer

Also displayed on this screas 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 fronal®nTechnologies, Inc.

9|Page



Chapter 2 Settings LNz piEy

The SETTING&odule of PSA allows you to customize the progre
according to your personal business. This is where you specify
e Active Colorlines that you are using
e Your Company Information
e Credit @rd Settings (optional)
e The wording/greeting for the reminder emails; Appointment, Birthday and
Aanniversary
e Your Commission Rates and Sales Tax Rate
¢ Viewing Options
e Your working hours & working days
e Customer AddressBook Contacts retrieval tool
e Product Tpes
e Service Groups
e Vendors

11:43 AM

Settings

Active Colorlines
Company Information
11:44 AM
Credit Card Settings X
Settings
Emails Credit Card Settings >
Rates Emails p
View Options Rates 3
Working Hours View Options 3
Working Hours >
Client AddressBook C
Product Types Client AddressBook Contacts >
Product Types >
Service Groups >
Vendors b

The screens above are the screens that display dPhoneor aniPod Touch
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If you are using atPad your Settings Screen will appear as displayed below.

Functionality of the options in Settings is the saloeall devices; but, formatting
of the screens is enhanced for the iPad.

Company Information

- Jack & Jill Hair Salon
Credit Card Settings

Emails

- 340 Fantasy Parkway
Rates

Address 2

View Options

Working Hours Happyville 37732

Client AddressBook Contacts

(555) 555-5667
(555) 555-5668

Product Types

Service Groups

Vendors test@salontechnologies.com
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Color Lines

The Color Linesscreen will display after selectingctive Colorlinefrom the
Settings Screen. The Color Line section allows you to choose the specific
companies whas color lines you use on your clients.

The larger screen is designed for if8ad the smaller screen is designed for the

iIPhone & iPod Touch.

2:07 PM
Settings
Alfaparf
Company Information I
1 Aloxxi OFF
Credit Card Settings
Emails I
Rates
Clairol
View Options
- Goldwell
Working Hours
Koleston
Client AddressBook Contacts Logics
Product Types Majirel _ON_|
I I I iPod = 12:19 PM =]
Service Groups Matrix i FF
P Settings Color Lines
Vendors Paul Mitchell
| Alfaparf m
Pravana [
Aloxxi !.E
Redken [
| Aveda DR ——
Schwarzkopf m OFF
Vero [
Clairol [ on |
Goldwell [ on |
Koleston m
Majirel 8]}

You may select one or more Cdioes as needed by tohing 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 screenAlways touch SAVE after making any changes on this screen.
This information will be used to create your Receipts and Report Headings.

iPod = 12:19 PM

setings Company Info.

2:07 PM

_ Settings "Save |

Active Colorlines

©.=- Jack Beenimble

Compan Jack & Jill Hair Salon

Credit Card Settings

Emails

340 Fantasy Parkway

CiTill Rates

View Options

Working Hours Happyville NY 37732

Client AddressBook Contacts

(555) 555-5667
(555) 555-5668

Product Types

Service Groups

Vendors - test@salontechnologies.com
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 Abbreviatio
Phone Your Phone Number
Fax YourFax Number
Email L2dzNJ / 2YLI yeQa 9YIFAf ! RRNB




Credit Card Settinggoptional)

The Gateway Settings Screen will display after seleCregit Card Settinggom

the Settingsmain 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 onlin&letiay or
Authorize.Net to access the Credit CardeBay.

NetPay is the preferred Vendor because there &@® SETUP FEES

setings Gateway Settings | Sawe

API Login ©

API Login

Transaction Key
- Settings
Transaction K

Active Colorlines

LR API Login 0
Company Information
Merchant ACCoul | Credit Card Settings el CHl Transaction Key 0

Card Present Gateway Sends Receipt -

Merchant Account type B card Not Present

Gateway Sends |

{ View Options

Working Hours NetPay Sign Up

Client AddressBook Contacts

Product Types

Service Groups

Vendors
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API Login

Provided byNetPayor Authorize.Net

Transaction Key

Provided byNetPayor Authorize.Net

Gateway Sends Receipt

Optionally, you may have NetPay or Autherldet send receipts tq
your customer via their email address. Turn either ON or OH
touching the Gateway Sends Receipts button.

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

Merchant Account Type

CardPresentAd | NBOGFAfT | O0O02dzyid AT
customer directly hands you their card. If you have a hardware
stripe reader, this may be your merchant type.

Card NotPresenk & (@ LA OFffe& FT2NJ daht
you dso accept payment from a website, this may be your merch
type.

Note: If you receiveErrors #85 & #8,7this 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 standaadsetiat

are sent to youcClientsfor 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 enfiaimats. 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 fildsustomize your
own message if you would like
<<@IENT>>

<<SERVICE>>
<<APPIDATE>>
<<APPITIME>>
<<ANNIVERSARY>>
<<BIRTHDATE>>

iPod = 2:31 PM

Settings Emails All of the options noted above are available in each
email message using thSERT button

Anniversaries 2 ] ] ]

_ _ Choose from: Anniversaries, Appointment
Appointment Reminders | Reminders and Birthdays by touching appropriate
Birthdays > | button.

16 |[Page



iPad Email Reminders Screen

Active Colorlines

Company Information

Credit Card Settings
Emails

Rates

View Options

Working Hours

Client AddressBook Contacts

Product Types

Service Groups

Vendors

Appointment Reminder

BCC Company Email -m

Subject

Salon Appointment Reminder

Message ¥ Insert
Dear <<CLIENT==>,
A friendly reminder that you have an
appointment coming up on
<<APPT_DATE>> at <<APPT_TIME>>.

Sincerely,
Your Favorite Salon
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How to Email Anniversay Reminders

The Anniversary standard email messageei®w. The space <<CLIENT>> is used
as a placement holder for your data. When you send out Anniversary emails, the
Clients name is automaticallyserted 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 caimert it by using the IN&SH button.

iPod = 2:31 PM

Emails Anniversary

NESSaygl

Dear <<CLIENT=>,
Wishing a happy anniversary to you and
yours!

Sincerely,
Your Favorite Salon
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How to Email BirthdaysReminders

The Birthday standard email message is below. The space <<CLIENT>>is used as a
placement holder for your data. When you send &irthdayemails, the Clients
name is automatically insertedtmthe 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 caimnsert it by using the INSERT button.

iPod 7 2:31 PM
Emails Birthday
BCC Company Email [ OFF
Happy Birthday!

Dear <<CLIENT>>,
Happy Birthday!

Sincerely,
Your Favorite Salon
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How to EmailAppointment 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 intoetnail 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 caimnsert it by using the INSERT button.

iPod = 2:31 PM

Emals  Appt. Reminder

BCC Company Email ) . OFF

Salon Appointment Reminder

NESSaygl

Dear <<CLIENT=>,

A friendly reminder that you have an
appointment coming up on
<<APPT_DATE>> at <<APPT_TIME>>.

Sincerely,
Your Favorite Salon
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Rates

TheRates screen witlisplayafter selectingRatesfrom the Companyinfo screen

Active Colorlines

Commission (%)

Company Information

Credit Card Settings Sales Tax (%)

Settings

Commission (%)

Sales Tax (%)

Commission (%)

The commission rate indicates the percentage of sales t¢
considered income. The commission rate is utilized in the reg
sectionof PSA.

Sales Tax (%)

Indicate the percentage of sales tax to charge on taxi
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 optim 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 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

Active Colorlines Calendar Views

Company Information 15 Min. Intervals

Credit Card Settings

Emails

Client Sort

Client View
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Client Addres€8ook Contacts

The Client AddresBook Contacts option in Setge allows you teswitch the
address book contact for a Clienfl'his 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.

iPad 5 2:08 PM
Clients
Guest : Swap Client
- iPod < 11:43 AM
Anderson, Abigail i .
E | | | | Settings Clients
B F PSA thinks this client is:
Brothers, Betty G
= T First: Erica Last: Evergreen
Contino, Chelsea J c
D
K
D ) The contact PSA can find is: A!:ndyArnold > &
Deeds, David ; 585-555-9555 -
. A contact can't be found for this clief = ?
_ o Barbie Gibson y
Evergreen, Erica 5 585-555-0275 K
1 585-555-927! ¢
E - Pick Client’s Contact H M
Flintstone, Fred R Barblr_a Strelsand > N
s 585-455-4444 o
. . P
Fluker, Lisa T Barney Fife s @
= > 585-555-8868 E
A v
Generous, George w Barney Rubble » T
= s 585-555-5455 3
House, Doctor N Betty Boop ’ ';("
: 716-555-4547 ¥
‘

Bei Rubble I

If you ave 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.

11:43 AM

Client

Swap Client

PSA thinks this client is:
First: Barney Last: Rubble

a Note, the Client that PSA thinks it belongs to,

The contact PSA can find is: and the contact PSA can find.
Barney Rubble
Pick Client's Contact  [||li9 _ _
a Touch the BLUE button to pick a new Client for

this history.

P

_2dzNJ RSOAOSQE YIAY /hbet/¢{ INB y2¢

Choose the Client that you want associatgge 11:43 AM =
with the history from the first Client you RS X[ o il R

selected. If the Client does NOT appear heaf; N
you must add them into your device Contagts -
and then import into PSA. Paula Abdul EE:
Andy Arnold ]

If an error appears, correct the condition arnek ,
try to re-associate the Client again. Betty Boop i
Crystal Bowersox N

Note: This utiliy should only be used as a LASFharlie Brown :
RESORT. The Automatic Recovery & Manuyal 0
. . .Warren Buffet v

Recovery should be tried before using this W
option. Maria Carey "
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Working Hours

CKS 22NJAYy3 | 2dz2NE &aONBSy Aa dzaSR (2
scheduled hours are for your businesEhis sreen lists each day of the week as
well as your starting time and ending timé he app defaults toall days of the
week as workinglays.

iPad = 2:08 PM
Settings
Active Colorlines
Sunday off »
iPod = 12:19 PM mpany Information
seings Working Hours Monday 8:00 AM - 5:00 PM >
edit Card Settings ] 1
Tuesday 8:00 AM - 5:00 PM »
Sunday 8:00 AM-5:00 PM > || o0 | |
Wednesday 8:00 AM - 5:00 PM >
Monday 8:00 AM - 5:00 PM > \tes
Thursday 7:00 AM - 7:00 PM >
Tuesday 8:00 AM - 5:00 PM > |, Options | |
Friday 8:00 AM - 7:00 PM »
Wednesday 8:00 AM - 5:00 PM > | |
iPod = 12:19 PM l saturday off »
Thursday 8:00 AM - 5:00 PM > S— Sunday
Friday 8:00 AM - 5:00 PM >
Saturday 8:00 AM - 5:00 PM >
Finish 5:00 PM
Day Off OFF

To change your work days and/or timesuch the daythat you woutl like to
change and the second screen above will display for you to update the Start &
Finish times.

iPod = 2:58 PM =
Start Enter the time that you begin your working day ate &
Finish Enter the time that you end your working day 24-Hour Time " TorF
Day Off Used to indicate that you do NOT work this weekday at all. TimeZone  Washingion, D.C. 5

Set Date & Time >

IMPORTANT

Note: On your device ieneral Settingsplease se24-Hour Time
to OFFotherwise all your times will appear in military tinfermat
insteadof AM, PM format.
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Product Types

Product Types are a way of organgithe products that you sefor quick
retrieval when cashing out your customer in the Register function of R8A
must set up Product Types prior to adding Products to your PSA.

iPod 1:03 PM

settings  Product Types +

Conditioner
2:08 PM

Gel
Settings
Hairspra'
Active Colorlines 4
Shampot Combs & Brushes
Company Information
Untyped | Conditioner

Credit Card Settings
Hair Accessories

Emails
Hairspray
Rates
Nail Polish
View Options
Shampoo
Working Hours
- Untyped
1 iPod 7 12:20 PM
Client AddressBook Contacts
Product Types Type
Service Groups COI’IditiOI’IEI’I

Vendors

N00E00800

f— f—
* gOoDooD =

To ADD a product type,ii 2 dzOK G KS abé
PRODUCT TYPE on the screen provided.

Use theUNTYPEProduct type only for products not needing classification.

** Note: If you delete a product type, any products that were of that type will
0S02YS W' be¢ , t 950
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Service Graps

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/Colorsewice belong to the Hair service group.

Plagng services in groups allows you to monitor sales and statistics by groups
instead of individual servicesyour system automatically comes with Hair, Nails,
Wax and an Ungrouped Service Groups. Only use N&@RDUPED service group
or services that you do NOT want to classify.

iPod 1:03 PM

settings Service Groups

ToADDa Service Group, touch thed bsign, then
enter the Service Group Name in place provided.

Hair
Nails

Ungrouped
To DELETER Service Group\ swipe the service
group from right to left. The DELET®Bnicwill

display. Touch DELETE to permanently remove|this
service group. Any Services in this Service Group
will have their service group reset to UNGROUPED.

Wax

The iPad Service Groups option is very similar to the iPhone/iPod screen:
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Active Colorlines
Hair

Company Information
Nails

Credit Card Settings

Ungrouped

Emails
Wax

Rates

View Options

Working Hours

Client AddressBook Contacts

Product Types

Service Groups

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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Vendors

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

12:20 PM
Cancel Vendor Save
i
-
i
i
i ) i
r
LUl
-
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 sadoaddress 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:

Settings Venaors New Vendor

Dave Huber
#: 555-3448 Contact: Dave Huber

Hair Supplies Are Us
#: 555-2534 Contact: Brad French

Tarny Toenail Supplies
#: 555-222-5346 Contact: Martha

Wholesale Colors
#: 555-1432 Contact: Wendy Address 35763 Dogwood

Name Hair Supplies Are Us

Contact Brad French

City, ST Happyville, NY 14368

Phone 555-2534

Fax

Email bb@fakemail.com
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Chapter 3 Clients e

The CLIENTS application allows you to keep all details of «

Of ASyid Ay 2yS 02y @SyASyid L , 2 dzNJ
contact information, their history of appointments an

services, formula records, andlso allows you to entel

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 defimmk 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 metlfi@dsianually 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 mails, and Happy Anniversary emails.

2:32 PM

Clients

Guest s C
D

E

F

== &
Abdul, Paula s T
(716) 588-2222 J
Allenson, Jacob > N
(515) 457-9163 (1]
W

L= [+]
Barber, Betty y p
(716) 247-1212 2
Borders, Jaime 3 E
(288) 555-4555 v
. . "
Brain, Lindsay s x
(360) 489-8660 Y
Z
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Overview

From theCLIENTS MAI$treen, 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 FirstName in thesearch aregrovided.

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 thedete button and
0KS /fASylGd 0S02YSa aLyl OGA@Sed

ALWAYS DELETE A CLIENT FROM PSA BEFORE DELETING FROM YC
59+L/9Q{ a'!lLb /hbe¢!/ ¢{ !'ttH

When you delete a Client in PSA, the Client STAYS in your system but is now
O2YAARSNBR aLb! / ¢L se9chedts by sekeding YhALE viewA S ¢ (i
button from the Clients app.

By default, this screen will always disp/a@TIVE Clientsnless you change view
to seeALL

2:32 PM

Clients ADD CLIEN

Guest

v

Abdul, Paula

(716) 588-2222

Allenson, Jacob

(515) 457-9163

b

v
EErXce—IfgWmoOq

Swipe Clientyou want to delete from RIGHTto
LEFTintil you see the DELE Bitton.

Barber, Betty
(716) 247-1212
Borders, Jaime
(288) b55-4555

Brain, Lindsay

(360) 489-8660

VI
== C 4 [=]

o
=

N>

ACTIVE shows active

ALLg displays all clients;
active and deleted.

Appointment,
Birthday and
Anniversary Email
Reminders
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Adding a Client

After selecting¥ tirédn the Clients main screen, the screen below will display.

Return to
Clients
Listing

iPhone & iPod Touch Screen

11:00 AM

Clients Add Client

Import

IMPORT from Main
From Contacts

Contacts
Add or
New Client Contact > Add a New Client

iPad Enhanced Screen

iPad = 2:05 PM AT
% Clients Generous, George
i )
4 @4 Clients T George Generous
= B
®. Tormulitions
o ° I
| | (ﬁ Products B L mobile (684) 267-7897
- E
- . l? E
!I "vj Reg|5ter B nome gg@°fakemail.cpm
£  Reports H
!I | home 353 Silent Way
"= Schedule J Happyville NY 36742
- United States
k| | Services |y
— R M
o] Settings
0
Evergreen, Erica P
F [+]
Flintstone, Fred R
s
Fluker, Lisa T ADD CLIENT
U
5 ; HISTORY
« CLIENT

House, Doctor )

@iels] o

Appointment,
Birthday and
Anniversary Email
Reminders
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Manual & Automatic Recovws

You may experience an issue in which the BSAY Q the ébrita¢tiR 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.

One or more of your clients are missing their
contact in your device's address book.

Would you like PSA ta try and recover them
automatically?

Attempt Recovery

Don't Recover

ooy S

If you see this screen when ygo into the CLIENTS

app, one or more of your Contadts unrecognized

within PSA.Ths/ f ASy 4 Qa VyIYS gAff
top of the screen.

Most id errors can be corrected automatically by
using Automatic Recoveryoption. The recovery
option will attemp 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 errod &€ LINKS & & Ay 3 , Wl 20/itDdie towlS yoar 3 S N
work until you have the time to fix this conditionThis message will only display

11:51 AM

Client

Missing Person!
Name: Abdul, Paula

We can try to recover your client information

based on the first and last name we have on

record. If there is no name displayed above,
this will not work.

Automatic Recovery

You can manually recover your client
information by selecting the Contact from a
list.

Manual Recovery

= Once during your session. When you close PSA and

reopen PSA, therecovery options will display
again.

** Note: In the screen above, the Client that needs
to be recovered is shaded ied

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 paitular Client in the device
Contact app. Once you have done this, use the
Manual Recovery to point to the newly entered
Client.
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This screen appears if the Automatic Recovery
Option hasfailed. Follow the directions on the

screen and locate the Clienbdt will be shaded in
Red.

Incomplete Recovery

One or more of your clients could
not be recovered. They are shown
with a red background.

You will have to select these
Contacts manually.

OK
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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.

iPod = 11:00 AM 2:27 PM

Groups All Contacts Groups PSA Clients

Q & q

A A

B Carl Caddy B

~ C c
v}

Jacob Allenson : Lisa Constantino E
F F

= G G
= H = H
Betty Barber ; Barb Darwom ;
K K

v Ramio Dowber "
Carl Caddy . >
P . P

Lisa Constantino . George Franco .
5 s

- 0 Jack Frost 5
Barb Darwom v — =
X X

Ramio Dowber ! Jerry Garcy ;

To SELEGI client for importing into PSA Touch the Client and the Client will
Fdzi2YFGAOlLtEte KIFEIGS A0Qa RIFEGEF OGN yaTSNNE

To change which GROUP display3ouch GROUPS in left hand corner of screen.

FF b20SY . & RSTI dzf il Hisplayk ®nc&yoi delect axchent | O (i 3
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.

36 |Page



Editing PSA Clients

In the PSA Client application, you may end&sr 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 Clgatct the client and
choose EDIT from the right hand corner of screen.

iPod = 2:28 PM 11:36 AM
Cancel New Contact Client
oot > ‘ Carl Caddy

(§)) | add new phone > mobile (716) 333-1212

@ add new email >

(&) | add new URL »

@ add new address >

(&) | add field »

Screen 1 Screen 2
To ADD a PICTURE of your clignt 2 dzOK W! RR tK2{i2Q A y

O2NYSNWeKSys (2dzOK Y/ K22a8 9EA&GA yv3
albums will display and allow you to select the appropriate pictu@n iPhone

only, you may also choose the option to take new picture with camera.

To ADD a new PHO Photo Albums  cancel
numberA TouchWl RR |1V S enotos
LIK2 Yy SQ

“’_a Photo Library (1) >

T

Choose Existing Photo

Cancel
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iPod = 11:01 AM

Phone Number
Cancel Add Phone

The phone numbercan be formatted by the iPhone
depending orhow the phone number entered.

mobile >

Phone Number Labet When entering a phone numbe "“ Lab::

by selecting field under phone number, you may chod

from a list of labels to identify whicphone number you met v
are entering. iPhone

home

work
main
home fax
work fax

pager

other
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To ADD a new EMAIL addréssTouch RR yS¢g SYIF Af Q

Email - enter the EMAIL address of your client.

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