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Kronos Support

Email: Support@KronosSalon.com.au
Web: www.KronosSalon.com.au

Knowledgebase: www.KronosSalon.com.au/kb/

Helpful Tips:

Pressing the [F12] key will open your cash drawer (if installed).
Pressing the [F3] key will start a new Cash Sale transaction.

Mark bookings as "No Show” if the customer does not turn up for their
booking. The number of No-Shows for a client will be shown when cre-
ating a new booking.

Press [CTRL]+[E] on any search screen to transfer that information
into Excel.

Keep your stock holdings correct. If you use or break a product, write it
off.

Always receive stock into Kronos when it arrives in your store.

Always pay for a booking while the client is in the store. Do not wait
until the end of the day to enter the transaction.

Always select the correct payment types when completing sales.

Manual

Kronos user manual is located on the Help menu.
Additional guides can be found on our website.



Entering your password

Kronos uses password security to protect its sensitive data, to allocate
commissions to the correct salesperson, and to prevent unauthorised access
to the terminal. To access the system, you must enter your password, scan
in your personal barcode or insert your iButton.

1. When the password dialog appears

c2
L

Password Required

2. In the User Name field provided enter:

a. Your User Name and press [Tab]
or

b. Your Employee Number and press [Tab]
or

Cc. Scan your personal barcode
or

d. Insert your ibutton.

3. In the password field provided enter your password and press [Enter]
or click Continue

Note: The default password for employees is “password”

If you do not require passwords for your store, you can turn them off in
Kronos Setup.



Changing Passwords

Depending on your system setup, you may need to change your password
from time to time.

1. On the Emp t Change Password

’ Home  Bookings _ Transactior

2. Enter your password when requested

3. The Change Password screen will appear

] Change Password
i . ,

{ Enter dfollowed by
0 e

Enter the new password in both New Password fields.

Note: Depending on your system setup, there may be restrictions on
the types of password you may use.

Click Continue to change your password

Note: If you have “Owner” Authority, you can change another employ-
ee’s password by entering his or her username in the Username field.



Creating a booking

1. Select a date on the bookings calendar.

Calendar
4 February 2009 3

MTWTFGSS
6272829303 1
2345678
afm 11 12 13 14 15
1617 1819 20 21 22
232425 26 27 28

With your mouse, Hover over the desired booking time
Click Ithe “Click to add a booking” button

Mark Ferrer
9 am
9:15 AM - Click ko add booking
930
10:00
1030

The bpoking has now been created

Mark Ferrer

9 am

You can move or increase the time by dragging the booking with your
mouse.

To add Client, Service or Comments to the booking, Double-Click the
newly created booking.



Editing a booking
1. Enter your client’s details.

e If they are a previous client, use the Search button to find their
details.

e Previous treatments can be re-booked by ticking the Rebook box
next to the service.

Booking Wizard
Clent Details

Name:
Phone Number:
WorkNumber:

Mabile

Dateof Bith

Alan Jones
02)5454 5454
04)1656 6587

Value Rebook
6273608 PHE §i560
10/62/2008 HBD 2000
100202008 TRT $1000
Recurence Previous (=3 Erish

Click Next to continue.

2. Add the services

e Select the service you want to book from the Service drop down
box and click the Add to Booking button.
e A new service can be created by clicking the New Service Button.

Category Ha Services E
Serice Cut end Blowey E
Delete Service. ddto Bosking |
Booked Servic
Descripion Longth Price
Cut and Blowdy 40Mies 45500
Estimated Time: 40 Minutes ——
Previous Hext Finish.

Click Next to continue.



C

hange the Employee, Date and time of the booking.

M

Employes

Date: 10022008 -

Time: 915AM -
Type Service Employee. StartTime /| End Time.
Booking Cut and Blondy Mark Ferer 91544 95BAM

Click Next to continue.

Enter any comments.

Click Finish to save your changes.

Booking will appear on the main calendar.

Mark Ferrer
3am

AlanJones
— | &R G oy
930

10:00

10:30



Booking Payments

1. Unpaid bookings will show a red cross in the top left corner.

Mark Ferrer

AlanJanes
3B i andvondry ‘

2. Right-Click on the booking and select "“Booking Payment”

Mark Ferrer

9

m

AlanJones
3B i vondey

Booking Mumber. 1217

Change Baoking

Create New Booking
10:00

Booking Payment

Booking Fefund

10030
3. The Booklnﬂ Paxment screen will dlsElax
Booking Payment $55.00 a
Booking Details
=
—_ oo
[ 3. 000~ Add
‘Amount 1t Due: $55.00
T Eash[ v | Add

Transaction: 913

4. Confirm treatment prices are correct.

If a treatment has the wrong price, click the service and select the
Change button

Icmaml Blowdry |
caB 1@ $55.00 355,00 £
Performed by Mark Ferrer
(= change $5.00
$5500
€9 Dekete
$55.00

& s o

3= Chanas Loyalty

| MNotes

4 seia




To add a product or service to the transaction

e In the Item Entry section, enter the item code or use the drop
down box (circled)

e Change the Quantity and Price as required.

Or; using the bar code scanner, scan the product.

Item Entry

Item escription Quantity Amount
BEEWHT beleWhite 1 500 | Add |
ok 0 Minimum/Maximum 00

To add a payment to the transaction

e In the Value field, enter the amount tendered.

« In the Description field, click on the ' icon to select from the
drop-down list of Payment Types.

e Scroll down and then select the payment type from the list
e Press [Enter]. The payment will flash in the transaction list.

Payment Entry
Amount Due: $55.00

Value Descripticn
$_ E500|Cash |=[ & |
Cash
Cheque
Electronics Funds Transfer
Gift Card
Lopalty Dollars

toney Order
WVoucher Redeemed

Complete the transaction.

e Once the products, treatments and payments have been entered,

In the Paxment Entrx sectioni Press |Enter|

Booking Payment $55.00 [Cutand Blowdry
Salesperson: Mark Ferer ) e 1@ 55500 ss5001
Performed by Mark Ferrsr ——
Transaction Complete Tax Include 5500
Totat 55500
Cash $55.00 Cash 55001
Payment Dste 1002200952343 PU
Amount Due: 5000
R Payments

Change Due: $0.00

PSTN—

PrintReceipt | [ Loyaly +| |GitCards | Discounts | [ Clint Detais ] [ Comments

Transaction: 913




Product Categories

Kronos comes pre-installed with a set of commonly used categories. There
may be a need to setup a new category or suspend an existing one.

To setup a nhew category:

1. On the Product tab click the Categories button.

1 Categories

P SO Moo | (e

2. The Categorles screen will display.

Category Code ¥ Status
BDY Active
DsC Active
EVE Active
GCH Active
HCP Active
Active
Active
Active
Active
Active

Prapaid | 2 Discounts

Fafim st [T e ‘@m i ~3av=-m

HCs
HEl

MsC
MsG
PCK
PET e
PHS Active
AML Active
sul Active
TN Tenning Active

3. Click the Add New button.

The Category Maintenance screen will display.

Category Maintenance

5. Enter a 3-letter unique category code and a category description.

6. Click the Finish button



To edit an existing category:

1.

On the Product tab click the Categories button.

s [ i .
s | Qs &

) Pri
B B

The Categorles screen will display

e 2
.
s
e =

LY TR

CategoyCode ¥ Dy ¥ Status
BDY B Active

DsC Di Aot

EVE Eye Aot

GCH i Aot

HCP H Aot

HCs H Aot

HEl H Aot

MsC M Aot

MsG M Aot

PCK P Aot

PET Pe Aot

PHS Pe Aot

AML H Aot

sul st Active
TN T Active

Options+| [ AddNew Dlose

Double-Click the category you want to edit.

The Category Maintenance screen will display.

Category Maintenance
CategoryDet.

Edit the details as required.

Click the Finish button



New Products

As new products arrive in your store, you will need to set them up in Kro-
nos.

1.

On the Products Tab select New Product

Item Maintenance
Item Details

Active (Curentl Stocked) E

Note: The item code should be a short description of the product.

3. Follow the steps of the wizard to complete the setup.

New Services

Services will need to be setup in Kronos.

1. On the Products Tab select New Service

’ Home  Bookings _ Transactions _Employees [ReY

Search (1! Performance

m B Av,.m e 3

) Price History.

WH@)W Do | G253

e ee o
fx:Categories
ol S8, Momei

2. The Service Maintenance screen will display
[verommarca ==~~~ ]

Service Maintenance
Service Details

Service Pricing

3. Follow the steps of the wizard to complete the setup.



Receive Stock

If you receive a shipment of products, they should be entered into Kronos
as soon as possible.

Kronos runs on average costing. Receiving stock before you sell it is crucial
if you want to keep your costs correct. If at any time your cost for a prod-
uct becomes incorrect, simply write off all your stock holding and receive it
again using the correct cost.

1. On the Transaction Tab select Receive Goods
‘ (@] 05 Sal er 1 -
wEe il e

Display | Search | Open Wite Vit Receive Purchas:
Draver

2. The Receive Goods transaction screen will display

3. Please pay close attention to the costs you enter.
Depending on your setup, Kronos will allow you to enter any combina-
tion of Inc. Tax or Ex. Tax costing. Enter the costs displayed on your
invoice in any of the four fields.

Receive Goods 0.00
Item Entry
Item Description Quantity CostBe
F/B Lotion = Fake Bake Tan Lotion 1o 20,000
Each Tax Inc. 22.000
Total Cost Ex. 200000 ©
Total Cost Inc. 220000 °

4. Complete the transaction as you would a Cash Sale or a Booking Pay-
ment.



Gift Cards

How to sell or top up a Gift Card

1.

2.

Open a Cash Sale or Booking Payment transaction.

In the Item Entry section:

a. Enter the item code "GFTCRD"”

b. In the Amount Field, enter the value to add to the gift card

c. Press [Enter]

When prompted enter the gift card nhumber or scan it using your bar-

code scanner.
Gift Card

Gift Card
Please scan or enter the gift card number
| Search

Note: If a gift card has not been used, you will be prompted to create a
new card.

The gift card entry will appear in the transaction.
Gift Card

12352 1@ $50.00 $50.00 E
Tax Included: $0.00
Total: $50.00
Amount Due: $50.00

The amount will be added to the card once the transaction is completed.



How to use a Gift Card for payments

1. Open a Cash Sale or Booking Payment transaction.
2. Enter the items the customers wishes to purchase.

3. In the Payment Entry section:

a. In the Value field, Enter the value the customer wishes to deduct
from their gift card.
b. In the Description field, select Gift Card.
c. Press [Enter]
4.  When prompted enter the gift card number or scan it using your bar-

code scanner.
Gift Card

Gift Card
Please scan or enter the gift card number
| Search

Note: If the gift card balance is lower than the entered amount, a warn-
ing message will appear.

5. The gift card payment will appear in the transaction.

Style Cut and Blowdry

BAC 1@ $45.00 $4500 E
Tax Included: $4.09
Total: $45.00
Gift Card $4500 E
Card: 123456

Amount Due: $0.00

6. Complete the transaction



Gift Cards

To sell a Gift Voucher:

1. Open a Cash Sale or Booking Payment transaction.

2. In the Item Entry section:

a. Enter the item code “"WOUCHER"”
b. In the Amount Field, enter the value to add to the gift card
c. Press [Enter]
3. Complete the transaction.
Transaction Complete

Cash $50.00
witite this number on the sold voucher
Gift Youcher Number: 1576 $50.00

4. Write the Gift Voucher Number displayed and the amount on the
gift voucher.

To redeem a Gift Voucher:
1. Open a Cash Sale or Booking Payment transaction.
2. Enter the items the customers wishes to purchase.

3. In the Payment Entry section:

a. In the Value field, Enter the value of the gift voucher.
b. In the Description field, select Voucher Redeemed.

c. In the Voucher Number field, enter the voucher number.
d. Press [Enter]

Note: It is important that the voucher number and value be entered as
they appear on the voucher. If there is any difference Kronos will not
accept the voucher.

4. Complete the transaction



Start Trading

While you can create and modify bookings, you will not be able to enter
transactions until trading has been started.

1. On the Transaction Tab select Start Trading

‘\\ an

2. Enter the new trading date in the space provided

Start Trading Wizard
Please enter a new sales date.

LastTradingDay: ~ 7/03/2009

NewTradingDay: | 08/03/2009 -

Continue

Click Next or Continue to Start Trading

3. Deﬁendinﬁ on xour sxstem setup, enter your current float value

Start Trading Wizard

Declare Cash

5100 Note R | 0
S50 Note. $000 B
20 Note. $000
$10Note. $000
$5Note $000
$2Coin $000
$1Coin $000
50c Coin $000
20c Coin $000
10c Coin $000
5 Coin $000

Click Next to Start Trading

Note: It is important to always start a new trading day every day as
soon as the store opens.



End Trading

At the end of each day, End Trading should be preformed.

1. Select the Transaction tab and click the End Tra button

Uit~ I

Search | Open || Cash Account
Draver | Sale  Sale.

ding

Display.

2. The End Trading Day Wizard will display.

End Tradi

End Trading Day Wizard
Declare Cash
Vil ay.
$100Note — o
$50 Note $000 0 °
520 Note: $000 0 °
$10 Note: $000 0 °
5 Note $000 0 °
2 Coin $000 0 °
$1Coin $000 0 °
50c Coin $000 0 °
20c Coin $000 0 °
10c Coin $000 0 °
5c Coin $000  _0°
Total 0.00
Previous Hext ‘Firish

Count cash dominations and enter in the spaces provided.
Click Next to continue.

3. Declare other payment types like EFTPOS.

End Tradi Register 1

End Trading Day Wizard
Declare Electronics Funds Transfer
— Add to List
Number ValueX “
45000
0000
5000 v
Previous Hext ‘Firish

Enter each docket’s amount and press [Enter] or click the Add Button.

Click Next to continue.



will display misbalances.

Float X SafeX
$3500 $000
000 $000
$000 $000
$000 $000
$000 $000
$000 $000
$000 $000
Grand Summaries

$30445 $005  $26950 $3500 $000

[0 have checked the above values Cancel Declaration
Previous New Frish

e If you wish to adjust the values, click Next.

e If you are happy with the declaration, tick “I have checked the
above values...” and click Next.

5. Reports will now print and data will be backed up.



