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Creating a booking

1.

Select a date on the bookings calendar.
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With your mouse, Hover over the desired booking time.

e Click the “Click to add booking” button.
or

. Dpuble-CIick to launch the booking wizard (recommended).

Mark Ferrer
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2:15 AM - Click ko add booking

The booking has now been created.
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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

To edit a newly created booking or an existing booking, Double-Click the
booking on the main calendar.

The booking wizard will display.

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: Alan Jones Search Edit
Phone Number: (02) 5454 5454 Customer 545 selected
Work Number: (04) 1656 6587
Mobie
Dsteofsirh E
ate Value| Rebook
G730 50
1070272008 8D Blow dy 2000
100272003 TRT Treament $1000
Recurrence ‘Previous Hext ‘Firish

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.

Hait Services E

Cut and Blondy <

Delete Service. ddto Bosking |

Length Price
40Minutes 45500

ipton
Cut and Blowdy

New Service.

Click Finish to complete the booking or Next to continue.



3. Change the Employee, Date and time of the booking.

Date: 10/02/2009
Time: 915AM

Type Service Employee. StartTime /| End Time.

Booking Cut and Blondy Mark Ferer 91544 95BAM

Recurence Previous (=3 Erish

Click Next to continue.

4. Enter any comments.

Booking Wizard
Addtional Information

Comments: | Maybe Sminites ate]

Click Finish to save your changes.

5. The booking will appear on the main calendar.
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Booking Icons

.| Payment is required.
Payment has been made.

Payment is not required.



Booking Payments
To complete payment of a booking:

1. Unpaid bookings will show a red cross in the top left corner.
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2. Right-Click on the booking and select "“Booking Payment”.

Mark Ferrer

3am
=
e Cut and Blovdry | g ogiing Number: 1217
= Change Booking
Create New Baoking
10:00
S Booking Payment
i Booking fishund
130
Booking Payment $55.00 [Cutand Blowdry
Salesperson: Mark Ferrer () e 1@ 5500 00 E
Performed by Mark Ferrer
Booking Details
Tax Included 500
Booking Number 1217 Alan Jones
815955 Totat $5500
Amount Due: $5500
Item Entry
Hem or Barcode Descripton Quariity Price
E 0o: s om0 -/ [ add
Stock: 0 MirimumMaimur: 00 TaxRate: 0%
Payment Entry
Amount Due: $55.00
Valve Descriptin
R | Cash < e
Eitecept [ Loy < [GfCads «| - Dicourtc [ ClentDetals | [ Comments
Transaction: 913 eader ose Concel

4. Confirm treatment prices are correct.

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

ICnlalll Blowdry |
CAB 1@ $55.00 $55.00E
Performed by Mark Ferrer

=) change e

$55.00
€ Deete

J—

2= Change Loyaly

$55.00

| Motes

'j Serial




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




Kronos Support

Email:

Web:

Support@KronosSalon.com.au
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 creating 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 and videos can be found on our website.






