WALK-IN

CLINIC

ONLINE BOOKING

MANAGING ONLINE
BOOKINGS

|

SHORTCUTS

SMARTER BUSINESS TECHNOLOGY

it suits you

BEAUTY




Last updated 18 October 2016
By Erin Lewis

Product: Online Booking
Software version no: 8.0.16.1
Document version no: 1.0

Country: Australia



CONTENTS

HOW CLIENTS USE ONLINE BOOKING.......iiiiiiiiiiieiiicrnnnnnninnnnnnes 1
REGISTERING FOR AN ONLINE BOOKING ACCOUNT ....ccccimmsmmmmmsmsmmssssssmssssssssssssssnssssssssssnsssnsanns 1
MAKING AN ONLINE BOOKING......ccoctmmismmmmissnnsssssssssssssss snssass sssssss s ssssns s snssns s snssnss nssnns snnsnns snnsnnsssnsanns 3
MAKING A THIRD PARTY BOOKING......cccciiiimtmnnsnmssssssmssnssss s sssssss sssssss s ssssss s snssns s snsnss snssams nnsnms s snsanns 10
MODIFYING YOUR ONLINE BOOKING PROFILE .....cccsssmmmmmmmmsssnnssssmmmssssssnsssmmmsssssssssssnnssssssnssssnnnnas 18
MANAGING ONLINE BOOKINGS ....ciiiiiiiiiiic s nsnnnnnnnnnnnnnnss 19
REVIEWING ONLINE BOOKINGS.....cccciiiimmmmninssmssssssssssssssnssssssssssns sssssns s ssssss s snssnss nssnns snssnns snnsansssnsanes 19

REVIEWING THIRD PARTY BOOKING DETAILS .....ccciiiemmmmimmiisnsssssnmnissssssssnnssssssssssssnnnsssssnsssssnnnns 22

ABOUT THIS DOCUMENT

The Shortcuts Online Booking feature allows your
clients to book appointments via your website,
without you having to lift a finger. Once a client
makes an online booking, it will be sent straight to
your Appointment Book, ready for you to review.

This provides a super-convenient way for your
clients to make appointments, and opens your
business to opportunities for new appointments
around the clock.



HOW CLIENTS USE ONLINE BOOKING

REGISTERING FOR AN ONLINE BOOKING ACCOUNT

Once a client has registered for online booking at one site, they will be able to sign in using this account for all sites at the same business.

Click on the register
button at the top of the
page. Alternatively, you
can click ’m a new user
and want to register on
the sign in page.

Fill in your details. Fields
with a red asterisk are
mandatory.

7 REGISTER Gf* LOGIN (@ Selecta Language v 9 Peppermint Park - Ashgrove 123 Peach St Ashgrove Qid 4060 A

PEPPERMINT
PARK

REGISTER

| £ REEIEM Never forget your password again!

Please fill out the form below fo register for an account with Peppermint Park.
Fielos morked with a * ors m

Lo DETAILS
Emnail address: *

Confirm email address: *
Password: *

Retype Password: *

—ACCOUNT DETAILS

First Nome: *

Last Name: *

Gender: Male ) Female

Date Of Birth Day v Month v vear M

Please enter ot least one phone number below,
Home Phone:

Work Phone:
Mobile Phorne:
Address |
Address 2:
City:

State:

Zio Code

Preferred Contact TE— 2

Ive read and agree fo the Terms and Conditions

ONLINE BOOKING SERVICE TERMS & CONDITICNS b
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PEPPERMINT
PARK

REGISTER

Never forget your password again!

Please fill out the form below to register for an account with Peppermint Park.
Fielos marked with o * ars mandofory.

~ LOGIN DETAILS
Email address: " |

alanatam1111@gmail.com

Ectimsnalondis lalanatam11118gmail.com

Password: *

Retype Password: *

[~ ACCOUNT DETAILS
First Name: * lavana |
Lost Name: © fram J
Gender: O Male O Female
Dote Of Birth: B v s v s \

Please enter ot least one phone number below.
Home Phone: |

‘Work Phone: |

Mobile Phone: IGMHIH]Q

Address 12 |

City: |

State:r |0LD

Iip Code |4006

\
\
|
\
Address 2: | ‘
\
|
J

Preferred Contact: * Wobie Phone .

¥ [ve reac anc agres to the Tems and Conaitions
OMLINE BOOKING SERVICE TERMS & CONDITIONS
Your Account

You will need to register an occount with us to use our online booking service. You willnesd
a valid email address/usemame and possword for your account. You ars responsible for
maintaining the confidentiality of your account, ussmame and password and for restricting
access to your computer. You agres to aecept responsibility for all aciivifies that occur
under your account, usemame and/er password. You agree fa provide only accurate,
truthiul information.

We reserve the right 1o refuse service and/or terminate accounts without prier nofice if you
violate these terms and conditions or if we decids, in our sole discretfion, that it would be in

Page 2



MAKING AN ONLINE BOOKING

If the business has multiple
sites, select a location.

PEPPERMINT
PARK

SELECT A LOCATION

Welcome to our Online Booking Service!

Click on a Group below to see all salons within, and then click on the desired salon’s
link o continue. Alternatively. to search for a specific salon, fype the name or

address into the Search field, and then click Go.

ONS

Peppermint Park - Ashgrove
123 Peach §t Ashgrove Qld 4060 Australia
Contact number: 1300 667 374

Peppermint Park - Newstead
° 456 Raspberry Road Newstead Qld 4006 Australia
Contact number: 07 3834 3232

Search |Enter business name..

2 )

Powered by shortcuts Software  [F
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7 REGISTER .4+ LOGIN O Select a Language ¥ ' Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 4040 Australia

PEPPERMINT
PARK

SELECT SERVICE(S) AND EMPLOYEE(S)

SITE SELECTION » SELECT SERVICES

step 1: select the relevant service category from the Categery drop down list, and
then select a service from the Service drop down list.

2: Choose an employee from if you do not
require a specific employee, slmp\y se\ecr sither w\e Arly Male or Female options.

©Once you've finished chaosing all your services and employees, click Next fo
Continue.

] Manage fulure appoiniments OR select from previous appoiniments

CATEGORY 9 SERVICE e EMPLovEso
%

| Ladies Cuts | Ladies Style Cut v | Anna
| Select Category | | v | | . v : ;
‘ Select Category | | v ‘ M |
g Reset + Add more services.

Powered by shortcuts Software
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7 REGISTER .4+ LOGIN o Select a Language * ' Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 4040 Australia

PEPPERMINT
PARK

sunaay Closed

Monday B00 AM - 500 PM
Tuesday 800 AM - 5:00 PM
Wednescay 800 AM - 5:00 PM
Thursday 00 AM - 5:00 PM
Friday B00 AM - 500 PM
Saturday 00 AM - 500 PM

SELECT DAYS AND TIMES

SITESELECTION » SELECTSERVICES » SELECT TIMES

step 1: Click on the calendar icon and select the earliest date you are available from.

Slep 2:select the dayis] you are avaiabl. frequired, sriter specifc start and frish
imes

step 3: If there are other times you are available, either on the same days or on
different days, click on Add Mare, then repeat Step 2.

0 Show me an example

I'M AVAILABLE ON OR AFTER [Thursday 5/12/2016

|

THU FRI SAT SUN MON TUE WED START FROM FINISH BY
oo ® O @ OO0 @ O |1w00Am v| | 500PM ¥
P o

(et
9

Powered by shorcuts software [
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A list of available
appointment times will be
displayed.

Click book now to select
an appointment time.

" REGISTER (' LOGIN @) Select a Language v

PEPPERMINT
PARK

sunaay Closed

Monday 800 AM - 500 PM
Tuesday 800 AM - 500 PM
Wednesday 800 AM - 500 PM
Thursday 800 AM - 5:00 PM
Friday 800 AM - 500 PM
Saturday 800 AM - 500 PM

AVAILABLE TIME

SITESELECTION » SELECT SERVICES » SELECTTIMES » AVAILABLE TIMES

Click on & time block to see what starting times are available, then click Book Now

next to the timeslot you want.

¥ THURSDAY. MAY 12, 2016

1 0 AM-5:00 PM

© 1o am
O
Yoo
e
© 1200em
© s00em
@ si5em

A THURSDAY, MAY 19, 20146

9 Peppermint Park - Ashgrove

Book Now

Book Now

Book Now

Book Now

Book Now

Book Now

Book Now
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Log in if you are an
existing user, or register if
you are a new user.

You can also log in using
your Facebook details.

" REGISTER (' LOGIN @) SclectaLanguage ™

PEPPERMINT
PARK

SIGN IN

~LOGIN USING YOUR ONLINE ACCOUNT

9 Peppermint Park - Ashgrove 123 Peach St Ashgrove Qid 400 Australia

E-mail:

Password:

) Remember Me

A

0
I'm a new user and want to register

Forgot your password?

OR

Never forget your password again!

[~LOGIN USING FACEBOOK
Bl login

Fowared by shorcuts sofware [
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Review the booking details
and click confirm.

i ALANA'S PROFILE f LOGOUT (@ SelectaLanguzge ¥ o Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 40

PEPPERMINT
PARK

CONFIRM BOOKING

SITESELECTION ) SELECTSERVICES » SELECTTIMES » AVAILABLETIMES » CONFIRM BOOKING

Please check that the following details are comect, and then click Confirm Booking fo
continue. If they are not comect, click Previews fo go back and amend your choices.

BOOK FOR: AlanaTam v +
DATE Thursday. May 12, 2016
TIME 11:00 AM

SERVICES: Laodies Style Cut with Anna

oo oy et aere ) Y
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A confirmation email will - . O o] @ -»g -
be sent to the specified
email address. You will
then have the options to:
add the appointment to
their calendar, share the
appointment on social

media, make another P E p P E R M I N T
booking, or logout. PARK

SUCCESS!I

Your appointment has been made and a confirmation email has been
sent to alanatam1111@gmail.com

Add this appointment to your calendarg

[ Add Appoiniment

Excited about your appointment? Tell your friends.
==
Make Another Booking

Powered by shodcutssofwore [
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MAKING A THIRD PARTY BOOKING

In addition to making bookings for themselves, your clients also have the ability to make bookings for a third party, e.g. a child, sibling, parent, partner, family, friend,
dependent.

If the business has multiple
sites, select a location.

PEPPERMINT
PARK

SELECT A LOCATION

Welcome to our Online Booking Service!

Click on a Group below to see all salons within, and then click on the desired salon’s
link o continue. Alternatively. to search for a specific salon, fype the name or
address into the Search field, and then click Go.

v SALONS

Peppermint Park - Ashgrove
123 Peach §t Ashgrove Qld 4060 Australia
Contact number: 1300 667 374

Peppermint Park - Newstead
° 456 Raspberry Road Newstead Qld 4006 Australia
Contact number: 07 3834 3232

Powered by shortcuts Software  [F
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7 REGISTER .4+ LOGIN O Select a Language ¥ ' Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 4040 Australia

PEPPERMINT
PARK

SELECT SERVICE(S) AND EMPLOYEE(S)

SITE SELECTION » SELECT SERVICES

step 1: select the relevant service category from the Categery drop down list, and
then select a service from the Service drop down list.

2: Choose an employee from if you do not
require a specific employee, slmp\y se\ecr sither w\e Arly Male or Female options.

©Once you've finished chaosing all your services and employees, click Next fo
Continue.

] Manage fulure appoiniments OR select from previous appoiniments

CATEGORY SERVICE e EMPLovEso
%

| Makeup | Formal Makeup v | Luey
| Select Category '._ | 'i \ v : ;
‘ Select Category | | v ‘ M |
g Reset + Add more services.

Powered by shortcuts Software
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7 REGISTER .4+ LOGIN 0 Select a Language * ° Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 4040 Australia
e ¥

PEPPERMINT
PARK

sunaay Closed

Monday B00 AM - 500 PM
Tuesday 800 AM - 5:00 PM
Wednescay 800 AM - 5:00 PM
Thursday 00 AM - 5:00 PM
Friday B00 AM - 500 PM
Saturday 00 AM - 500 PM

SELECT DAYS AND TIMES

SITESELECTION » SELECTSERVICES » SELECT TIMES

step 1: Click on the calendar icon and select the earliest date you are available from.

Slep 2:select the dayis] you are avaiabl. frequired, sriter specifc start and frish
imes

step 3: If there are other times you are available, either on the same days or on
different days, click on Add Mare, then repeat Step 2.

0 Show me an example

1I'M AVAILABLE ON OR AFTER [Friday 5/20/2016 D
FRI SAT SUN MON TUE WED THU  START FROM FINISH BY
on o o @ 8 B @& 200PM ¥ 500PM ¥

+ Add More
[ previous | | Next |

Powered by shorcuts software [
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A list of available
appointment times will be
displayed.

Click book now to select
an appointment time.

" REGISTER ' LOGIN @) Select aLanguage 9 Peppermint Park - Ashgrove 1

PEPPERMINT
PARK

sunaay Closed

Monday 00 AM - 500 PM
Tuesday 800 AM - 5:00 PM
Wednescay 800 AM - 5:00 PM
Thursday 00 AM - 5:00 PM
Friday 00 AM - 500 PM
Saturday 00 AM - 500 PM

AVAILABLE TIMES

SITE SELECTION » SELECT SERVICES » SELECTTIMES » AVAILABLE TIMES

Click on a fime block to see what starting times are available, then click Book Now
next to the timeslot you want.

V¥ FRIDAY, MAY 20, 2016

3:00 PM-5:00 PM

@) asem
@ 330pm
Q) 3uspm
Q) s00pm

A FRIDAY, MAY 27, 2016

stralic

Powared by shodcutssofware [
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Log in if you are an
existing user, or register if
you are a new user.

You can also log in using
your Facebook details.

" REGISTER (' LOGIN @) SclectaLanguage ™

PEPPERMINT
PARK

SIGN IN

~LOGIN USING YOUR ONLINE ACCOUNT

9 Peppermint Park - Ashgrove 123 Peach St Ashgrove Qid 400 Australia

E-mail:

Password:

) Remember Me

A

0
I'm a new user and want to register

Forgot your password?

OR

Never forget your password again!

[~LOGIN USING FACEBOOK
Bl login

Fowared by shorcuts sofware [
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Click on the green plus
sign to add another person
to your account.

il ALANA'S FROFILE " LOGOUT @ Select a Language ¥ o Peppermint Park - Asharove 1

PEPPERMINT
PARK

CONFIRM BOOKING

SITESELECTION ) SELECTSERVICES » SELECTTIMES » AVAILABLETIMES » CONFIRM BOOKING

Please check that the following details are comect, and then click Confirm Booking fo
continue. If they are not comect, click Previews fo go back and amend your choices.

BOOK FOR: AlanaTam v +
DATE Thursday. May 12, 2016
TIME 11:00 AM

SERVICES: Laodies Style Cut with Anna

oo oy et aere ) Y
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|7, ALANA'S PROFILE  f* LOGOUT o Select a Language v ° Peppermint Park - Ashgrove 123 Peach 5t Ashgrove Gid 4040 Australia

i

PEPPERMINT
PARK
LINK A NEW CLIENT TO YOUR ACCOUNT

Please fll out the form below fo ik a new cien’ fo your account, By inking anew client o your
account it wil allow you fo make a booking with Peppermint Park on their behalt

Fields marked with a * are mandatory.
— NEW CLIENT DETAIL
Relationship:

Child of Alana Tam

Eol wddresss slanatam1111@gmail.com

CHES DR alanatam1111@gmail.com

First Name: *

Dayna
Last Name: * Tam
Gender: O Male ® Female
Date Of Birth: * 5 v [ sun v | 1999 v

Please enter at least one phone number below.
Home Phone:

Work Phone:

Mobile Phone: 0411111112

Address 1:

Address 2:

City:

State:r QLD

Postcode: 4006

Prefered Contact: Mabile Phone M

T |

Page 16




B

Review the booking details
and click confirm.

Once another person
has been linked to your
account, they will be
saved in the ‘book for’
drop-down menu. This
means they can easily be
selected when making
future appointments.

i ALANASPROFILE  LOGOUT @ Selactalangusge * @) Peppermint Pork - Asharove 122 Pecch i Adnorave I 4040 ALsiole

PEPPERMINT
PARK

CONFIRM BOOKING

SITE SELECTION » SELECT SERVICES » SELECTTIMES » AVAILABLETIMES » CONFIRM BOOKING

Please check that the following details are comect, and then click Confirm Booking fo
continue. If they are not comect, click Previews fo go back and amend your choices.

BOOK FOR: | Dayna Tam v +
DATE Friday, May 20, 2016

TIME 315PM

SERVICES: Formal Makeup with Lucy

Previous @

Powered by shodcutssofwore [
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MODIFYING YOUR ONLINE BOOKING PROFILE

You can make changes to your online booking profile to ensure your information is up to date.

i ALANA'S FROFILE 4+ LOGOUT 0\ Select a Language ¥ ‘ ' Peppermint Park - Ashgrove 123 Peach St Asharove Qid 4060 Australia

> z

PEPPERMINT
PARK

YOUR PROFILE

~ACCOUNT DETAIL
First Name: * ‘A\unu
Last Name: * i
Tam
Gender: O Male ® Female
Date Of Birth: [ 4 v H Jan v H 1990

Please enter at least one phone number below.
Home Phone: ‘

J
Work Phone: ‘ ‘
Mobile Phone: 104””]“2 ‘
Address 1t 1123 spearmint Road ‘ [
Address 2: ‘ ‘
City: Fortitude Valley ‘
State: Qb ‘
Iip Code: 4006 |
Preferred Contact: | Mabile Phane v

Change Password Change Email (User Name)
e

Powered by Shoricuts Soffware
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MANAGING ONLINE BOOKINGS

REVIEWING ONLINE BOOKINGS

Online bookings that have
not yet been reviewed are
shown in yellow on the
Appointment Book.

Click on the main menu.

Click on the appointments
icon.

To easily view all your
appointments that require
review, click on the filter
button.

Click on the filter options
tab.

Tick the review box.

(T TSR T T I T |

(=]
J’/}James ﬁ Lucy anChris Katie
] \ Off
: | Off ‘ Taliah g
: | Off Gibson
E ‘ Off 60 min Massage
- | Off
(%] | Off
cose o
— or
Filters ‘ Off -
‘ off ‘ Josbua Baker ‘
Rostered On | Off | 30 min Massage
\ off
i ‘ off Veronica Darcy —
Capabilities | Off Microdermabrasian
| Off
i [ | off
Search
Choose Em ees Y i) ‘
4 Collins
Review Rehydrating Facial iz |
Groups
L Quinn Parker L]

Wendy
Peterson
Blowdry

Betty M
Cleansii
|

Meeting

QO

Mon, 7 Mar 2016

< Week < Day Todar Day > Week >

Cameron Porter
30 min Massage

SHORTCUTS

8:58 AM
Mon, 7 Mar '16

Page 19
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Tick the ‘needs review’
box in the ‘restricted to’
section. Once this filter is
on, the Appointment Book
will only show columns
that have an appointment
requiring review.

When a filter is switched
on, the filter icon will turn
green.

Click on a date to view
appointments requiring
review for that day.

To hide the filter menu,
click anywhere outside of
the filter menu.

Taliah

I~ Levels -
r Search
F Choose Employees

d Review

Restricted To...

Needs Review

l |

Awaiting Review...

Mon 07 Mar 2016
Tue 08 Mar 2016

Wed 09 Mar 2016

\ Gibson
60 min Massage

Jason Garland &
Jason Garland &

il

Filters

Joshua Baker
‘ 30 min Massage

- W
Veronica Darcy
Microdermabrasian

a
Lunch
‘Wendy
Peterson
Blowdry

Cameron Porter
30 min Massage

Mon, 7 Mar 2016

<Week < Day Toda Day > Week > B m

SHORTCUTS

8:58 AM
Mon, 7 Mar '16
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© 6 O

Once you have reviewed
an online booking, right
click on the appointment.

Select reviewed. The
appointment will then

change to a normal colour.

To remove the applied
filter, click on the filter
button again.

o Lucy

15

30

45
10:00 AM

15

30

45
11:00 AM

15

30

45
12:00 PM

15

30

45

15

=] m B¢ shortcuts
off o 8:59 AM
Off ] Talizh %2 Mon,7Mar'16
Off Gibson
d{f 60 min Massage

Jason Garland &

Jason Garland &

ointment

Arrived

Checkout

Confirmed

30
45

o Show
Andrea No Show

Collins
Rehydrating Facial

Change Service

15
30
45

Si

Quinn Parker

15
30

45

15
30
45

15
30

Betty M C
Cleansing

Recur

View Week

Meeting
Add to Group

Extra

Mon, 7 Mar 2016
V 7: -

- W
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REVIEWING THIRD PARTY BOOKING DETAILS

When an online booking is made on behalf of another client, details of the client who made the booking can be viewed in the appointment touch tip.

. . b =]
Details of the client who ]l'James @ Lucy i Chris Katie SLIORICULS
made the booking are - gz . 10:21 AM
i A o 22 '
displayed on the notes = o Tue, 22 Mar '16
section of the touch tip. 45 off
10:00 AM i off
15 Grey Off
Full Head Highlights
30 0499777 111 Off
45 Off
11:00 AM Off
15 Off
30 Off
45 Chelsea Grey Off
12:00PM Off Claire i |
15 Off Stevenson
30 Katie Morrison Off 1/2 Head Highlights
45 Off
Off
15 Off
30 Off Claire Stevenson )
45 Off
15
30 tment Info
<2 i Claire Stevenson 0412345678 (M)
i Booked Online
= Uil Status Needs Review
30 Off
“E it 12:00 PM - 12:45 PM 1/2 Head Highlights - Lucy (Requested - Anyone)
Off 1:30 PM - 1:45 PM Finish - Lucy (Requested - Anyone)
15 Off
30 Off | Estimated Cost $70.00
45 Off
Off Requested Times Tue 22/03/2016 to Tue 5/04/2016
15 Off 12:00 PM - 3:00 PM (Tue,Wed)
30 Off
Off Notes Booked via BookME by Zoe Stevenson (Parent: 0412 345 678(M))
\'w) = e
s N < Week < Day Todz Day > Week > £ ﬁ

Page 22
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SHORTCUTS

SMARTER BUSINESS TECHNOLOGY

it suits you

AUSTRALIA AND ASIA

166 Knapp Street
Fortitude Valley
QLD 4006
Tel: +617 3834 3232

www.shortcuts.com.au

UK AND EUROPE

Dalton House
Dane Road, Sale
Cheshire M33 7AR
Tel: +44 161 972 4900

www.shortcuts.co.uk

NORTH AMERICA

7711 Center Avenue
Suite 650
Huntington Beach CA 92647
Tel: +1 714 622 6682

www.shortcuts.net

HAIR | BEAUTY | CLINIC | SPA | BARBER | WALKIN | SCHOOL | MULTI-SITE
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