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ADDING CLIENT HISTORY NOTES

Click on the main menu.

Click on the clients icon.

Select the relevant client.

Click on the history
button.

Andy Ellis
0455 666 555 (M)

Angela Jefferson
0444242 424 (M)

Ashley Taylor
0433 666 363 (M)

Audrey Patterson
0444 333 444 (M)

Betty McCormick
0455 999 333 (M)

Brandon Robinson
07 33000033 (H)

Brenda Peters
0411999 919 (M)

Brooke James
0477 999 333 (M)

Cameron Porter
0466 111 666 (M)

Carl Reed
0422555 666 (M)

Carolyn Burrel
0455 666 222 (M)
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If you have multiple note
types, click on the relevant
tab.

3:37 PM
Thu, 3Mar'16

History Totals

Select the transaction date - Today 6 Cash $30.00 $30.00
you want to add notes for. #ﬂ Katie Tanning Full Body Tan
=Mon 8 Feb 2016 Cash $42.00 $42.00
Click on the new button at o 2 Chris TIP $12.00
the bottom of the screen. #EJ Chris Mens Cuts Mens Style Cut $30.00
=Fri 11 Dec 2015 Cash $50.00 $50.00
Click within the notes ﬁeld #ﬂ Anna Facials Rehydrating Facial $50.00
=Wed 9 Dec 2015 MasterCard $30.00 $30.00
#ﬂ Lucy Mens Cuts Mens Style Cut $30.00
U SFlF el te: -Tue 1 Dec 2015 Cash $30.00 $30.00

Clinic Notes (0)

Click done. (’q}‘
=Visit Date - Tue 1 Dec 2015 J
=ﬂ Anna - Tuesday, 5 January 2016 5:09 PM
Treatment
@ Medium tan 10%
e CF\
= ;

™ Show only date with notes

Employee Service Date Range New Edit

& @ %)

Clear Done Cancel
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VIEWING CLIENT HISTORY NOTES

Click on the main menu.

Click on the clients icon.

Select the relevant client.

Click on the history
button.

Andy Ellis
0455 666 555 (M)

Angela Jefferson
0444242 424 (M)

Ashley Taylor
0433 666 363 (M)

Audrey Patterson
0444 333 444 (M)

Betty McCormick
0455 999 333 (M)

Brandon Robinson
07 33000033 (H)

Brenda Peters
0411999 919 (M)

Brooke James
0477 999 333 (M)

Cameron Porter
0466 111 666 (M)

Carl Reed
0422555 666 (M)

Carolyn Burrel
0455 666 222 (M)
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If you have multiple note i it l "8 suortcuts
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.52

types, click on the relevant
tab.

History Totals Thu, 3Mar'16

When history notes are -Today Cash $30.00 $30.00
added, they are Stamped #m Katie Tanning Full Body Tan $30.00
wlid e Gl Hie @ie -Mon 8 Feb 2016 Cash $42.00 $42.00
the employee who added -
the note. You can expand o 2, Chris u HHEGE
and hide information by #EJ Chris Mens Cuts Mens Style Cut $30.00
double clicking on it. -Fri 11 Dec 2015 Cash $50.00 $50.00
& m Anna Facials Rehydrating Facial $50.00

This checkbox acts as a
quick filter to only show =Wed 9 Dec 2015 MasterCard $30.00 $30.00
dates with notes. *,"ﬂ Lucy Mens Cuts Mens Style Cut $30.00

=Tue 1Dec2015 Cash $30.00 $30.00
You can use the filters - _ v
at the bottom Of the Visit Notes (2) Clinic Notes (0)

screen (employee, service = Notes
and date range) to view =Today @
particular history notes. = fA] Anna - Thursday, 3 March 2016 3:39 PM (.
Click on the filter button _. T Trestment
EERIR [ B SRS ~Visit Date - Tue 1 Dec 2015 =
remove the applled filter. =ﬂ Anna - Tuesday, 5 January 2016 5:09 PM .

@ Medium tan 10% Print

Select a note and click
view to open the note in a ™ Show only date with notes

new window. This is useful = = = = P
for viewing longer notes. A 3 L e
View Visit Details

Employee Service Date Range New Edit
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EDITING AND DELETING CLIENT HISTORY NOTES

Click on the main menu.

Click on the clients icon.

Select the relevant client.

Click on the history
button.

Andy Ellis
0455 666 555 (M)

Angela Jefferson
0444242 424 (M)

Ashley Taylor
0433 666 363 (M)

Audrey Patterson
0444 333 444 (M)

Betty McCormick
0455 999 333 (M)

Brandon Robinson
07 33000033 (H)

Brenda Peters
0411999 919 (M)

Brooke James
0477 999 333 (M)

Cameron Porter
0466 111 666 (M)

Carl Reed
0422555 666 (M)

Carolyn Burrel
0455 666 222 (M)
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If you have multiple note
types, click on the relevant
tab.

Select the relevant note.

Click edit.

If you want to edit the
note, click within the notes
field and make the desired
changes.

Click done to save.

The employee, date and
time attached to the note
will then be updated.

If you want to delete the
note, click delete.

Click yes to confirm.

History Totals

=Today Cash $30.00 $30.00
o f Katie Tanning Full Body Tan

=Mon 8 Feb 2016 Cash $42.00 $42.00
o 2 chris TIP
e B chris Mens Cuts Mens Style Cut

=Fri 11 Dec 2015 Cash $50.00 $50.00
& m Anna Facials Rehydrating Facial

=Wed 9 Dec 2015 MasterCard $30.00 $30.00
o B Luey Mens Cuts Mens Style Cut

=Tue 1 Dec 2015 Cash $30.00 $30.00

Clinic Notes (0)

= Notes

=Today
= fA) Anna - Thursday, 3March 2016 3:39 PM

= Dark tan 15%

=Visit Date - Tue 1 Dec 2015

Al a el =0 AndsC.AG DA
3/03/2016 Visit Notes j

/Ja )
Edit View

Print

Visit Details

®¥ siorTcuts

” 3:55PM
9 Thu,3Mar'16
$30.00
$12.00
$30.00
$50.00
$30.00

©

Done

Do o

Clear Delete Done Cancel
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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
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