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1 Message Tab

Ki t o mbaa &new Message Tab with new features and functionality. Now with the
Message Tab, you can:
ACheck your incoming Text Messages
AConfirm or Cancel Appointments when customers reply to Text Messages
AReply to Text Messages from Clients
ACheck the message that was sent to a client

1.1 Navigating the Message Tab

The Message Tab Layout has a new set of Navigation Buttons down the left hand side.
You can click these to choose which part of the Message Tab you wish to see.
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the Message Tab, [“Genarmeene |
you will be in the

(5 confirm Appointments
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To change which part you want to look at, you can click on the three window options.

Confirm
Appointments
Window.

1.2  Before you Send New Messages

With the new Text Message features in Ki t o mtherecare some important changes to Text
Messaging.

Now your customers can reply to their Text Messages and you can read and reply to them
through your Ki t o mblesdage Tab.

When customers send you a reply from their Appointment Reminder Text Message, you can
setKi t o mbpadfautomatically confirm or cancel their appointment on your calendar by
the words they reply with. So when you are sending clients their reminder messages,
dondét forget to remind them that they can

clicking reply on their cellphone. | [ Calendar | {3} Cards | £ Message | £ R
) . P = Britney ct

When they reply, all text they reply with will appear K tmba
inKi t o min thie places: _ f29dun BS

1. Inthe Message Tab Inbox Screen lones Yoo e 9

2. Inthe Message Tab Confirm Appointments S G

3. On the Appointment on the Calendar Screen : — -
The message will only appear on the Calendar Appointment - -
if the client has additional text than the confirm/cancel text. e | -
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1.2.1 Setting Reply Text Preferences

Before you start using the new features, there are a few things you can customise about your
Text Message reminders in the Admin Tab.

You can choose two words, one word which when the customer replies with, will confirm their
appointment and one word which when the customer replies with will cancel their

appointment.
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5 rerenses
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Choose your two
preferred words and
set them in the
Admin Tab

under Preferences

r

When your customers
reply with either of
these words,

Ki t ombila E
automatically

Confirm or Cancel
that clients
appointment on the

E Calendar Screen.

| save || cancel

1.2.2 Updating The Confirmation Message Templates

You will need to edit your Appointment Reminder Message to remind your clients that they
can text back, also reminding them what to text back with.
Do this by going to the Admin Tab and clicking on Message Templates, then clicking on the

Message Name.

| Calendar\[ E} Cards

= Administration

@~ [ Appointment Type
&= (] Business Units

G- Message Templates

B2 Agpt Reminder 2
Eﬂi Campaign - Retail
B2 Colour Follow Up
525 Happy Birhday
&% Haven Seen You

Eﬁi Mothers Day
&2 NY0B

Bf Newsletter
Eﬁz Promotion

ﬂ: Recall

B Thank You

EE( Walentines Day

B xmas Message

& Lists
@ [ AutoMessages
@ 3 Commission Groups
©= [ Security Groups
@ [ Atributes
@- [ Payment Types

% Preferences

Cash Drawer Session

5 Loyally

G2 wiedding Anniversary

B Address Updale/
7 hopteminder

B2 Loreal Hairdresser of the Year

=

emplate Name:

Short form:

Long form:

Use Template:

@ﬁ?l\nessage Reports >
pssacc Template

Insert Parameter.

Subject Heading:

EW Template long form - used

| create

[appt Reminder

-]

e Template short form - used for SMS, T messages

Hi #CUST_FIRST#, you're booked in @ Blondes #APPT_DATE_TIMER with #APPT_STAFF# Tt a reply- ¥ to confirm or M to cancel. Itll b great 2C U1

A

|‘r’Dur Blondes Appointmey

i Reminder

r Email, Call Me & Post messages

& have you booked in fo
Give us acall on 524 T9@
Look forward to seeing yol

Cheers
FAPPT_STAFF#

Blondes

555 Rodeo Drive
Celebland
Famousville

Ph: {(00) 555 BBES

[ #ALL_APPT_TYPES#.
ifyou cantmake it

then

[ sppointments

[ Message Tab

You should only need to edit your Short Form Message,

[ automessages
| Detete || save || cancel |

as your emai l
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1.3  Appointment Confirmation Screen

1.3.1 The Appointment Confirmation Navigation

In the new Appointment Confirmation Screen you will see on | [ calendar | {J Cards | & Message

the left hand side, some new sections. 5] m
Appointments [ Client
Paris Hilton
The Date Justin Timberlake

\ Fri, 29 Jun Jean-Claude Van Dam

Date navigation buttons so you can check A
other days and date ranges. > \’m;\ ‘«\ S| [Range| | senniter opez

Katie Holmes

Reese Witherspoon

" Unconfirmed (@) | Marshall Mathers Il

Buttons to Show different types of Appointments: e stin Timberiake
You can choose to show All Appointments, or to show only
Unconfirmed Appointments, only Cancelled Appointments or

Confirmed (1)
Justin Timberiake

[ anappts oy |

only Confirmed Appointments. Include hm - 04 466 9856 mob

. . . . 9 H E G| 1 Services :
You can also Hide Appointments based on the confirmation |?H? AR
method. When the square is highlighted, and the picture is LS L5 | Lo teenal yeisent
coloured, you can see them. If you click on the picture a —_— Clent's Reply - y il se

Send fReceive

second time, so the picture becomes grey, Appointments
with that type of confirmation message will be hidden from

Notes | y will see you th

Vview. ‘@ R ‘
The Send and Receive button is so you can check for new !' - ‘
messages on the server. ;gammmm \

1.3.2 The Appointment Confirmation Screen

In the top right hand
pane, you will see the
list of Appointments

/ booked for the date(s)

shown at the top left.
If you click on a name
to highlight it, you will

see information appear
< inthe bottom right
pane.

Information you will see
when you have clicked
on the clier
will include :

1. Client name,

2. Client contact details,
3. Booking details,

4. Last message sent,

5, Client s r ¢

If the client sends a reply text with the
in this case, Justin replied with a messag
Appointment was confirmed automatically wh
received.

rrect message wor

the message was

The additional text Justin sent, will be displayed in the notes
section on the Appointment in the Calendar Tab.
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