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Legal Beagle Stuff - The stuff we have to putin

Webre I|-wlkeédryoun business. So sometimes itédés important to say s
This is one of those times. Don6t be put off é read on.

Statement of Confidentiality and Intellectual Property

The content of this document is the commercially valuable, confidential and proprietary information of Magic Pulse Limited. It may

not be reproduced, disclosed or otherwiseus ed i n any form except biKiltomeaBEean&i MagbaE
are trademarks of Magic Pulse Ltd.

Document
Webve been careful in preparing this User Manual . Life,erraas | i f e,
or omissions. We just want to say we dondt assume responsibili/

relation to those gremlins. If we find mistakes, or you do, we want to fix them as soon as we reasonably can, so we reserve the
right to do so.

Contact Details
For further information please contact:

Magic Pulse Limited New Zealand Magic Pulse Limited UK Magic Pulse Limited Australia
Suite 118, 32 Salamanca Rd Unit 23b 14 Second St

Kelburn, Venture Centre Willoughby

PO Box 9300 Sir William Lyons Rd Sydney

Wellington Coventry CV4 7EZ NSW 206

Help Desk:  (0800) 161 101 Help Desk:  (0800) 085 61 22 Help Desk:  (10800) 813 820
Facsimile: (04) 920 2220 Facsimile: 0844 344 2145 Facsimile: (02) 8580 4638

Web: www.kitomba.com Web: www.kitomba.com.uk | Web: www.kitomba.com.au
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1 Quick Keys & Helpful Tips

Want to speed up the -wWayeposuausewKhi amsalwedve put t
way:
Most Used
Enter Does something on every screen. On the Invoice screen it we've allowed the Enter key to move
the cursor focus from the invoicing items to the payments table to the commit button. This
means once your invoice is correct, you can repeatedly tap the Enter key until the cursor focus
gets to the commit button and then your next Enter key stroke will commit the invoice. This
should take a maximum of 4 keystrokes. If you use one more keystroke than you need, you will
activate a new search, but the invoice will have been committed.
On the appointment screen, once you have created an appointment by double-clicking on a time in the
calendar window, you can select a customer and create an appointment by using the arrow and
enter keys, you donét even need to use the mou

CTL-O  Opens the cash drawer

Alt - é When you look at a button you would normally click with your mouse, and a text character is

underlined. \.| <= Prev

You can use the Alt key in combination with that character to activate that button Examples:
Alt + < Activates the Prev button in the appointment dialogue.
Alt+S Save: Push the Alt and S keys together to save an appointment.
Alt+ M Push the Alt and M keys to make a sale.
Alt + A Adds a new service to an appointment.

Tab Use the Tab key on your keyboard to move forward to the next fieldinKi t o mb a E . For e
on the customer card, when the cursor is in the First Name field it will jump to the Last Name
field.
Tab

[chrig]

Shifti Tab

Shift-Tab  Use the Shift and Tab key on your keyboard to move backwards to the previous field in
Ki t o mé.g ftom Last Name to First Name.
Other Shortcuts

Spacebar Use the Spacebar instead of a mouse click. Example: ifyou Tabd own t o t he fAsear
KitombaE you S$pacebapkeysoh yotr kegboard (the wide one near the bottom of
the keyboard) to executetheisear cho i nstead of <clicking with

ESC Cancel on appointment dialogue
Copy, Cut, and Paste (This is the same for most windows programmes)
Ctrl-C Copy: You can use the Ctrl and C keys pushed together (Ctrl-C) to copy text.

Ctrl-X Cut: Ctrl-X islikecopy (Ctrl-C) but it O6cutsd the text you have
place). You may then paste it to a new place in Kit
Ctrl-v Paste: Push the Ctrl and V keys together (Ctrl-V) to paste text you have on the copied or cut
into a new place in KitombakE.
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2 The good oil on KitombaE Pl us

KitombaE Plus is easfyl itcok utsher.o ugiht ht hae sqeu incokt es youol |
sorted. Remember, i f this i simdétailard ifyou rpdd same pomnters dfttre u s
that, call the help desk. Here are a few tips to help you keep on top of things.

2.1 Beginning of the Day

1. Runthe Customer History by Staffreport. Thi s will tell you who youor
notes from their last 3 visits.

2. Check the Message Tab to identify customers
1 Who have auto confirmed their appointments by txt
1 You have to telephone with Call Me messages. You might call customers because of a recall date,
or maybe they dondédt have a cell p huet foee talkiegrtoethem. o r

2.2 During the Day

1. Check the Message Tab as some customers may respond tothe K i t o txilnasg&ages you send
them. Their reply will appear in the Confirm Appointments Tab underthe Cl i e nt 6 solureYol y
can also view their replies by clicking on the Inbox Tab.

2. Check your email. We send all your customer Ki t o mb a Erepiesita yolur nominated email
address.

3. Update your customer records when you see them - ask them when they visit. You want to make
sure you have their correct contact details, especially mobile and email. This information is important -
itéds how yoreustonoerst act you

4. Keep awatch full eye on the upload clock. I f it isndt displaying the f

Upload Clock: Mot required —:----
Then you need to connect to the Internet.

2.3 End of Day

1. Runthe Cash Drawer - Reconciliationreportand bal ance your takings for
balance, run the Cash Drawer - Transaction Summary report.

2. Runthe Business Summary report.

3. If you use a dial up connection, we recommend doing a Backup before you go home at night by closing
KitomwhEl e youdr e conn@backemalse uploadshaey mlerstseargreest) . I f vy
Jetstream - just leave your PC running - Ki t o mwilaupload any messages and perform a backup for
you - automatically!

2.4 Once a Week

Run the Customer Retentionreport-t hi s provi des you with a |desypu of &
over a selected time period (the default date range is between 5 and 6 weeks ago), but who have not yet
re-booked or returned. These customers are potentially at risk of taking their business elsewhere. We think

you should find out who they are and follow up.

2.5 Running Reports

Reports give you valwuable information on your busin
provided as standard - drop us a line we want to hear about it.
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3 KitombaE I ntroducti on

KitombaE is a best of breed customer cont awdthinkitGa na g
got the pedigree to be a world champ. Kitombas& bui |t f or peopl e | i keoveytou ar
use and makes you feel |l i ke a real computer maestro. Ever yone
too.

We think of KitombaE as a real power house for mediu
professional services. Once you gaahelptowimbrave eustdtnert o mb a
retention, increase sales, improve business efficiency and reduce costs. We candt descri be e
about KitombaE in a few paragraphs, but after an in

3.1 WHAT KitombaE does

Reminders sent automatically to your customers to ensure they come back to you with their business. Txt
msg, email, post & prompts for you to call them are available.

Marketing Tool -Ki t ombaE messages are hand crafted timessbuil d
with each and every message to each and every customer. You can send automated personalised

messages to all your customers at times that are important to them - birthdays, anniversaries or at a time

that you choose.

Manage key customer data - how best to contact your customers, customer preferences, history and
services you provide them plus all the ®&gosathighed#i t h K
and a better memory.

Stock Management - K i t o mbaa the full shooting match of stock management features including
Stock taking, Stock Auto Ordering, value, statistics, movement, internal use, and of course management of
Suppliers.

Calendar allows you to manage your workload and track when and which customers are coming for their
appointments, pl us which ones candt.

Billing allows you to manage your products and services and the prices you charge for them. Invoices,
Credit Notes, Orders and Quotations are all supported.

The Big Four:

Financial Reporting on key financial metrics of your business from the daily cash drawer reconciliation to
which clients have been buying which products or services over what period of time.

Reports providing you with easy to understand information - find out how and when your customers
interact with your business and how efficiently it runs.

Powerful search facilities allow you to search on customer, appointment, staff, message, and/or time
period, to find the information youodre |l ooking for.

KitombaE Dollars your own client loyalty programme that lets you reward your customers and give them
one more reason to keep coming back.
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Backup

Kitomba®&E optional automatic off site data backup service allows you to sleep easy knowing that all you

client and business information is safely stored in case of the unlikely event of an emergency. Ki t o mb a E
also backs itself up to your local hard drive every hour and with the press of a button can backup to a USB
memory stick.

3.2 WHY Ki t o-le8&nefits;

It Easy to Use
KitombaE users are not computer experts. KitombaE i
staff can use it.

Increase Sales

Powerful but easy to use effective marketing - Send special offers to specific customers.

Reduce no shows: lost appointments = lost sales.

Customer Retention - bring back existing customers who are in danger of not returning.

Identify which customers do not return, and take appropriate corrective action.

Identify less attractive customers (e.g. poor payers do not show, or cancel appointments at last minute).
Identify which customers are buying which products so you know who is most likely to buy
complimentary products and services.

=A =4 =4 =4 =4 =9

Generates Customer Loyalty

1 Improved service to customers - appointment confirmation via text, email or phone.

1 Send personal messages automatically i on dates that are important to them i e.g. birthdays and
anniversaries.

Loyal customers = retained customers = retained sales.

Customise your service through individualised tailored messages and contact your customers according
to their preference.

Benefits customer = benefits your business.

Keep your customers with your own customer reward programme -Ki t ombaE Dol | ar s .

1
1
1
1
Improves Business Efficiency

1 Increase staff utilisation by reducing late or no shows.
1 Improve information on business operation, financial and non-financial.

Reduce Costs

f KitombaE offers a | ower gwitsdustomereans of communicati

f TheKi tombaE weekly fee includes software use, al | |
charges.

T No |l arge expensive |l ump sum payments to purchase

1 No additional charges for software maintenance -i t 6 s i n c Istandeeddee.i n t he

1 No additional charges for new software releases-t hey dr e provi ded free of <ch

Reliability

f Ki t o mautoiBatically performs regular backups to your hard drive.

f Ki t o mbaa &itomatically back up your data off site so that in the event of an emergency, we can
easily provide you with all your client and business information from your last backup - so that you are
back up and running in no time.

Support
f We stand behind KitombakE. You can al ways c oomdlpact
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4 Ki t ombaE QuiQuikkerian a quick thing

4.1 Ki t o mbDweriziew

KitombaE is easy to use. Read this and youdll be w
start at the beginning. One Kitbmbabh isthdtit hasseveral scieeng@® y o u
tabs - these appear on tabs near the top of your computer display. Each tab and the tools provided on it are
described in more detail below.

4.1.1 Some Things Never Change

No matter where you ar e i awaysibevisibid Jhese are therpall downimengss  wi
(top left-hand corner), the various screen tabs (top left-hand corner) and the upload clock (bottom left hand
comer).I n KitombaE sometimes a window wil pop ulmeed. g.
to deal with the appointment window beforeyoucanc | i ck on the main KitombaE v

The top left hand corner of KitombakE

KitombaE: t he sofotFwdredd6é sanmamedel pd pull down menus

File Help
lr 77| Calendar | {} Cards ] &5 Message J Reports ‘ % Admin ‘

T

These are the tabs defo,t WMesbGalgerddar®Rep®C€Cdrsd and O0Ad
particular screen, click the tab of the screen you want to see.

The bottom | eft hand corner of KitombakE
Lpload Clack: Mot required ------

The upload clock is shown in the bottom left hand corner of the screen. The upload clock indicates how

long you have until you need to upload your messages. If the upload clock is red, please connect to the

internet immediatelyas you have overdue messages. ltés a good
upload clock.

In the picture above, the Upload clock is not required - all messages have been uploaded. When the clock

is overdue it displaysinred. But donKit wmbalfg automatically checks t
to be sent.

If you have a permanent or broadband| nt er net connection KitombaE wil/l
messages for you. I f you use a dial up hyoureeddoess t h
connect on the upload clock.

Fleaze connect to the Internet

I f you are connected to the Internet for more than
messages for you.
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4.1.2 Calendar Tab

The Calendar Tab is where youdl |l p r o bsdab prgvidespre nd mo s
overview of your customersd appointments. You cah Vv
ités easy to view the calendar for any single staff
forwards or backwardint i me by selecting the day/ week/ month you
appointments is simple - double click on a gap in the calendar when you want the appointment to begin.

You can also create new customers during appointment creation.

4.1.3 Cards Tab

The Cards Tab shows all of your customer, supplier, product & service records. You can update customer
records, search by customer, supplier and also view all previous and planned appointments for every
customer.

You can group products into categories, update product & service pricing, alter product codes, record GST
classification, link products and services to different types of appointments and include web links. Web links
provide links directly to supplier reference material on the web for you and your staff.

4.1.4 Message Tab

The Message Tab provides you with the ability to send different types of messages to any address (e.g.
email, text etc) and/or to any customer.

4.1.5 Reports Tab

The Report Tab provides you with the ability to run a variety of reports. If the reportth at you want i
t her e, l et us know and weobll see what we can do.

4.1.6 Admin Tab

The password protected Admin Tab allows you to tail
Your preferences as to how to run Kitomba.

How you want to run your KitombaE Loyalty program
What promotional campaigns you want to run.

What appointment types you use.

Which businesses or business wunits are using Kito
Which staff work at each business unit.

The seniority of staff and the chargeable group they belong to.

How you want your messages to sound.

Who you want to target with your marketing campaigns.

What additional types of information you want to record for every customer and appointment.

=8 =4 =4 =888 8899

So thatdéds the quick tour. Youbve completed the fir
following sections of the user manualtolearnmoreabout each KitombaE tab and
really hum (make appointments, send messages, save customer details and all the rest).
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4.2 Calendar Screen

The Calendar Screen is where youdre |ikely to spend
overview of your customersé appointments. You can Vv
itdés easy to view the calendar for any single staff

forwards or backward in time by selectingt he day/ week/ mont h y olodaybée biur tt eorne
returns you from your time travel to the current day or the current week.

Making new appointments is simple - double click on a gap in the calendar when you want the appointment
to begian.nelw ciutsGsomer youbre dealing with, no probs.
appointment creation.

4.2.1 Calendar Screen - General Notes

Click the single staff icon to display the
interested in from the pull down
multi-staff person icon to see appointments for all staff (or the whole i

| [T calendar | {3} cards | 4§

Tue, 12 Feb ,:

Message | g Reports ‘ [
Front Desk

| The zoom buttons allow you to zoom in and
zoom out to see more or less of the calendar.

Use the sliders to move around the calendar

to see different times or days that may not be
visible due to the zoom
chosen.

\
1A

#d Clock: Owardu off* Adnnistraton
To go to a diffekent year/month/week/day select the dateyoubr e i nt erested in fr-om t
hand ide. As you click the date youod6ll see the <cal
To n to the calendar view for today or tb&kis we
To forward or backward in time use the 6jumpé
i nc té to the amount of time you want to jump f

Use the Shrink Calendar button to make as much of your day fit on the screen as possible. When Kitomba
[ [ rink mode, you wonoO6t be able to see as much
changes to ExpaRd.

You can use the Hide Staff button to only show staff members who are working that day. When you click

hide staff, any staff person whose day is blue, will be hidden from sight and the Hide button changes to
Show Staff.

You will see all appointments of the same type are displayed in the same colour. This way you can tell at a
glance what types of work your day/week will be made up of.
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Appointments - General Notes

Appointments appear in the calendar as shown below.

- Britney Robbie
%' bo m ba 5:00 atn
Tue. 3 A " Customer name
ue, pr i
[Blondes | = Reminders used
9:00 am
@ 95@ = Appointment type
1000 am / Appointment status
|Apri| E”?UUT |EH 0

Double bookings (two appointments at
M T W T F 4

|%'B'B'B'El% 11:00 am Camerorﬁ]' / ﬁ DOUELE BOOKED <« the same tlme) appear Ilke thIS
|%|%|%|%|%|%|% 15 ii’é‘w =& EW ‘Jusﬁn Timberlake []B]
[15]|18[17][18]]18]/20)|21 20 (st s

l%%%%%%% “ _Appointment nol‘pcw \\
(2g){=0)(_J[ )L LI P -
00| e epn be typed in here

= B

e
Date 12pm

Shrink
Calendar

Unhicle
Staff

4.3 KitombaE Service Select

KitombaE Service Select feature lets you manage and add services to KitombaE appointments.
431Enabling Service Select in KitombakE

To start using Serviicred Sted e cdt, tghheantdo psleadfe akhidtdoPmbea e r
the left-hand side.

Under t he headgondisedcCategbrgedi chdrodg f or service selectioné
there is not one there.

You will now be able to use the latest Service Select feature.
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4.3.2 How to use Service Select

Ukitomba

Make an appointment i nandselecttheicustoomb aE cal endar
When you click &dNext 6 on t hdbepiEskbntad wit thp Servioet Selech t 6
screen.
& inage Appointment |i
Categories: All Services: (oo o 2dd ) [enter searchtest |
REzEnt Services [ Blow wave . = |~
All Services [ Clipper Cut
Chemical [ Calour Permanent
G B Sl [ Colour Regrowth 1of 2
— SE:’EBS ] Colour Semi Permanent
[l Consultation
[ Effasor
[ Foil
(1 Fringe Trim
[ Hair Up
[C] Highlights - 374 top
[ Highlights - Full head
L L S =k
Suggested Service: ok io sdo ) ‘
New Services to add to this Appointment: (click o emove 1
Shape Ladies
A
From here you have 3 options
M1 Sel ect a service from 6Recent Servicesd booked
9 Select a service from a specific category
1T Select a service from a |ist of O6AII Servicesb®6
Once you have chosen the first service you will see that it now comesupund er O New Ser vi
this Appointmenté. You can now choose another ser
6Suggested Serviced which wild.l be the usual follo

4.3.3 Adding a Service

If you need to add multiple services to an appointment it could not be simpler. Just click the big green plus

symbol that sits next to the Date field in the Appointment tab.

From here the Manage Appointment box will appear:
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= nage Appointment |

Categories: All Services: (i o soo ) | enter search texd

Recent Services [ Blow wave -
All Services [ Clipper Cut

O colour Permanent

[ Colour Regrowth 1of 2

[] Colour Semi Permanent

[ Consultation

[l Effasaor

1 Fail

[ Fringe Trirm

[ Hair Up

[ Highlights - 3/4 top

1 Highlights - Full head

[ Highlights Cap
=

149 haa =

Chemical
Cut 8 Style
Misc Services

Suggested Service: (i fo sda )

New Services to add to this Appointment: ¢ ciick fo rearows 1
Skape Ladies

4.3.4 Appointment Search

I f you canodt f wantdoadd)ywu careseavch fordt byyyping part or the entire service name
in the search box in the top-right corner of the Service Selector screen:

»

The Service Selector will show any services that match your search:

4.3.5 The Appointment screen
The appointment screen looks like this

You can see that the Selected Appointments ounced and easy to amend or change.

To delete an unwanted service from an appointmegnt, click on the red

This will remove the unwanted service.

© Copyright 2002-2009 Magic Pulse Ltd Page 16 of 121 www.kitomba.com



