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Legal Beagle Stuff - The stuff we have to put in 

 
Weôre like you - weôre in business. So sometimes itôs important to say some things in a formal way. Like they say ñit has to be saidò. 
This is one of those times. Donôt 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 otherwise used in any form except by licensed KitombaÊ users.  KitombaÊ and Magic PulseÊ 
are trademarks of Magic Pulse Ltd. 
 
 
Document 

Weôve been careful in preparing this User Manual. Life is life, so thereôs always a chance that it could contain inaccuracies, errors 
or omissions. We just want to say we donôt assume responsibility for these little gremlins, and we donôt make any warranty in 
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 
Suite 118, 32 Salamanca Rd 
Kelburn,  
PO Box 9300 
Wellington 
Help Desk: (0800) 161 101 
Facsimile: (04) 920 2220 
Web: www.kitomba.com 

Magic Pulse Limited UK 
Unit 23b 
Venture Centre 
Sir William Lyons Rd 
Coventry CV4 7EZ 
Help Desk: (0800) 085 61 22 
Facsimile: 0844 344 2145 
Web: www.kitomba.com.uk 

Magic Pulse Limited Australia 
14 Second St 
Willoughby 
Sydney 
NSW 206 
Help Desk: (10800) 813 820 
Facsimile: (02) 8580 4638 
Web: www.kitomba.com.au 

 
 

 
 

http://www.kitomba.com/
http://www.kitomba.com.uk/
http://www.kitomba.com.au/
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1 Quick Keys & Helpful Tips 

 
Want to speed up the way you use KitombaÊ - hereôs a few hints weôve put together to help you on your 
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 donôt even need to use the mouse. 

 
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. 
 

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 field in KitombaÊ. For example 
on the customer card, when the cursor is in the First Name field it will jump to the Last Name 
field. 

 
 
 
 
 
 
Shift-Tab Use the Shift and Tab key on your keyboard to move backwards to the previous field in 

KitombaÊ e.g. from Last Name to First Name. 
Other Shortcuts 
 
Spacebar Use the Spacebar instead of a mouse click. Example: if you Tab down to the ñsearchò button in 

KitombaÊ you can push the Spacebar key on your keyboard (the wide one near the bottom of 
the keyboard) to execute the ñsearchò instead of clicking with a mouse. 

 
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 is like copy (Ctrl-C) but it ócutsô the text you have selected (so it is removed from that 

place). You may then paste it to a new place in KitombaÊ. 
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 KitombaÊ. 

Tab 

Shift ï Tab 
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2 The good oil on KitombaÊ Plus 

KitombaÊ Plus is easy to use. With a quick flick through these notes youôll be well on your way to having it 
sorted. Remember, if this isnôt enough check the user manual in detail and if you need some pointers after 
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. Run the Customer History by Staff report. This will tell you who youôre seeing today and all your 
notes from their last 3 visits. 

 
2. Check the Message Tab to identify customers 

¶ Who have auto confirmed their appointments by txt 

¶ You have to telephone with Call Me messages. You might call customers because of a recall date, 
or maybe they donôt have a cell phone, email or fax machine or maybe you just love talking to them. 

2.2 During the Day 

1. Check the Message Tab as some customers may respond to the KitombaÊ txt messages you send 
them. Their reply will appear in the Confirm Appointments Tab under the Clientôs Reply column. You 
can also view their replies by clicking on the Inbox Tab. 

2. Check your email. We send all your customer KitombaÊ email replies to your 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 - 
itôs how you contact your customers. 

4. Keep a watch full eye on the upload clock. If it isnôt displaying the following: 

Then you need to connect to the Internet. 

2.3 End of Day 

1. Run the Cash Drawer - Reconciliation report and balance your takings for the day. If things donôt 
balance, run the Cash Drawer - Transaction Summary report. 

2. Run the Business Summary report. 
3. If you use a dial up connection, we recommend doing a Backup before you go home at night by closing 
KitombaÊ while youôre connected to the Internet (a backup also uploads any messages). If youôre on 
Jetstream - just leave your PC running - KitombaÊ will upload any messages and perform a backup for 
you - automatically! 

2.4 Once a Week 

Run the Customer Retention report - this provides you with a list of all clients whoôve been in to see you 
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 valuable information on your business. Use them. If you have ideas on reports that arenôt 
provided as standard - drop us a line we want to hear about it.  
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3 KitombaÊ Introduction 

KitombaÊ is a best of breed customer contact, management, billing and appointment system - we think itôs 
got the pedigree to be a world champ. KitombasôÊ built for people like you and me. Itôs a real push-over to 
use and makes you feel like a real computer maestro.  Everyone who sees it likes it, we think youôll like it 
too. 
 
We think of KitombaÊ as a real powerhouse for medium sized businesses focused on delivering 
professional services. Once you get to know KitombaÊ youôll see how it can help you improve customer 
retention, increase sales, improve business efficiency and reduce costs. We canôt describe everything 
about KitombaÊ in a few paragraphs, but after an intro like this youôre probably keen to know more. 

3.1 WHAT KitombaÊ 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 - KitombaÊ messages are hand crafted to build your brand and promote your business 
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 rest. With KitombaÊ your business will look like itôs got a big heart 
and a better memory. 
 
Stock  Management - KitombaÊ has 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, plus which ones canôt. 
 
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 youôre looking for. 
 
KitombaÊ 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 
KitombaôsÊ 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. KitombaÊ 
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 KitombaÊ - The Benefits: 

Itôs Easy to Use 

KitombaÊ users are not computer experts. KitombaÊ is easy to use. Itôs made that way so that all of your 

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. 

 

Generates Customer Loyalty 

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

¶ Send personal messages automatically ï on dates that are important to them ï 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 - KitombaÊ Dollars. 

 

Improves Business Efficiency 

¶ Increase staff utilisation by reducing late or no shows. 

¶ Improve information on business operation, financial and non-financial. 

 

Reduce Costs 

¶ KitombaÊ offers a lower cost means of communicating with customers. 

¶ The KitombaÊ weekly fee includes software use, all new software releases and software maintenance 

charges. 

¶ No large expensive lump sum payments to purchase KitombaÊ. 

¶ No additional charges for software maintenance - itôs included in the standard fee. 

¶ No additional charges for new software releases - theyôre provided free of charge. 

 

Reliability 

¶ KitombaÊ automatically performs regular backups to your hard drive. 

¶ KitombaÊ can automatically 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 

¶ We stand behind KitombaÊ. You can always contact us if you have any questions. Weôre here to help! 
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4 KitombaÊ Quick Tour - Quicker than a quick thing 

4.1 KitombaÊ Overview 

KitombaÊ is easy to use.  Read this and youôll be well on your way to being a KitombaÊ master.  So letôs 
start at the beginning. One of the first things youôll notice about KitombaÊ is that it has several screens or 
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 are in KitombaÊ, some things will always be visible.  These are the pull down menus 
(top left-hand corner), the various screen tabs (top left-hand corner) and the upload clock (bottom left hand 
corner). In KitombaÊ sometimes a window will pop up e.g. when you create an appointment. You will need 
to deal with the appointment window before you can click on the main KitombaÊ window again.  
 
The top left hand corner of KitombaÊ 
 
KitombaÊ: the softwareôs name óFileô and óHelpô pull down menus 

 
 
These are the tabs of the óCalendarô, óCardsô, óMessageô, óReportsô and óAdminô screens. To view any 
particular screen, click the tab of the screen you want to see. 
 
 
The bottom left hand corner of KitombaÊ 
 
 
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 immediately as you have overdue messages. Itôs a good habit to get into to glancing down at the 
upload clock. 
 
In the picture above, the Upload clock is not required - all messages have been uploaded. When the clock 
is overdue it displays in red. But donôt worry KitombaÊ automatically checks to see if you have messages 
to be sent. 
 
If you have a permanent or broadband Internet connection KitombaÊ will automatically upload the 
messages for you. If you use a dial up to access the Internet, KitombaÊ will tell you when you need to 
connect on the upload clock. 
 
 
 
If you are connected to the Internet for more than 30 seconds, KitombaÊ will know, and upload your 
messages for you. 
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4.1.2 Calendar Tab 

The Calendar Tab is where youôll probably spend most of your KitombaÊ time. This tab provides an 
overview of your customersô appointments. You can view the calendar on a per day or per week basis. Plus 
itôs easy to view the calendar for any single staff member or for all staff at the same time.  You can jump 
forwards or backward in time by selecting the day/week/month youôre interested in.  Making new 
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 report that you want isnôt 
there, let us know and weôll see what we can do. 

4.1.6 Admin Tab 

The password protected Admin Tab allows you to tailor KitombaÊ to suit your business. You can record: 

¶ Your preferences as to how to run Kitomba. 

¶ How you want to run your KitombaÊ Loyalty programme. 

¶ What promotional campaigns you want to run. 

¶ What appointment types you use. 

¶ Which businesses or business units are using KitombaÊ. 

¶ 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. 
 
So thatôs the quick tour.  Youôve completed the first step to becoming a KitombaÊ master. Read the 
following sections of the user manual to learn more about each KitombaÊ tab and how to make KitombaÊ 
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 youôre likely to spend most of your KitombaÊ time. This screen provides an 
overview of your customersô appointments. You can view the calendar on a per day or per week basis. Plus 
itôs easy to view the calendar for any single staff member or for all staff at the same time.  You can jump 
forwards or backward in time by selecting the day/week/month youôre interested in. The óTodayô button 
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 begin. If itôs a new customer youôre dealing with, no probs. You can also create new customers during 
appointment creation. 

4.2.1 Calendar Screen - General Notes 

Click the single staff icon to display the calendar for a single staff person.  Select the staff person youôre 
interested in from the pull down menu.  Youôll see youôre looking at a complete week of work.  Click the 
multi-staff person icon to see appointments for all staff (or the whole business) for any single day. 
 
 

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 settings youôve 
chosen. 
 
 
 
 
 

 
 
 
To go to a different year/month/week/day select the date youôre interested in from the calendar on the left-
hand side. As you click the date youôll see the calendar for that date appear on the right hand side. 
 
To return to the calendar view for today or this week, click the ótodayô button and youôll come racing back.  
To jump forward or backward in time use the ójumpô button provided. Before you time jump, set the ójump 
incrementô to the amount of time you want to jump forwards or backwards by. 
 
Use the Shrink Calendar button to make as much of your day fit on the screen as possible. When Kitomba 
is in shrink mode, you wonôt be able to see as much appointment information and the shrink button 
changes to Expand. 
 
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. 
 
 
Customer name 
 
Reminders used 
 
Appointment type 
 
Appointment status 
 
Double bookings (two appointments at 
the same time) appear like this. 

 
 
Appointment notes 
can be typed in here 
 
 
 
 
 
 
 

 

4.3 KitombaÊ Service Select 

 
KitombaÊ Service Select feature lets you manage and add services to KitombaÊ appointments. 
 

4.3.1 Enabling Service Select in KitombaÊ 
 
To start using Service Select, go to the óAdminô tab at the top of KitombaÊ and select óPreferencesô from 
the left-hand side. 
Under the heading óCalendarô, go to óUse Category Dialog for service selectionô and put a tick in the box if 
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 
 
Make an appointment in the KitombaÊ calendar and select the customer. 
When you click óNextô on the óEdit Appointmentô screen you will be presented with the Service Select 
screen. 
 

 
 
 
From here you have 3 options 

¶ Select a service from óRecent Servicesô booked by that customer 

¶ Select a service from a specific category 

¶ Select a service from a list of óAll Servicesô 

 
Once you have chosen the first service you will see that it now comes up under óNew Services to add to 
this Appointmentô. You can now choose another service in the same way as the first or you can pick the 
óSuggested Serviceô which will be the usual follow on service. 
 

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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4.3.4 Appointment Search 
 
If you canôt find the service you want to add, you can search for it by typing 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 are now more pronounced and easy to amend or change. 
 
To delete an unwanted service from an appointment, click on the red 
This will remove the unwanted service. 
 


