Double-click the ExecuSpa icon on your computer’s desktop.

Werifying application requirements, This may take a few moments,

During this portion of the start up your terminal will automatically update to the latest release of the
software. If there is a more current release it will ask if you wish to update or skip.

If this is your first time using Spa, you (or your System Administrator) will need to establish the system
settings. To do this, click on the Setup drop down menu and select Global Options. The Settings screen
will appear:

# Settings

S0L Settings | Hatel Settings | SGL Installation | Program Dption;:

Server | zglsrer

[atabase |execuspa

|
|
Login | za |
|

Password | xxxxxxxxx

[_ Cancel ] [ Save ]

All of the information listed on the SQL Settings tab (Server name, Database, Login and Password)
should come from your System Administrator.



Hotel Settings

# Settings :Z’ |
| SOL Setings | Hotel Settings | SQL Installation | Program Options|

5-01 vj POS Company Inteqgrate with ExecudTouch

rm B Teminal [] &uto print ticket during export

Hatel Falder Path: f.‘.\‘.\f'i.l.ésrvr‘;spa

Browsze...

l Cancel ] ’ Save ]

POS Company — Set this to match the company that you will be outputting POS tickets to. i.e. if your Spa
POS terminal is in Company 05 then you will match the company number to that. This allows separate
terminals to use the same database but be able to output to different companies for POS ticket creation.

Terminal — This is a unique identifier for the terminal you are setting up. Each spa terminal should have
a different terminal number or you will get an error if both are trying to operate at the same time.

Integrate with Execu/Touch — Check mark this box if you will be exporting tickets to the Execu/Touch
POS system. Designate the shared folder for the POS system in the “Hotel Folder Path” box.

Auto Print Ticket During Export — |f you want to only export a ticket to POS and not print a Spa ticket
you would want to leave this unchecked. If you want to generate a ticket while also exporting to POS
you would check it.

Hotel Folder Path — When Spa is integrated with Hotel you will designate the location of the Hotel
shared folder here. If you will be integrating with POS and Hotel they MUST be located in the same
directory.



SQL Installation

Settings

To attach an ExecuSpa database datafile to an available
Set SOLServer Mame, then click [Attach file] and open the datafile to attach

To Detach ExecuSpa:
Select the SGLServer and click [Detach file]

|EDMPUTEH\SQLSVHNAME

[ awachFile | [ DetachFile |

l Cancel l [ Save l

This function should be set up by your Server Administrator or an Execu/Tech Technician. A database to
attach to your SQL server will be provided with the install package for the server. Once this is set up
there should be no need for the clients to change thse settings.

Program Options

In the Program Options tab, you can set the hours of operation and select the printers you will be using.

# Settings

| 50L Settings-,' Hetel Settings | SOL Installation | Program Optiors |

| 0600 AM | Open Time [ Operate in Beta bode
ius;na FM v | Close Time
Printing

|#suta HP Color LaserJet 8500 PCL on FILESRY |+ | Fieceipt Printer

I
|Autn HF Colar Lazer)et 8500 PCL an FILESRY s | Report Printer

[ Cancel ] [ Save




To set hours of operation, click on the drop down arrow next to ‘Open Time’ or ‘Close Time’. A list of
times, from 12:00 a.m. to 11:45 p.m., will appear. Select the appropriate time by clicking on it. It will be
highlighted in the cell. If this is the only change being made, click the Save button. This will close the
Settings screen.

To select the printers, click on the drop down arrow next to ‘Receipt Printer’ or ‘Report Printer’. A list of
available printers will appear. Select the desired printer by clicking on it. It will be highlighted in the cell.
If this is the only change being made, click the Save button. This will close the Settings screen.

The checkbox next to ‘Operate in Beta Mode’ should only be checked if you have been advised to do so
by an Execu/Tech administrator.



Text and Verbiage

To access the Text and Verbiage screen, you will need to click on the Setup drop down menu and select
Text and Verbiage. From this screen, you will be able to set up the Confirmation Letter and Staff/Room
Types.

Confirmation Letter Setup

# Text and Verbage

Confimation Letter | Custom Program Yerbage |

Header Text

ExecuSpa would like to welcome you to our facility, Pleaze find a list of wour appointments scheduled during your stay here at our resort,

Footer Text

D'ue to the intimate nature and remate location of our resort, advanced reservations are required for all spa services in order to secure a
therapist. The services and times you select are reserved for you exclusively. Please notify ExecuSpa no less than 24 hours in advance if you
wizh to cancel your appointment. There iz a 50 % cancellation fee for any cancellations within 24 hours of your appointment time.  Please be
sure to let us know of any health conditions, such az high blood pressure or pregnancy, that our therapists should be aware of. Marny of our
products contain pure essential and therapeutic oils, you may wish to consult your physician before scheduling treatments. Please note that
Hydrotherapy iz not generally recommended for pregnant women, 'We request that you be showered and robed prior to vour hydrotherapy and
body treatments 20 we can begin your treatment at the appointed time. Pleasze plan to arive prior to your appointment time ko take full
advantage of our amenities including men’s and ladies” steam rooms. Robes and zpa slippers are available for you while uzing the spa, as well
as mineral waters, juices, and teas.

‘e look forward to geeing you and hope you have a wonderful time during your stay. [f we can be of any further azzsistance, please do not
hestitate to give uz a call.

Thark wou,

The Staff at ExecuSpa

[ Save ] [ Cancel ]

In the Confirmation Letter tab, there are two text boxes. One is labeled ‘Header Text’ and the other
‘Footer Text.” In these two boxes, you will enter what you would like to appear on the Confirmation
Letter.

A sample letter is displayed on the next page. The date, addressee’s information and appointments are
automatically entered into the form based on what has been scheduled in ExecuSpa. The ‘Header Text’
displays above the appointments scheduled and the ‘Footer Text’ displays below them.

For instructions on how to print a Confirmation Letter, see the section titled Appointment Bookings, pg.
20 of this manual.



Sample Confirmation Letter

March &, rocy

Michelle Hunter

215Fine Trea Ln.
I:,restview, '[:L RS

Dearpichalle,

Execuf,!Pa wouldliketo we|c0me_|.joubn DurFaci|'r|3. F|ease1cinc| alist D\c_l.jouraPPDintments scheduled during_l.jcnursta_l.j here at cur

resort.

56,2007 3008M - 2:50AM a3 fjin Manicure
A\PFEE 376

5672007 $00AM - 9:50AM soMin Pedicure
Appt i 377

[Dueto the intimate nature and remete logtion of cur recort, advanced recenationcare requiredFora”sPa cervicesin orderto secl.lre.it‘l'|e|:|:-isl'.
Thecarvicacand time:ﬂou calectare racamed For_tjou txdumell.j Plea:e not‘i'Fl.j ExecuSPa no lecc than 24 haurcinadvanca iF_Ljou wich to anael
HouraPPointrnerrt'.There iga 0% ::nce”:t'ion'Fee'Foran_tj cancellstionewithin 24 haure oFyour:PPoirrtmerrt'ﬁme. Plea:e ba cure to let ucknow of
:nl.jhealth condiﬁnn:, :ucl‘u:high blead preccurs orPregnzncﬂ,t‘hatourtheraPi:tc cheuld ba zware chNL:nl.j of cur Producl:: contmin purs
eesentialand therapeuﬁc ile, youmay wich to consultyourphy sician before =c|'|e|:|u|in§trutmerrhs. Please note that H_ljdrotherapl.j i nat'genel:”_lj
recommendedfor pregnant women. We requesl'l'l‘u{'jou be choweredand rabed Priorl‘o Bourhjdr\j{hempy and l:lodh tregtrments cowe @n l:legin
Bour{'real'men{'a{"l'lﬂe JPPOirrl'ed Hime. Flease Plan to arrive Prior{'o:douraPPoin{'men{'{'ime to takefull ad.nnhge of ourameni'ﬁesincluding mers and
ladieg cteam roome. Eobecand cpa :liPPercare auai|a|:||e|:or50u while u:ing_'l‘he :P:,::wellac miner:|wzterqjuiaeg:ndte::.

Welook;omard to seeingyou:nd |'|oPe You hawe awendedul ime :Iuring,l.jour d:_l:]. |'Fwe canbe o'Fanl.jFurtherassishnoe,Please dio not hetitzte

topive usa aall.
TlunlLl.jou,

TheEfJFFatExeCUEP:




Custom Program Verbiage

This tab is where you will set up Room and Staff Member types. To edit any of the group titles, click in
the cell next to the description you wish to edit. Remember to click Save when you are done.

# Text and Verbage g@

| Confirmation Letter | Custom Program Verbage
Appt Booking Screen, Column View Groups

By Fioom Growp 1 Massage fioom |

By Room Growp 2 Q:Spa Room .

By Staft Group 1 [Massage Therapist |

By Staff Group 2 E_S pa Technician

[ Save | [ Cahcel ]

The Types you establish in this screen will be used in multiple functions throughout the software. For
example:

In the Room Setup screen, a room type will need to be selected (the selection box is displayed below,
left). This information can be used in the Appointment Booking screen, if you would like to view the
calendar by Room Type (example displayed below, right).

Faom Type Calendar Format Rooms To Yiew:
(%) Mazzage Room
Show Mazzage
) Spa Foom (®) ByRoom () By Staff ® All O Hu:u:urnEI © Spaficam

In the Staff Member Setup screen, a staff type will need to be selected (the selection box is displayed
below, left). This information can be used in the Appointment Booking screen, if you would like to view
the calendar based on Staff Member Type (example displayed below, right).

Skaff Type -
] Calendar Format Staff Members ToView:
i#) Massage Therapist ch " S
o assage pa
() Spa Technician () ByRoom (%) By Staff @ All O Therapist C Technician

Once the initial setup has been completed, you can begin to enter services offered and employee
information. You will need to enter these in the following order: Treatments, then Rooms, then Staff
Members.



Treatments/Services Setup

To access the Treatments/Services setup box, click on the Setup drop down menu and select
Treatments.

J M Treatments/Services |
|l Save & Close | @Apply | & Cancel | X Delete | '] Mew Treatment

Full D escription
Treatment | Hot Stone Massage w Hat stone massage - very relaxing.

Unique Code HSM

Prep Time :45 [ Minutes

Service Length 3_D _Minutes

Cleanup Time ‘ID [ Minutes
Price |150.0000

Materials Needed

FOS Item Code |505 _
- stones, towels, scented oils

If you are creating a new treatment, click on the New Treatment button. In the cell next to Treatment,
enter the name of the new treatment. Keep in mind that this description will display on guest
confirmation letters, receipts, and schedules, so keep it brief.

In Prep Time, Service Length, and Cleanup Time, enter the amount of minutes for each part of the
treatment. In the example above, a Manicure takes 10 minutes of Prep Time, 30 minutes of Service
Time, and 10 minutes of Cleanup Time. If a Manicure actually used 1 % hours of Service Time, you

would enter 90 minutes in that cell.

For Price, enter the dollar amount you will be charging the customer. If you are integrating ExecuSpa
with ExecuTouch POS software, the price in Spa will not pass to the POS, it will need to be designated in
the Menu Item section of Execu/Touch. The POS Item Code must be the same on both sides of the
software. This code can be either alpha, numeric, or a combination of both, but is limited to 4
characters.

Full Description and Materials Needed will only be displayed on the Treatment Setup screen. There is
no character limit in either text box. Include any information that would be pertinent to the spa
employees, i.e. special instructions for the treatment or unique tools used.

When you have finished entering all of the required data, click the Apply button. This will save the
treatment to your system. If you wish to enter another new treatment, click the New Treatment button
and follow the above instructions. To make changes to an exisiting treatment, click on the drop down
arrow in the Treatment box and select the desired treatment from the list. If you are finished, click the
Save and Close button. This will close the Treatments/Services setup box.



Room Setup

To access the Rooms setup box, click on the Setup drop down menu and select Rooms.

[ * Rooms

|l save &Close | cncle | Cancel | X Delete | Ty New Room

Room Description E; erenity Floom v| Room Treatments

e | Treatment
Fioom [D |-‘. | st
e — » | Manicure
Long Description I | Pedicure
The Serenity Room is equipped to handle manicures, |- 1 -
pedicures, and faciale. It containg one tan leather pedicure | Sugar Scrub Facial
mazzage chair and one rolling facial table. The walls are = * 1
painted a calming blue and draped with a cream colored "
Out OF Order
Start Date End Date
441 /2007 | |4/8/2007 |
Dezcription

Mew tile and a fresh coat of paint.

Raom Tupe
() Massage Room
(%) SpaRoom

[ Remove Selected Treatment ]

[] Disable / Hide Fioom

If you are creating a new room, click on the New Room button. In the cell next to Room Description,
type the name of the room. This name will be displayed on the appointment bookings calendar. It can
be something functional, such as Massage Room 1, or something that describes it’s theme or décor,
such as Serenity Room or Blue Room. There is no character limit on this description, but you will want to
keep it brief.

The Room ID is a unique numeric code assigned to each room. It is limited to 4 characters. This needs to
be unique for each room. Once it is assigned it CANNOT be changed.

The Long Description text box will only be displayed on the Room Setup screen. There is no character
limit in the text box. Include any information that would be pertinent to the spa employees, i.e. special
instructions for the treatment or unique tools used.

If a room needs to be blocked off for maintenance, you can place it on Out of Order status. To do this,
enter the Start Date and End Date in MM/DD/YY format. In the Description text box, put a brief
explanation of the room closure reason. In the above example, the Serenity Room is out of order from
04/01/2007 — 04/08/2007 and the reason is “New tile and a fresh coat of paint.” You may want to
activate the Disable/Hide Room option during the date range the room will be Out of Order. You will
want to activate this option on the first day of the entered date range and deactivate it on the last day
of the date range. This will remove it from the Appointment Bookings calendar for those dates. To
activate, click in the selection box located next to Disable/Hide Room. A green checkmark will appear.



The Room Type selection box contains the two room types you setup in the Text and Verbiage menu.
Click the selection circle next to the room type that best describes what you are setting up.

You will need to establish which specific treatments can be performed in each room.

Room Treatments
| Treatment
M aricure

Pedicure

Haot Stone Massage
I anicure
Mew Treatment
Pedicure

5 Fac

’ Femove Selected Treatment ]

To do this, click in the cells located under Treatment. A drop down box will appear. Click on the drop
down arrow to display a list of all available treatments. Click on the treatment you wish to add.

If you wish to remove a treatment, click on the beige block next to the treatment description. A small
black arrow will appear. This indicates tht you have selected this treatment. Click the Remove Selected
Treatment button.

In order to delete a room from the system, you must first delete any treatments assigned to the room.
Once you have done so, click the Delete button. An ExecuSpa box will appear, stating: “If this room has
connected treatments or has been used in previous appointment it CANNOT be deleted. Only new
rooms that have had all treatments removed from their table can be deleted. Delete this Room, Are You
Sure?” Click Yes if you are sure you want to delete them, No if this was a mistake.

Once you have completed the setup, you must click Apply first and then Save and Close. This will close
out the Room setup screen.



Staff Member Setup

To access the Staff Member Setup box, click on the Setup drop down menu and click on Staff Members.

J M Staff Members ]
igque__&Close |@npply |§Can.cel |>(Delete |3L:1New Skaff

Name | Srith, John

Treatmert
Hat Stone Maszsage
Address 1 |‘|14 Chermy St. Swedish Massage

Address 2|

City | Panamma City St|FL
Zip | 32401

Phone 1| 850-747-0581
Phane 2 |

Staff 1D 41

E-Mail | johnzmith{@yahoo. com

S5M 111221122
POS Employes Mumber | 77
Staff Type

(%) Maszage Therapist
() Spa Techrician

[ Remove Selected Treatment ]

[] Disable / Hide This Staff Member

If you are creating a new employee, click on the New Staff button. In the cell next to Name, type the
Last Name, First Name of the new staff member.

Staff ID is a number that is generated by the system.

Enter the staff member’s Mailing Address, Phone Numbers, and E-Mail Address. Social Security
Number can be entered with or without dashes.

If you are integrating ExecuSpa with the ExecuTouch software, the POS Employee Number must match
the staff member’s login number in the POS system. If you are not using Execu/Touch this will not

appear.

The Staff Type selection box contains the two staff types you setup in the Text and Verbiage menu.
Click the selection circle next to the staff type that best describes the employee you are setting up.

To remove a staff member completely from the booking schedule, click the checkbox next to
Disable/Hide This Staff Member. A green checkmark will appear.



You will need to establish the specific treatments each staff member is able to perform.

Staff Treatments
Treatment
Couples Maszage

Hot Stone Massage

Swedizh Mazsage

[ Remove Selected Treatment ]

To do this, click in the cells located under Treatment. A drop down box will appear. Click on the drop
down arrow to display a list of all available treatments. Click on the treatment you wish to add.

If the staff member is paid a set amount for each treatment, enter it in the Cost cell located next to the
Treatment description. This amount will appear on the Appt Cost and List report. For instructions on
how to run this report, see the section titled Reports, pg. 23 of this manual.

If you wish to remove a treatment, click on the beige block next to the treatment description. A small
black arrow will appear. This indicates tht you have selected this treatment. Click the Remove Selected
Treatment button.

In order to delete a staff member from the system, you must first delete any treatments assigned to the
staff member. Once you have done so, click the Delete button. An ExecuSpa box will appear, stating:
“Delete this Staff Member, Are You Sure?” Click Yes if you are sure you want to delete them, No if this
was a mistake.

Once you have completed the staff member setup, you must click Apply first, then Save and Close. This
will close out the Staff Member setup screen.



Guest Setup

To access the Guest Setup screen, click on the Guests drop down menu. The Guest Setup screen will
appear.

# ExecufSpa 2005

Setup Guests  Appointments Reports  Help

J i Guests ]
[l Save & Close | apely [ Cancel | X Delete | [ New Guest | 4 Print Envelope
Guest Name | Hunter, Michelle v| Chaase Laokup Criteria

Address 1 |21 5 Pine Tree Ln. |
Address 2 | |

* Likes OPI brand nail
Likes OF brand nail

City | Crestview | st |
Zp [323% |
— Find
. |
Phane 1 [250-747-0581 |
Fhone 2 | | i | e | Preferences
|

E-Mail | michelle@yahoo. com

Guest 246 |
Prafile 1D [0 |

Allergies

Oranges

Special Preferences

‘anilla and cinammon scented candles

[ Remove Selected Treatment

If you are creating a file for a first time guest, click the New Guest button. In the cell next to Guest
Name, type the Last Name, First Name of the guest. If you are editing information about a returning
guest, click the drop down arrow in the Guest Name cell. A list of names will appear. Select the name
you wish to edit by clicking on it.

Enter the guest’s Mailing Address, Phone Number, and E-Mail Address.

The Guest # is system generated. It is used as an internal system tracking number and will not affect
reports or appointment bookings.

Profile ID is only filled in if you are integrated with our Hotel software. Guests that were created from
the Hotel Profile system will generate a number in this field that matches their Profile ID. If the guest is
created in Spa it will be “0”. Guests that are created in Hotel will have an extra function that will check
their profile for matching dates of stays when booking their treatments. A guest generated in Spa will
not.

For a walk-in guest, you can create a catch-all profile titled Walk-In by typing that as the Guest Name.
No other information in the profile is required. You can use this name for all walk-in appointments.



The Allergies and Special Preferences text boxes will only be displayed on the Guest Information screen.
There is no character limit in either text box. Include any information that would be pertinent to the spa
employees.

Choose Lookup Criteria is a disabled function at this time.

If a guest has preferences for a specific treatment type, you can enter them in the Treatments/Services
Preferences box.

Treatment/S ervice Preferences
| Treatment Preferences :
»  Pedicure

| Manicure Likes OPI brand mail
*
Preferences.

Likes OFI brand nail polish. Prefers non-acetone nail polish remaver.

Remave Selected Treatment

To do this, click in the cells located under Treatment. A drop down box will appear. Click on the drop
down arrow to display a list of all available treatments. Click on the treatment you wish to add. In the

Preferences column, click on the I button. This will open a text box where you can type

any information that would be pertinent to your employees. In the example above, the guest has the
following preferences for a pedicure:

“Likes OPI brand nail polish. Prefers non-acetone nail polish remover.”

This information will be displayed on the Appt Cost and List report under the Guest Preferences
column. For instructions on how to run this report, see the section titled Reports, pg. 23 of this manual.

If you wish to remove a treatment, click on the beige block next to the treatment description. A small
black arrow will appear. This indicates that you have selected this treatment. Click the Remove Selected
Treatment button.

In order to delete a guest from the system, you must first delete any treatments listed in the
Treatments/Services Preferences box. Once you have done so, click the Apply button. Next, click the
Delete button. An ExecuSpa box will appear, stating: “Delete this Guest, Are You Sure?” Click Yes if you
are sure you want to delete them, No if this was a mistake.

If you would like to print a mailing envelope for a guest confirmation letter, click on the Print Envelope
button. For instructions on how to load and format envelopes, please refer to your printer’s instruction
manual.



When you are finished entering information into the guest profile, click the Apply button. This will save
the data in the system. If you would like to view another guest, select their name from the Guest Name
drop down list. If you would like to exit the Guest Information screen, click the Save and Close button.
This will close the screen.

Staff Work Schedules

Once you have set up your staff members, you can use our Staff Work Schedules function. This allows
you to create schedules in advance. To access this function, click the Setup drop down menu and then
click Staff Work Schedules.

| staffwork Schedde | ¥ X

Staff Members To¥iew < Februay 2007 March 2007 %

L SUTWIFS  SuTwIFS
& Therapist Technician 123 123
456784910 ASB?E]II]
11121314151617 11121314151617
18192021 222324 18192021 222324

SaveChanges | [ Fin | [DapView | [Morthview ] BAXT A AN

< Monday, tarch 26, 2007 > A
Adamg, Jay Browin, Nicole Huahes, Claudia Jones, Mike Smith, John ‘woods, Valerie

5:30 AM-200FM 5304200 FM

w 800 AM-£30 M

w 1100 AM7:30 PM

a0 12:30 PM-8.00 PM 12:30 PM-3:00 PM

You can view your schedule in one of two ways: Day View or Month View. The Day View is the default
screen that will appear at the start up of this function.

In the Day View of the schedule, you can view the schedules by Staff Member Type (shown below). The
default is to Show All.

Calendar Farmat Staff bMembers To View:

‘ . 7y Show Mazzage Spa
O ByRoom (&) By Staff ® 2l O Therapist C Technician

To schedule a single shift for an individual staff member, select the date from the calendar in the top
right corner of the setup screen. Next, start by double-clicking the cell for the beginning time of the
desired work schedule in the employee’s column. Click and drag the bottom line of the cell to the
desired ending time of the work schedule. Click on any blank cell within the scheduling grid, then click
the Save Changes button to save the schedule. The staff member’s scheduled work time will now be a



lighter shade and will have the beginning and end time listed at the top of the block. In the example
above, the schedule for Jay Adams is for March 8, 2007 from 5:30 a.m. — 2:00 p.m.

To schedule the same shift for an individual staff member over a specific period of time (for example, an
employee works 9:00 a.m. —5:00 p.m., Monday — Friday), click on the Multiple Schedule button located
at the top left corner of the Schedule Setup screen. An ExecuSpa box will appear, stating: “Check the
schedule of the staff member before using! This does NOT check for overlapping times!” Click OK to
continue.

The MultipleSchedule box appears.

# MultipleSchedule

Choose Staff Member
Smith, John v
Start Date
~ Tuesday . March 08, 2007 =]
Hph :
~ Friday . March 08, 2007 ao]
Start Time
09:00 Ak -
E NG, :
05:00 P v

[ Apply ] [ Cancel ]

Choose Staff Member: click on the drop down arrow. This will display a list of all employees available to
schedule. Choose one by clicking on the name.

Start Date/End Date: To choose the start and end date of the scheduling block, click on the drop down
arrow, which will cause a calendar to appear. Select the date by clicking on it in the calendar. You can
navigate forward or backward by month if you click on the blue left and right navigation arrows next to
the month’s name. Once you have selected the correc t date, it will appear in the cell. See example
below:

Sun ton Tue wed Thu Fri Sat

1 2 3 4 5 B
708 9 10 12 13
14 15 16 17 18 19 20
21 22 23 24 % 2% 27
28 29 30 A

Today: 3/8/2007

Start Time/End Time: To choose the start and end time for the schedule, click on the drop down arrow,

which will cause a list of times (in 24 hour format , broken down into 15 minute segments) to appear. As
you roll your mouse over the listed times, they will highlight. Select the time by clicking on it. It will then
appear in the cell.



Once you have entered all of the scheduling information, click on the Apply button. This will save the
schedule to the system and close out the MultipleSchedule box.

To verify that your schedule was entered properly, select the date from the calendar in the top right
corner of the setup screen. The scheudle block you entered should display in the selected employee’s
column.

To print a copy of the daily schedule, click the Print button in the top left corner of the Staff Work
Schedules screen.

Sample Daily Schedule Printout

Monday, March 26, 2007

8 18 A0 21 32 28 A
&M 2T 28 28 A0 A1

Monday, March 28, 2007
Bidains, ey Browan, Micole Hugkwes, Cleasdia Junes, Mike Senith, Juhn Woods, Vakeie

A E FE) T B
18 W Tean
an

12om

= | T2 AR T, TTan hnn |
i

'
I
[
a5 |
|
i
|

1 AZ42004



Appointment Bookings

To access the Appointment Bookings screen click on the Appointments drop down menu and then click
Booking Calendar.

| & i ookings | ¥ X
Calendar Foimat Stalf Members To view
Interval Fiteerbinues < Mach2007 >

~ & Show ) Massage  ~ Spa SMTWTFS
O ByRoom @ Bystat D ™ O I O T 123

456 708310
feich By Guest: [ Lol Lot ‘ 1112131415 1617
18192021 223 24

BEZBBNH
Unconfirmed Confirmed

Monday, March 38, 2007 a
Woods, alerie Brown, Hicole Smih. John Hughes. Claudia Jonss. hike tdams. Jap

You can view the Appointments screen by room or by staff member. To choose the view you would like,
under Calendar Format click in the selection circle next to either By Room or By Staff.

When you have chosen the format, you can also choose what types you would like to view within each
category. In the example above, the Calendar Format selected is By Staff. Next to this selection box is
the option of Staff Members to View. You can either select to Show All, Massagae Therapist only, or
Spa Technician only. To choose the category, click in the selection circle next to the slection name.

The Calendar View is available in different time increments. To see the different options, click on the
drop down arrow in the cell next to Interval. A list will appear. In the example above, FifteenMinutes
has been selected.

If you would like to view appointments for one particular guest, you can click in the selection box next to
By Guest and then select the Guest Name from the drop down list. This will display only the
appointments for that guest on the day you have selected in the calendar.

To schedule an appointment, select the date from the calendar in the top right corner of the setup
screen. Next, start by double-clicking the cell for the beginning time of the appointment in the column of
the staff member who will be performing the procedure. The following New Appointment box will
appear:



# New fppointment

Appointment 3594
Staff Member | Jones. Mike

Guest Hame ‘-Hunler, Hichelle

Tieatment | Hot Stone Massage

Start Time | Thu, Maich

Prep Time
45 Minutes |60
End Time | Thu, March

Foom | Bliss Room

Service Length

B, 2007, 104544

Minutes 10

8. 2007, 17:454M

MEE

wiork Schedule

~

~

Cleanup Time

Minutes

v

w

Appointment Notes
|"w/ould fike to visit the steam room befare and after the pracedure.

Link thiz appointment to a Hotel(tm] Folio or Reservation

Boaking Status

) Uncanfimed (%) Confimed 3 Completed O Cancelled

The Appointment # is system generated and will appear on the Appointment Booking screen,
Confirmation Letter, and the Appointment Cost and List report.

The Staff Member name was selected on the Appointment Booking screen. If you click on the Work
Schedule button to the right of this field, it will display the Staff Work Schedules for the selected day.

Select a Guest Name from the drop down list or click the New Guest button. For instructions on how to
setup new guests, please see the section titled Guest Setup, pg. 13 of this manual.

Select a Treatment from the drop down menu. Only the treatments set up for the selected Staff
Member will display in the list.

Start Time/End Time are filled in based on the start time cell you double clicked in the Appointment
Booking calendar. If you need to make changes to either of these, click on the drop down arrow and a
small monthly calendar will appear. Select the day from the calendar. To edit the actual time of the
appointment, click on either the hour or minute listed in the cell and type to corrected time.

Select a Room from the drop down menu. Only the rooms setup to handle the selected treatments will
display.

Appointment Notes text box can be used to list any information that would be pertinent to the spa
employees. In the example above, the notes state “Would like to visit the steam room before and after
the procedure.” There is no character limit in this text box. This information will display on the
Appointment Cost and List report, so try to keep it brief.

If you are integrating this program with Hotel, you can link a new appointment with a previous hotel
booking. To do so, after you have filled in all of the above information, click on the Select Folio button. If
there is already a reservation under this guest’s name, the system will pull up the folio information.



You can choose one of four Booking Status types by clicking the selection circle next to the desired type.
This will cause the appointment to display in a specific color on the Appointment Booking screen.

Once you have entered all of the appointment information, click the OK button. This will close the New
Appointment screen and take you back to the Appointment Booking calendar. The new booking should
appear in the appropriate block of the calendar.

If you would like to print a Confirmation Letter to send to a guest, click the selection box next to By
Guest and select the desired guest from the drop down list. The only appointments that will be
displayed on the calendar will be for this particular guest. Click the Conf Letter button. The following box
will appear:

ExecuSpa

If you select Yes, the letter will be sent to your printer. If you select No, you will be taken back to the
Appointment Booking screen. At this time, you must print a confirmation letter for each day the guest
has an appointment. For example, if a guest has 3 appointments on three different days of their stay,
you will need to go to each of those days in the Appointment Booking calendar and print a confirmation
letter.

For instructions on how to set up your Confirmation Letter, please see the section titled Text and
Verbiage, pg. 5 of this manual.

If you would like to print a Guest Itinerary, click the selection box next to By Guest and select the
desired guest from the drop down list. The only appointments that will be displayed on the calendar will
be for this particular guest. Click the Itinerary button. The following box will appear:

ExecuSpa

Print Guest Itinerary for Hunter, Michelle containing appointrments From 51072007 thro 371002007 7

[ ‘fes l ’ Mo ]

If you select Yes, the itinerary will be sent to your printer. If you select No, you will be taken back to the
Appointment Booking screen. You must print an intinerary for each day the guest has an appointment.
For example, if a guest has 3 appointments on three different days of their stay, you will need to go to
each of those days in the Appointment Booking calendar and print an itinerary.

A sample itinerary is displayed on the next page. The date, guest information and appointments are
automatically entered into the form based on what has been scheduled in ExecuSpa.



Sample Itenerary

SPa and Massage |tinerary
for
Mic.he"e Hunter

Siervice: CuuplesMassaga
310 2007 12.30FM - 1:00PM zopin. ApptE 572

[ue ta the intimate nature and remote location of curresart, advanced reseratians are rer:iuiredmcora”.spa semices in orderto secure a
tl‘leraPist. Thesenices and times_tjou select are reseruedmccur_ljou e){l’JLlSIUEl_l} F|ease nDtiF_lj Exer_u‘f”:a no less than 24 hours in advance i'F_lelIJ
wish to r_anr_e|_l:|ouraPPcuinH'nent Thereisaso® cance”ationFeeLoranﬂ cancellations within 2 4 hours |:nt_l:|cnuraPP|:uinﬂ11enttirne. F|ease be
sure ta let us know cncan_q health candiions, such as high blaad pressure orpregnancy, that Durtherapist.s should be aware of . Mal‘l_l.j of our
Fn:hducts contain purs essential andthempeuﬁc Dils,_tjau ma_l.jwishto cchnsu|t_|.;|aurP|'|_L;|sician before schedu“ngh’eah‘nents. F|ease note that
H_der\:itherap_q is natgenera”_q recommended FDrPregnanthmen. Ve requestthat_qou be showered and robed Pricnrtcv_qcvurh_l.jdn:vd‘lemp_ld
and l:!cvd_l.jtreatments sOwe can l:!egin_qcnurtreatment atthe aPPDinbedtime F|ease P|an to armive PricnrtD_LjDuraPPDintmenttimethal:.e full

advantage of curamenities inc|uc|ingmen’s and ladies steam moms. Kobes andsPa s|iPPers are avai|a|:||e1tar_1:|c-uw|1i|e usingd'lespa, aswell as

mineral waters, Juices, and teas.

WE |DDLCFDMEI’dtDSEEiI'Ig_I:|DIJ EI'Id I'ICIPE_I.:]DIJ I'IE'.JE EWDI‘IdEI’FLIltiITIE dl.ll'il'lg_l.:]DlJrStE_L:]. “:WE can l:\E D'FEI'I_I.:] FIJI'tl'IErESSiStEI'IC% PlEESE dD not

hestitate to give us 3 call.

Thanle._qau,

The StaH at Exer_uﬁpa



Reports

To access the available reports in ExecuSpa, click on the Reports drop down menu.

& Execu/Spa 2005
Setup  Guests  Appointrents FEEEREEN Help

Receipt
Appk Cost and List

Receipts

In ExecuSpa, you can use the Receipts function in one of two ways. If you are not integrated with our
POS software, you can print out a plain text receipt. To do so, click Receipt in the drop down list. The
following box will appear:

# Receipt

Appointrment Mumber

[z 5
l_ Prirt J

To select an Appointment Number, click on the drop down arrow and select an appointment from the
list. Only those appointments with a Completed status will be displayed in this list. Click on the Print
button. This will send the receipt to your printer. A sample plain text receipt is displayed below:

Execu/SPA 2005
3/9/2007 10:04:50 AM | Appt No: 391

C01T:01R:75:9

Staff: Jones, Mike

Guest: Hunter, Michelle
Treat: Hot Stone Massage
TCode:

Price: 150

Start: 3/8/2007 11:45:00 AM



If you are integrated with our POS software, you can send a receipt to the POS system. To do so, click
Receipt in the drop down list. The following box will appear:

# Receipt

Appointrient Mumber

[350] v|

[ E=port ]

Select an appointment number from the drop down list. Send the receipt to the POS by clicking the
Export button. An Execu/Spa box will appear, stating the ticket number that has been created in the
POS. You can access it by pulling up a list of open checks in the POS system.

Appt Cost and List Report

To view all appointments for a given day, you can runn the Appt Cost and List report. To access this,
click on the Reports drop down list and click on Appt Cost and List.

| @ Appointment s |
By Staff Member [ March, 2007
Sun Mon Tue Wed Thu Fi Sat
UnCenfimed Confimed Completed  [] Cancelled T 2
4 5 6 7

m 1z 13 14 15 16 17
1|19 20 21 2 23 M
25 26 27 28 29 30 3

Print Listing ] [ Print Cost Listing 1T oday: 37972007
App! ] Status StantTime EndTime Prep | Servics | Cleanup | Foom Treatment Stylst Guest Guest Preferences Appt Nates HoteFloom | Cost§
386 Confimed  Mar, 2007 300&  Mar8, 20073304 10 0 10 Serenity Floom Sugar Serub Facial \Woods, Valerie Holmes, Jennifer wanilla oils $0.00
388 Completed  Mar8 2007 G454  MarB. 200710154 45 k1l 10 Bliss oom Hot Stone Massage Brown, Nicole Halmes. Jenniter 425,00
391 Compleled  Mar8 2007 11454 Mar8,20071215P 45 1l 10 Bliss Floom Hat Stone Massage Jones, Mike Hunler, Michelle Would like to visit the steam 3000
363 Unconfim  Mar8, 2007 745P  Mar8,2007815P 15 El 15 Massage Foom 1 Swedish Massags Jones, Mike Hurter, Michelle 3000

You can view all appointments across the board by clicking on a specific day in the monthly calendar.
You can also limit the view to one particular staff member. To do this, click in the By Staff Member
selection box and choose the employee from the drop down list.

You can also choose to only view appointments of a certain status, i.e. Unconfirmed, Confirmed,
Completed, or Cancelled, by clicking in the selection box next to each status.

To print a listing of all appointments, click the Print Listing button. To print a report showing the cost all

appointments listed, click on the Print Cost Listing button. A sample of this report is on the next page.



Sample Appointment Cost Listing

Appointment Cost Listing Printed: March 9, 2007

Al Staff Members 5812007 - 3422007

Hot Stone Massage

Appt# Status Staff Hame Appointent Tove Prep Service Clearmp Treshmert Guesttame
388 Completed  Browm, Hicok 322007 9:434M - 10:15AM 43 30 10 HotStone Massa Holmes, Jenmiey
Foom: Bliss Focm HoteFoom: Appt Hotes: Preferences:
Cost: $2500 Price: $15000
391 Completed  Jones, BMike 3B2007 114540 - 12:15PM 43 30 10 HotStone Massaz Hunter, Michele
Eoom: Bliss Rocm HoteFoom: ApptNotes: Would like tovisit the steam roombefore and after beahr Prefererves:
Cost: Price: $15000
Hot Stone Massage Total Cost $25.00 Total Price: $300.00
Sugzar Scrub Facial
Apot# Status Staff Hane Appointwent Tive Prep Service Clearmp Treabment Guestiane
386 Confinved Woods, Valerie S/B2007 9:004M - 2:30AM 10 30 10 Sugar Serub Facial Holmes, Jenmibs
Feom: Serenity Foom HoteFoom: Appt Hotes: Prefererves vanilla oik
Cost: Price: $6300
Sugar Scrub Facial Total Cost: Total Price: $65.00
Swedish Massage
Appt# Status Ttaf¥Hame Appointwent Tove Prap Service Clewwmp Treshment Guectiawe
389 Uncorfion Jones, Mike 3B2007 TASEM - B:15PM 15 30 15 Swedish Massage Hunter, Michelle
Foom: Massage Room 1 HoteRoom: Appt Hotes Prefererces
Cost. Price $80m0
Swedish Massage Total Cost Total Price: $80.00
$25.00  Total Price:  $445.00

Number of Appointmenis: 4 Report Total Cost:




