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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 
Suite 118, 32 Salamanca Rd 
Kelburn, PO Box 9300 
WELLINGTON 
 
Help Desk: (0800) 161 101 
Facsimile: (04) 920 2220 
Web: www.kitomba.com 
 

 
 

http://www.kitomba.com/
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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.  
 


