kitomba

B SALON AND SPA SOFTWARE

MINI-GUIDE: Work with Packages in Kitomba

Packages allows you to bundle services and retail together and offer them to your clients as a package for a
reduced time and/or cost!

Use Packages to entice your clients to try something new (and see your client average spend grow!) - or
offer as the perfect gift for Valentines Day, Mothers Day, birthdays and other occasions.

In this mini guide we’ll cover:

Creating packages in Kitomba
Editing packages in Kitomba

Deleting packages in Kitomba

P w N

Booking a package for a customer in Kitomba

1 - Create a Package in Kitomba One

Note that you must have at least one service in your package. You can’t create product-only packages.

1) In Kitomba, go to the Cards tab at the top
File Help

éCaIendar Cards | [ | Messages | ~ Reports ‘ ::Help‘ V7 Admin

e

2) Click on the Work with Packages button.

"= Calendar Cards | [ | Messages‘_‘ ~ Reports ‘ ::Help ‘ 17 Admin ‘ ‘
a Custoemer Search @ |j] ‘@ a3 ‘E D |@ |E ‘@ |§y
|Name E” |

3) Click on the Create a Package button

LLALIEL

\-=Calendar Cards l [ Messages ‘ ~ Reports } ::Help } 17 Admin ‘

@ |@ ‘E |@ |E Creald: ‘E

£P| Package Search ‘E |j] |@ ‘E

[ ]

4) The Package window will open. Type the name for your package in the Name field
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Package

Marng: |Wedding Package

] rPackage Contents

5) Add a service to your package by clicking on the Add a service button

FPackage Contents

Add g sepvice of product o get stated.

I Add a service Add a product

6) A list of your services will appear. Select the service you wish to add to the package
" T
Service

enter search text

Categories:

Recent Services Bridal Hairup

Category - Wedding: (ciickito 204 )

; Bride - trial
All Services Brice Updlo
Beauty [ Bridesmaid Updo
Booked Out Flower girl
other of Bride

Colouring
Cutting and Styling
JustBookMe.com placeho..
Products

Styling

Treatments

Wedding
workshops

The service will be added to the package and show in the Packages screen
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Package

Marne: |Wedding Package

Pacl Content:

& Bridesmaid Updo

Duration

mins

45 mins

Mormally Price (2) Margin ()
$105.00 nia
$105.00 $105.00

(X

|| Add a senice ||

| Add a product

7) Keep adding services until you have included all the services you want to package together
8) If you wish to add a retail product to your package, click on Add a Product

Name:  [iwedding

Package

rPackage Content

(5] Bridesmaid Updo
3] Bride Updo
F] Mother of Bride

5] Flower girl

Duration

mins
mins
mins
mins

160 mins

Normally Price (7) Margin (7)
$105.00 $105.00 nia
$125.00 125.00 nia

§50.00 50.00 nia

$20.00 2000 nia

$200.00 $300.00

[(x]
[x]
[x]
(<]

| Add a service

|| Add a product "

9) Alist of your products will appear. Click on the product you wish to include in your package.

MName: |Wedding Package

-Package Content

5] Bridesmaid Updo
] Bride Updo
Z] Mother of Bride

] Flower girl

Duration

ming
-
—

Select a product

Normally
$105.00

$125.00

[smrad

Price (2) Margin ()
nia [ X
nfa [ ¥

| aumazenice ] [ Adda

produc ‘olupt Spray 150m|

Ultra Hairspray 300ml
Ultra Strong Hairspray 750ml
Cesigner Spray
Stayput Hair Spray 300ml
Cverplay Texture Spray 300mil
olume Detanaling Spray 190mL
Surf Bormb Sea Salt Spray 150ml
Lavender Body Maker spray 200ml
Crganic Hairspray 50ml
Color Protection Conditioning Spray 150ml
Curl Conditioning Spray 150mL
Criginal Glueenie Hairspray 328ml
Clear Water Sprayer

Session Spray 337ml
150ml High Hair Firm Hairspray I

lhie Ensure Cond Spray 150ml
Hair Resort Spray 150m]
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The product will be added to your package

Marne: |Wedding Package |

rPackage Content
Duration Mormally Price (2) Margin ()
(& Bridesmaid Updo mins  $105.00 nfa [ =]
@] Bride Updo mins 12500 i (]
& Mother of Bride mins  $50.00 nfa (=]
(& Flower girl mins  $20.00 nfa [ ¥ ]
(%] 150ml High Hair Firm Hairspray i $15.00 $14.43 |ZJ
160 mins $315.00 $315.00

| Add a service I | Add a product ‘

10) Add any additional products you wish to include in your package.

11) When you have finished adding your services and products, you now need to decide how much to
charge for each component of your package, and if you want to change the normal durations for
the services. By default, Kitomba will set the usual price and duration for the services you’ve
selected, and it will set the usual retail price for your products.

Pricing your Package

= If you want the total package price to be reduced, you’ll need to reduce the price of at least
one item in the package. The total of the package shows at the bottom of the Price column.

Mame:  [wedding Package |
rPackage Content:
Duration Normally Price (2) Margin (2)
(3 Bridesmaid Updo mins  $105.00 iz [ x ]
@& Bride Updo mins  $126.00 nia [ ]
@] Mother of Bride mins  $50.00 nia (¥ ]
) Flower girl ming  $20.00 nia [ ¥ ]
(3] 150ml High Hair Firm Hairspray nia $15.00 §$14.43 [ ]
160 mins $315.00
. 1 ¢ .

It's a good idea to consider your commission structure if you are adjusting the cost of your
services and retail, as Kitomba will give the credit to who did the work for each service, and
who made the sale for the retail product. In the example below, Elle and Christy get the

‘credit’ for the work that they each complete, and it has been decided that Christy will get
the credit for the retail product sale.
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Customer’s Invoice

Angelina Jolie Document MNo: INY 19500 Payments
Mohile: 04 123 4567 Date: S0dan-i4
| Date | Payment [ Amount
Reference: » Eft-Pos $280.00
| Editing Tips Designated Sales Person: n
| Code \ Description | Staff | Qty | Price | Disc% | Total
X @ Bridesmaid Updo (Wedding Package) Elle 1 §90.00 $90.00
X @ Bride Upda (Wedding Package) Christy 1 $100.00 $100.00
x @ Mother of Bride (Nedding Package) Christy 1 $50.00 $5000
b 4 3 Flower airl ¢vedding Package) Elle 1 §25.00 $25.00
% 1200378 3 150ml High Halr Firm Hairspray (Wedding Package) [Christy =] 1 §15.00 $15.00
Total Payments: $280.00
Change $0.00
Carment
Sub Total: $280.00
| Add discount
Total: $280.00 Commit
Includes GST (15%) $36.52
Session: Hone

= You can keep track of the difference between what the bundled services and product would
normally cost and the total package price by comparing the price at the bottom of the
normally column and the price column. In the example below, the normal price for our
services and retail item would be $315.00, but because we’ve reduced the price of most
items the total package price is $280.00

Mame:  [widding Package |
rPackage Content
Duration Mormally Price (%) Margin (7)
@] Bridesmaid Updo mins | $105.00 nia (=]
@ Bride Updo mins | $125.00 nia [ ¥ ]
@] Mother of Bride mins | $50.00 nia (¥ ]
@ Flower girl mins | $20.00 nia [ ¥ ]
(F] 150ml High Hair Firm Hairspray it §15.00 §7.53 [ ¥ ]
155 ming $315.00 $280.00

= The margin column will have a dollar figure in it if Kitomba knows what the cost price of
your product is. It works out how much margin you will be getting by selling the product
(within the package) at that rate.

5 | Page www.kitomba.com v0114




Narne: |Wedding Package |

rPackage Content
Duration Normally Price (2) Margin (2)
(F] Bridesmaid Updo mins  $105.00 nfa [ ]
& Bride Updo mins  $125.00 nia [ & ]
] Mother of Bride mine  $50.00 it |ZJ
&l Flower girl mins  §20.00 nia [ ]
%] 150ml High Hair Firm Hairspray nta $15.00 (% |
185 mins §3145.00 $280.00

| Add 3 service I | Add a product

Setting the Duration Of Your Package

If you are reducing the price of your services or products, you may want to consider
reducing the amount of time you spend with your client.
= If you want to change the total duration of the package, you’ll need to reduce the duration

of at least one service in the package. The total duration of the package shows at the
bottom of the Duration column

Narne: |Wedding Package |
rPackage Content
Duration Normally Price (?) Margin (Z)
(@] Bridesmaid Updo mins  $105.00 nia (¥ ]
@ Bride Updo mins 128,00 nia (]
(& Mother of Bride mins  $50.00 nia [ ¥ ]
@] Flower girl mins  $20.00 nia [ ¥ ]
(3] 150mI High Hair Firm Hairspray e $15.00 §14.43 [ ¥ ]
160 mins $315.00
L 11 L

2 — Editing your Package in Kitomba

From time to time you may want to change the services or products included in your package, or change the price or
duration of one or more components.

1) In Kitomba, go to the Cards tab at the top
File Help

Calendar Cards | [ | Messages | ~ Reports ‘ ::Help ‘ V7 Admin

2) Click on the Work with Packages button.
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" Calendar Cards | [ Messages_‘ ~ Reports ‘ ::Help ‘ 17 Admin ‘

“ Customer Search @ |j ‘@ |@ |E ‘@ |E

|Name IE'” | Customer

3) The Working with Packages screen will open and a list of your packages will appear on the left hand

side.
ame  [-]] M Working with Packages
| Clear ] || Search ”
Tl — This view is where you can work with your Packages.
=3 Packaoes You can search for specific Packages by using the search feature

Wedding Package

Summer Stunner

Winter WWarrer

Auwesorme Auturmn

Spring Fling : To create a new package, click the 'Create Package' button
located at the top right-hand cormer of your Screen.

at the top-left of your screen or you can browse your Packages

4) Click on the package you wish to edit

(Pl Package Search

hame 7]

| Clear H Search

[] Hide Deactivated

3 Packages

Wedding Package
(1P| Summer Stunner
[P] ‘winter Warmer
AwvESarme AutUmn
Spring Fling

5) The package and its contents will display
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Marne: |SummerStunner |

rPackage Content
Duration Normally Price (%) Margin (%)
(3] Self Tan - 15 mins mins  $40.00 s |ZJ
@] Luxury Shower ming  $25.00 nia (& ]
(F] Exfoliation - Full Body mins  $100.00 nia |IJ
3] Summer Sparkle Lotion 250mL . $29.95 $9.62 |IJ
40 mins $1584.95 $175.00

| Add a service ‘ | Add a product

6) Make the appropriate changes to your package.
= To change the duration of an included service, click in the duration box and type in the new
duration
= To change the price of an included service or product (which will affect the overall package
price), click in the price box and type in the new price

al button at the end of the row
= To add a new service, click the add a service button

= To add a new product to the package, click the add a product button

= Toremove an item from the package, click the

7) Click Save at the bottom of the screen.
3 — Deleting a package in Kitomba

You can only delete a package if it has never been booked or invoiced previously. Kitomba needs to keep a record of
your packages for reporting purposes. You can deactivate a package which means it can no longer be booked.

Delete a package that has never been booked or invoiced

1) In Kitomba, go to the Cards tab at the top
File Help

"= Calendar Cards | [, Messages ‘ ~ Reports ‘ :: Help ‘ V7 Admin ‘

e — T e—— T — T c— s— e T a— e— S—

2) Click on the Work with Packages button.

" Calendar Cards | [ Messages_‘ ~ Reports :: Help ‘ VI admin ‘ ‘

:‘ Customer Search @ |j |§‘ (e | ‘EJ |E ‘@J |E

|Name IE‘” | Customer

&)
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3) The Working with Packages screen will open and a list of your packages will appear on the left hand

side.
mame  [-]] W Working with Packages
| Clear J || Search ||
F T~ This view is where you can work with your Packages.
& Packages You can search for specific Packages by using the search feature
Wedding Package at the top-left of your screen or you can browse your Packages

Sumrner Stunner

Winter WWarmer

Aweasarme Auturmn

Spring Fling ¢ To create @ new package, click the 'Create Packade' button
located at the top right-hand corner of wour Screen.

4) Click on the package you wish to delete
79 Packages

— ) wedding Package
— |L|:n.fe Thy Mails Package|
—l-p] Summer Stunner

— Winter Warmer

— Awes0me Autumn
— Spring Fling

5) The package and its contents will display. Click Delete at the bottom of the screen

el [ = = ] =5 aal (=] (=)
4Pl Package Search FIEIEIE ‘@ EREE Create: [ ®
[T N Package
Clear Search

|Q Name:  [Love Thy Nails Package
] Hdk Deactivmea
[ Packages Package €
[ @ weuding Package Duration Normalty Price (2) Margin (3)
- @] Love Thy Nalls Package
@@ summer Stunner & Manicure mins 4000 na [ X
(@) winter warmer @ Nail . —

il Varnish Kit

| Awesome Auturmn nfa $50.00 535.00 $12.00 [ x
L@ soring Fling 25 mins $90.00 $75.00

| aooasenice || agdaproduct

|\ Delete || Copy || Deactivate |[ Save |[ cancel

6) The package will disappear.

Deactivate a package
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1) In Kitomba, go to the Cards tab at the top
File Help

"= Calendar Cards | [ Messages ‘ ~ Reports ‘ :: Help ‘ V7' Admin ‘

M T e T e T —" T — T s—

2) Click on the Work with Packages button.

"= Calendar Cards | [ Messages_‘ ~ Reports ‘ :: Help ‘ VI Admin ‘
:‘ Customer Search @ |j |§‘ _ ‘E |EJ ‘@ |§J

|Name IE‘” | Customer

3) The Working with Packages screen will open and a list of your packages will appear on the left hand

side.
mame  [-]] W Working with Packages
| clear || search |
F T~ This view is where you can work with your Packages.
& Packages You can search for specific Packages by using the search feature
Wedding Package at the top-left of your screen or you can browse your Packages

Sumrner Stunner
Winter WWarmer
Aweasarme Auturmn

Spring Fling To create a new package, click the 'Create Package' button

" located at the top right-hand corner of your screen.

4) Click on the package you wish to deactivate
179 Packages

;@ Wedding Packans

— |L|:n.fe Thy Mails F'ackage|
—Ip| Summer Stunner

— Winter Warmer

— Auasorme Auturmn

— Spring Fling

5) The package and its contents will display. Click Deactivate at the bottom of the screen
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£P| Package Search ‘EJ ‘j |§J |E ‘@ ‘E ‘E ‘@J |§J Create: ‘EJ
[CETINNE B Package

Narne: \aneThyNaHsPackaga
[ ] Hide Deactivated
|1 Packages Package Cantent:
] wevaing Package Duration Normalty Price (3) Margin (3)
- G| [Love Thy Nails Package
(@8] Summer Stunner 3] Manicure mins  §40.00 $40.00 nia [ X
@) winter warmer (3] Nail Varnish Kit % ]
i 50,00 35.00 1200
L& e e . | %)
@8] spring Fling 25 mins $a0.00 $75.00
| a0 aserice || aodaprodust

|
Delete || chvl | Deactivate || save || cancel

6) The package will show as greyed out on the left hand side
NB: If you can’t see the greyed out package, you may have the hide deactivated box ticked, as in the example below.

{P| Package Search |

Name [~]] |

| Clear H Search l

[+] [Hide Deactivated|

3 Paanne il

4 - Book a package for a customer in Kitomba

1) On the calendar, double-click on the appointment start time for your package. The Edit
Appointment screen will open
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File

Customer | Appaintment

:‘Customer Search Customer -

Phoneganyy [~ | lasthame | Age Broup (B e Rl
Era T | eemeser [ L S (N P A

Clear | |_Search | Prefarted Stam [y oo [ Bitth Year: I:I [ Loyaly Member

Cantact Details [Address } Customer Atfributes | Account | RecentMessages

Ermail: [
Wiork Phone. ‘ | ext ‘ |

Home Fhone: [ | et | |

Preferred Contact |- _jn vae-s |~

w
< prev |[ Nedt=2 save | [ Makesalel | | Fiepsae || cancel |

2) Select the customer

K Edia;;im ent
e

File
(| Customer | Appointment

Customer Search Customer :]
‘Name E‘”angelmam Title l:l @ Female O Male
[Fhone tarpy (<] || LastMame:  [ioie Age Group ¥l Accents Reminders
[Ema [ || Referedty  [conovaners ] Brnaeasmms [ ] [laccepts Promos

ol Search

E care Preferred Staff. .o . Birth Year

Mo Walue [ Loyalty Member

03 Search Results

~ A Lot ngeina Phgkakakans

Cantact Details [Auuress } Customer Attributes | Account ] Recent Messages l

Mabile Phone: 04123 4567

First Mame: [ngslina

Ermail ‘
Wark Phone: [ | |

Home Phone: ‘ ‘ ext | |

Prefarred Contact | <apn valug=> [ =]

o
History

l Sawe ll Make Sale! ] \ Prep Sale H Cancel I

3) Click Next
4) The Appointment Services window will appear. Click on Packages on the left hand side.
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Appointment Services

Categories:

All Services: click fo ada )

enter search text

Recent Services
All Services

Packages

Beauty
Booked Out
Colouring

Cutting and Styling

Products
Styling
Treatments
Wedding

workshops

JustBookMe.com placeho..

1/2 Head Fuoils

1/4 Head Fuoils

Bespoke Styling & Blowdry
Bespoke Styling Express
Blondor Lightner

Blow Dry Beauties

Blow Dry Long

Blow Dry Short - Medium
Blow Dry with Chemical
Bohao Babe

Bridal Hairup

Bride - trial

Bride Updo

Bridesmaid Updo

Caolour Between Foil

complimentry blow wave

Suggested Service: /olichto z0d )

1/2 Head Fuoils

New Services to add to this Appointment: ; cich to rove )

172 Head Foils
Ladies Shape & Style

2|0

5) A list of available packages will display
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Appointment Services

| Categories: Packages: (olich to add 1 enter search text
Recent Services Aiesome Autumn
all 8 . Spring Fling
ervices Surnmer Stunner
Packages Wedding Package
Beauty Winter Warmer
Booked Out
Colouring

Cutting and Styling
JustBookMe.com placeho..
Products

styling

Treatments

Wedding

workshops

Suggested Service: (z/ick to zdd )
1/2 Head Foils

New Services to add to this Appointment: (clich to rearove )
1/2 Head Folls
Ladies Shape & Shple

6) Select the package you wish to book

Categories: Packayes: click to s0d ) | erter seanch text
Recent Services Awesarne Autumn
All S . apring Fling
ervices Summer Stunner
Packages Wedding Package
Beauty Winter WWarmer
Booked Out
Colouring
Cutting and Styling
JustBookMe.com placeho..
Products
Styling
Treatments
Wedding
workshops
Suvoanoctod Sondicor oo oo

7) Click the tick button
8) The included services will display in the appointment screen
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File

Customet
A

Custorner:  |angelina Jolie
02-har-14
Booked E

Date:

Status:

Type:

ppointment

Msg-1

Appointment

J Senvice J Room/Eguipment J Siaff J Renuestedj Start Time JLength {mins:
X @ Bridesmaid Upda (Wedding ... Mo roomfequipment Christy ] 10:00am 40
X @ Bride Updo (Wedding Packa... Mo roomfeguipment Christy O 10:40am 60
7< @ mother of Bride (Aedding Pa... No roomiequipment Christy ] 11:40am 30
75 [ Flawer girl pvedding Package) Mo roomiequipment Christy O 12:10pm 25

Appointment Attributas

=]z

Template: |Apptognﬂrmaﬁgn |ZH When: |Daybefore

[=] chars: 158

Hi Angelina, you're booked in @ S0 You Halrdressing Sun, 2-Mar 10:00am with Christy, Please
respond YES to confiren of call 04 473 6319 to reschedule. Thanks

Mew Customer: ¥

Motes:

Colour Motes:

FromWeh Booking: [

ieh Notes:

’ Add Msg ” Remaove Msg

%

=

[ Save ] l Make Salel ] | Frep Sale |[ Cancel ]

9) Add appointment notes and set up your appointment confirmation message (if applicable)

10) Click Save

11) Kitomba will show each service booked on the calendar. You can see that the services are part of a
package because they have an icon that looks like this [r]]

15 | Page

o Y a | e / v -
Calendar | < »Cards | [ | Messages | ~ Reports :: Help -_ﬂ"? Admin |
D k.t b Elle MHichristy Linda Claudius
l om a G:00 am
Sun, 2 Mar 5:19
:30
||Kit0mba Hair and Eleauty"vn 245
900 am
9:15
2:30
0:45
0:00 am Apgelir_la Jolie +
1015 Bridesmaid Upda 20
10:30 :
Angelina Jolie +
10:45 Bride Updo
1:00 am Q
11:15
11:30
Angelina Jolie +
11:45 hcther of Bride 20
2:00 pm
Angelina Jolie +
12:15 Flower gin
@ || Today J % 12:30 i
_|1 week E| 12:45
Date iZoom lView ] :00 pim
www.kitomba.com v0114




Note: you can move any service appointments to other staff or timeslots by clicking on them and
dragging them to another place on the calendar.
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