kitomba

MINI-GUIDE: Set appointment colour themes for your calendar in
Kitomba

Your Kitomba Calendar lets you see a whole lot of information at a glance by using different colours
as a way to communicate information about the appointments booked for the day.

There are 3 options, each will change your appointment colours to tell you:

- the status of appointment
or
- which service is booked
or
- which room or equipment is booked

You can change this setting at any time. Choose the best way for your business by reviewing the
options below.

Status colours

In this example, the appointment colours reflect the appointment’s status.
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Appointment status is used to indicate at what stage an appointment is at (e.g. booked,
customer has arrived, appointment completed etc).
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Service colours

In this example, the appointment colours are showing what services are booked. A colour can be set
for each specific service in the ‘Cards’ section of Kitomba.
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The coloured strips on the left-hand side of each appointment represent what room or equipment is
booked for that appointment. If you don’t have rooms/equipment set up, then you won’t see these
left-hand side colour bars.
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Room/equipment colours

The appointments in this example are coloured based on the rooms and equipment that are
booked for the appointment time. This is usually the recommended setting if your business only
offers services which take place with a bookable room/equipment.
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The appointment status and service are not indicated by any colours in this scenario. The colours
indicate what room or equipment has been booked, and icons are used to indicate the status of the
appointment (e.g. booked, completed etc).
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Set the theme for your appointment colours

1) Go to the Admin tab in Kitomba
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2) Click on Preferences
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3) Click on Calendar

File Help

"= Calendar h Cards ‘ [, Messages ‘ ~ Reports ‘ ::Help ‘ 1 admin

=3 Administration

9 Business Units Preferences
3 Message Templates = = : — _
= Lists Admin | Appointment Messagdg | Calendar ent Card | Invoicing | Reporting | Sec

9 Everyday Marketing ] _ _
D Campaign Marketing Default female appointment type: Head- Long EH

@ 9 Commission Groups .
o~ 9 Security Groups Default male appointment type: |112 Head - Long EH
©= [ Attributes

C Payment Types Default business unit; Stefs Salan [+

o= 9 Hardware
= 9 . Preferences Automatically set status to complete after invoicing: [
— [} Referral Types

—j Cash Drawer Session

—lﬁi Lorvalty Rebook rules: Al Services E]
— O Digcounts

[0
=
(=
&

Frampt for rebookings: [

f] - .

— " Gapability Mave & Rehook preference: |All services with one staff persan -]
— | - Reasons

_ Ratas Lock down non-warking time: O

4 | Page www.kitomba.com v0114


http://www.google.com/url?q=http%3A%2F%2Fwww.kitomba.com&sa=D&sntz=1&usg=AFQjCNG1eAyzXnjjYEq_DOLzEtRXNeN24w

4) Select your preferred option from the drop down menu Appointments Based On

Preferences

Admin [ Appointment Messages | Calendar | Client Card [ Invoicing | Reportin

Default female appointment type:

Default male appaointment type:

Default business unit:

(12 Head - Long

|12 Head - Long

Stefs Salon |7 |

Automatically set status to complete after invoicing: =

FPrompt for rebhookings:

Rehook rules:

Move & Rebook preference:

Lock down non-working time:

Appointment colours hased on:

Always grey out completed appointments

Calendar Interval - {minutes):

Calendar refresh:

]

All Services E]

|AI| semvices with one staff person

||Status colours

[+]

Status colours
Foomfeguipment colours
Service calours

nat reguired | |

Suppress ‘Move Appointment’ confirmation pop up: 1

5) Click Save

Your calendar will now show your appointment colours based on the setting you selected. You can

change your setting at any time by following these steps and making a different selection.
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