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1 Message Tab

Kitomba™ has a new Message Tab with new features and functionality. Now with the
Message Tab, you can:
* Check your incoming Text Messages
 Confirm or Cancel Appointments when customers reply to Text Messages
* Reply to Text Messages from Clients
* Check the message that was sent to a client

1.1 Navigating the Message Tab

The Message Tab Layout has a new set of Navigation Buttons down the left hand side.
You can click these to choose which part of the Message Tab you wish to see.

The Message Tab _ Ef calendar 1 {1 Caﬂ#@;‘f Message Reports % Admin
Layout has a new g pointment Confirm
. . Appointments Client Appt Date Snr Staff Contacted via|  Contacted @ Status Client's Reph
Set Of Na.Vlga.tlon J Paris Hilton 10:00 A Fri, 29, Justin B 28.Jun 4:26 Phit m Booked
Justin Timberlake 11:00 A Fri, 29, Robbie B 28.Jun 4:27 Phit m Booked
BUttonS down the Fl'i, 29 Jun Jean-Claude Van 10:00 AM Fri, 29, Britney 7] 28.Jun 4:28 PM 0 Booked
Ieft hand Slde- — Kylie Minogue 12:00 PMFri, 25 Britney a 28.Jun 4:29 Phit m Booked
Today ‘g ‘ ‘é | Range CGameron Diaz @00 AM Fri29... Robhie 7] 28Jun 429 PM (@D Bookext
. - Jennifer Lopez 1:00 PM Fri,20 .. Justin @ 28.Jun 4:30 PM (@D Bookedt
You can click [ neartmedn | Katie Halmes TAREMFIZS .. T1-Kelly 8 20dun430FM (I Booked
P — ReeseWitherspo..  2:30 PMFr,29 .. Britney e 26.Jun 4:31 PM (@D Booked
these to Choose | cancetea | Marshall Mathers..  1:00PMFri29..  Robbie 8 280un431 P (L Booked
Canfirmed (1) Justin Timberlake @00 AM Fri,29.)... Britney =] 26.Jun 4:32 PM @D sooken
which part of the
Message Tab you AR
. Include
wish to see. |
8=
When you first visi 8|®
the Message Tab, [“Genarmeene |
you will be in the

(5 confirm Appointments

52 Compose Message

To change which part you want to look at, you can click on the three window options.

Confirm
Appointments
Window.

1.2  Before you Send New Messages

With the new Text Message features in Kitomba™ there are some important changes to Text
Messaging.

Now your customers can reply to their Text Messages and you can read and reply to them
through your Kitomba™ Message Tab.

When customers send you a reply from their Appointment Reminder Text Message, you can
set Kitomba™ up to automatically confirm or cancel their appointment on your calendar by
the words they reply with. So when you are sending clients their reminder messages,

don’t forget to remind them that they can reply to them by

clicking reply on their cellphone. | [ Calendar | {3} Cards | £ Message | £ R
) . P = Britney ct

When they reply, all text they reply with will appear K tmba
in Kitomba™ in three places: _ f29dun BS

1. Inthe Message Tab Inbox Screen lones Yoo e 9

2. Inthe Message Tab Confirm Appointments S G

3. On the Appointment on the Calendar Screen : — -
The message will only appear on the Calendar Appointment - -
if the client has additional text than the confirm/cancel text. e | -
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1.2.1 Setting Reply Text Preferences

Before you start using the new features, there are a few things you can customise about your
Text Message reminders in the Admin Tab.

You can choose two words, one word which when the customer replies with, will confirm their
appointment and one word which when the customer replies with will cancel their

appointment.

Calendar I B Cards } ﬁ'} Me:

(=3 Administration
& [ Appointment Types
- 3 Business Units
©- 1 Message Templates
& [ Lists
©- [ AutoMessages
@ [ Cornmission Groups
&= £ Security Groups
& [ Attributas
€= 9 Payment Types
x
Cash Drawer Session
5 Lovaly
. Etpos

X

ssage Reports %Admin

Appointment Messages
Default Message Type T [~]
Template Appi Remindar
Time to Send

Send Msgs at
Use Prefered Contact

Canfirm text:

Caneel text

stock

Stock value Method:

Invoicing

Check Cash Drawer Session
Default in payments

Default Payment Wethod

Reuire Sales Person on Invaices

Use thermal printer

Show Supplier code on all docurnents

Day before

]

FIFC) Firstin First Out

DoDofplEE [2 S F ® [
¥ =
i z
[
[
n Kl

Choose your two
preferred words and
set them in the
Admin Tab

under Preferences

r

When your customers
reply with either of
these words,
Kitomba™ wiill
automatically

Confirm or Cancel
that clients
appointment on the

E Calendar Screen.

| save || cancel

1.2.2 Updating The Confirmation Message Templates

You will need to edit your Appointment Reminder Message to remind your clients that they
can text back, also reminding them what to text back with.

Do this by going to the Admin Tab and clicking on Message Templates, then clicking on the
Message Name.

| Calendar\[ E} Cards

= Administration

@~ [ Appointment Type
&= (] Business Units

G- Message Templates

B Address Updale/
7 hopteminder

B2 Agpt Reminder 2
Eﬂi Campaign - Retail
B2 Colour Follow Up
525 Happy Birhday
&% Haven Seen You

B2 Loreal Hairdresser of the Year

Eﬁi Mothers Day
&2 NY0B
Bf Newsletter
Eﬁz Promotion
ﬂ: Recall
B Thank You
EE( Walentines Day
B2 wedding Anniversary
B xmas Message
& Lists
@ [ AutoMessages
@ 3 Commission Groups
©= [ Security Groups
& O Attribules
& [ Payment Types
% Preferences
Cash Drawer Session

5 Loyally

=

emplate Name:

Short form:

Long form:

Use Template:

@ﬁ?l\nessage Reports >
pssacc Template

Insert Parameter.

Subject Heading:

EW Template long form - used

| create

[appt Reminder

-]

e Template short form - used for SMS, T messages

Hi #CUST_FIRST#, you're booked in @ Blondes #APPT_DATE_TIMER with #APPT_STAFF# Tt a reply- ¥ to confirm or M to cancel. Itll b great 2C U1

A

|‘r’Dur Blondes Appointmey

i Reminder

r Email, Call Me & Post messages

& have you booked in fo
Give us acall on 524 T9@
Look forward to seeing yol

Cheers
FAPPT_STAFF#

Blondes

555 Rodeo Drive
Celebland
Famousville

Ph: {(00) 555 BBES

[ #ALL_APPT_TYPES#.
ifyou cantmake it

then

[ sppointments

[ Message Tab [ automessages

| Detete || save || cancel |

You should only need to edit your Short Form Message, as your email won’t change.
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1.3  Appointment Confirmation Screen

1.3.1 The Appointment Confirmation Navigation

In the new Appointment Confirmation Screen you will see on |
the left hand side, some new sections.
Appointments

The Date.
I Fri, 29 Jun

Date navigation buttons so you can check
other days and date ranges.

> ‘Today‘ «‘ \»‘ ‘Hangei

Unconfirmed (3)

Buttons to Show different types of Appointments:
You can choose to show All Appointments, or to show only
Unconfirmed Appointments, only Cancelled Appointments or

| cancenea @ |

Confirmad (1)

[ Anappts 1oy |

only Confirmed Appointments. include
| | —_ FREE]
You can also Hide Appointments based on the confirmation ‘?H?‘
method. When the square is highlighted, and the picture is =
coloured, you can see them. If you click on the picture a e

second time, so the picture becomes grey, Appointments
with that type of confirmation message will be hidden from

view.

[
E@ Confirm Appointments

The Send and Receive button is so you can check for new )" -

}SS Compose Message

messages on the server.

oappoin

Client
Paris Hilton

Justin Timberlake
Jean-Claude Van Dam
Kylie Minogue
Cameron Diaz
Jennifer Lopez

Katie Holmes

Reese Witherspoon
Marshall Mathers Il

Uustin Timberiake

Justin Timberiake
hm : 04 466 9856 mob

Services :
Cut.Mens at 9:00 AM v

Last text/email we sent
Client's Reply - y will se:

Notes | y will see you th

1.3.2 The Appointment Confirmation Screen

} @Calendar ‘ B Cards | 6—’3‘3 Message | Reports ‘ f’j Admin ‘

)pointment Confirm

In the top right hand
pane, you will see the

5} Appointments Client Appt Date S Star Contacted i Contacted @ | Status Clients Reply
Paris Hiflon 10:00AM Fri,28 Jun Justin -] 28.Jun 4:26 P (D Booked . .
Justin Timberlake 11:00AM Fri, 28 Jun Robbie -] 28Jun 4:27 PM (D Booked I|St Of Appolntments
Fri, 29 Jun Jean-Claude an Dam, 10:00 AMFri.28 Jun Britney -] 28Jun 42 P (D Booked
' 8 Aacomen (0 owas booked for the date(s)
o Cameron Diaz 900 AM Fri.28 Jun Robbie =] 26.Jun 4:29 PM (D eocked
‘Tuﬂay‘ { ‘ > ‘ Range| | JenniferLopez 1:00 PMFri.28 Jun Justin e 28Jun 430 PM (D Booked Sh own at th e tO p Ieft .
- Katie Holmes 1:15 PMFri.29 Jun T1- Kelly -] 28.Jun 4:30 PM (D gooked
Reese Witherspoon 2:30 PMFri,29 Jun Britney -] 28.Jun 4:31 PM (D eooked
Unconfirmed () Marshall Wathers I 1:00 PM Fii.28.Jun Robbie =] 26.Jun 431 PM (D Booked If | H k
=T Dustin Timberiake .00 A0 711,20 Jun Biitney. =] 26.Jun 4:32 PM ol confimed o ywil see you ten yo u click on a name
— to highlight it, you will
e Justin Timberiake M H
[(wiems a0y ] see information appear
Include hm : 04 466 9856 mob: 021 1115489 / . h b . h
| B [&] | e in the bottom right
| S CutMens at 9:00 AM with Britney - Confirmed
pane.
| Q | Last textfemail we sent : Hi Justin, you're booked in with Britney. Tt a reply - ¥ 1o confirm or N to cancel, Itll b great 2 C U!

Ciient's Reply - y wil see you then

Send / Receive

Notes  y will se€ you then

|lﬂ Confirm Appointments. ‘

=

|§$ Compose Message ‘

If the client sends a reply text with the
in this case, Justin replied with a messag
Appointment was confirmed automatically wh
received.

rrect message wor

the message was

The additional text Justin sent, will be displayed in the notes
section on the Appointment in the Calendar Tab.

Information you will see
when you have clicked
on the client’'s name,
will include :

1. Client name,

2. Client contact details,
3. Booking details,

4. Last message sent,
5. Client’s reply.
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1.3.3 The Appointment Confirmation Menu’s

You can right click on a client’'s name and access a menu like on your Calendar Screen.

‘ards ﬁfMessage Reports %Admin

& yointment Confi
. Client Appt Date Snt Staft Contacted v. Contacted @ Status Client's Repl
J ust I|ke the menu on the Calendar Pariz Hilton 10:00 AM Fri,2 Justin [F] 28.un 4:26 (0 Booked
. Justin Timberlake 11200 AM Fri 2 Robbie a 28Jun 4:27 m Booked
SCI’een, yOU Can Change the StatUS Of thls Jean-Claude Va 1000 AM Fri 2 Eritney a8 28Jun 4:28 (0 Booked
Cllent’s AppOIntment Wlth the Status |COI’]S Kylie Minogue 12:00 PM FH;Z Britney g 28.Jun 4:29 ngksd
[ DT Crangestatus v @ Pencileain | Booled
J | Jenniter Lopez TonpmEns 0 Bookea 0 (D Booked
Kalie Holmes 11 . e B o answer 0 [0 Booked
Reese Witherser™ 230PMF20|  gond mossage B Lot messoge ! [0 Booked
Al Mather 100PMF25|  Update Call Time b (0 Booked
of confirmed
. Justin Timberlake 9:00 AM Fri, 28 Eritney © Tt 2 o confir of ywillseeyo
You can choose to go directly to t i
Clients Card in the Cards y po—— ﬁpécﬂm.,.m
. No-show
choosing the ot 621 111 8426 1] Concoto
Client Card services

option.

You can go directly to the Calendar Tab

by clicking on the @ %% Message
Goto Calendar @

Option . Client Appt Date Snr Staff Contacted v. Contacted @ Status Client's Rept
Paris Hiton 10:00 AM FTI,2 Justin ] 26 Jun 4:26 (D Boaked
Justin Timberlake 1.0 AMFri,2 Rabbie ] 26 Jun 4:27 (0 Booked
Jean-Claude Va. 10:00 AMFri,2. Britney 8 28 Jun 4:28 (0 Booked
Kylie Minogue 12:00 P FHi,2. Britney 7] 28 Jun 4:29 (D sooked
ca Diaz UL e —— : 3Jul 10:34 AW gEnnkEd
Jennifer Lopez 1:00 P 26.Jun 4:30 Booked
Client Card
You can reply to a TeXt Message’ Katie Holmes 118 G:ucﬂ:"dm ‘ a 26 Jun 4:30 (D Booked
Send an updated Text Message or ReeseWinerss.. 230 UL Send message 8 26 Jun 4:31 (D Booked
. . Marshall b T00PM|  Update Call Time 7] 28.Jun 4:31 [0 Booked
Send an Ema” tO the Cllent you have Justin Timberlake 900 5,29 Britney 8 28 Jun 4:32 of conir o ywillseeyo
selected by clicking on th
Send Message
M 114 @ane

option.

You can also use the new Update Call Time option.

This is a new option, which you can use for clients who have requested a call me message,
or even clients who you have telephoned as well as sent a Text Message.

When you click on the Update Call Time option, it will update the Contacted @ column with
the current time and date.

This is great for when you have different people confirming Appointments as you can quickly
see how long ago this client was phoned!

© - Kitomba™ Tip:
b| Don’t forget to press Send/Receive during the day to check who
has sent you a Text Message!!!
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1.4 The Inbox Screen

Kitomba™ now has an Inbox screen where you can see the incoming Text
day.

On the left hand side, you will see the navigation options.

You can see here, the date you are looking at.
These buttons let you choose a date, or date range to view.

\4

By clicking and un-clicking these buttons, you can choose which
messages you can see. The filters mean you can decide to show or
hide messages to make the list easier to manage. This is only
temporary, it doesn’t delete them.

—

These buttons, let you hide and show messages that have been

automatically Confirmed or Cancelled D

This is your Send / Receive button that allows you to check messages—

Messages for the

@ Texts Received

Fri, 29 Jun

<[>

Today Range

Show me
| unRead () |
— [Faorwo |
[ Onceiverante @ |

| All Messages (1) |

—7 | &

_ﬂ. Bend / Receive |

Clicking the Send / Receive button, will check the server to see if there are any messages

for you there. When there are, they will show on the screen for you.

You will be able to see unread messages in bold and read messages will appear not bold.

Calendar I '@ Cards | €z";} Message

Received
29.Jun 10022 AM

Client From Meszage

ustin Timberlake 021111 548

@ Texts Received
J Y will see you then

Fri, 29 Jun

[<] [2]

Today Range

Show me

| Un-Read (1) |
| Follow-up @y |
‘ Undeliverable (0) ‘

| All Messages (1) |

Far4

| Send/Receive |

‘UEI] Confirm Appointments

‘ a Inbox |

‘& Compose Message ,

When you cIiZk on a message, so it is highlighted, you will see information
the lower panel.

Received hisg
ywill see vl then

Original/message we sent
Hi Justigf, you're booked in @ Blondes Fri, 28-Jun 05:00am with Britney. Txt a reply - ¥ to confirm or N to cancel. It'll b
great ZC Ul

You will see the new message you have received at the top of the pane.

| mimessages oy |

Far4

| Send/Receive |

‘UEI] Confirm Appointments

‘ a Inbox |

‘@1 Compose Message

Received Msg
v will see you then

Original message we sent
Hi Justin, you're hooked in @ Blondes Fri, 28-Jun 05:00am with Britney. Txt a reply - ¥ to confirm or N to cancel. It'll b
great 2 C Ul

N\

about it appear in

Under that, Kitomba will show you the Text Message that the client has replied to.
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1.4.1 Inbox Menu’s

While you are in the Inbox Screen, you can also right click on the client’s message to access
a menu of things you can do such as;
e Reply to the message

Go to the Client Card
Mark the message as Unread (which makes the text appear bold)
Mark the message as Read (which makes the text appear normal)
Flag the message for Follow Up (which makes the text turn red)

Clear the Follow Up Flag (which makes the text turn back to black)

 Bnbc

H Calendar ‘ '@' Cards ‘ ﬁ;‘}'Message Reports %Admin

@ Texts Received

Client Fram Message Received
Justin Timherlake 021 111 54.. @ ywill see you then 29 Jun 10:22 AM
Reply
Fri, 29 Jun Client Card
o Mark as Unread
Today |@ ‘ |® | Range Mark as Read
- Flag For Follow up
Show Clear Follow up
me
| un-Read @ |
| Followeup @ |

‘ Undeliverahle (0} |

| All Messages (1) |

Include

Rard

| sendiReceive |

‘HEI] Confirm Appointments ]

‘ a Inbox ‘

‘I?i: Compose Message ‘

1.5

Received Msg
y will 586 you then

Qriginal message we sent

Hi Justin, you're hooked in @ Blondes Fri, 29-Jun 09:00am with Britney. Txt a reply - ¥ to confirm or N to cancel

It b great 2 C Ul

The Compose Message Screen

Kitomba™ still has the familiar screen to allow you to send your clients messages by Email

or Text.

Calendar

{& customer Search

&

fostbust I ] essage oo
fusness. I ]

| clear || seann | Send To

[ oo | B omavaes g

Subjest

Message:

|@ Confirm Appointments
|9 Inbox

|E1 Compose Message

Proneamy <] | customer ptonan: |

(8=

'E} Cards | ﬁ;} Message . Reports % Admin

[Ermpy

]

| chars: 0

| sena || cancel
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