SOP VIEW BOOKING CALENDAR, ADD AND APPROVE BOOKING

MANUAL 1: TENGOK BOOKING KALENDAR DAN TAMBAHKAN BOOKING

1. Tekan ikon “Calendar Curio Spa” seperti dibawah di komputer.
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3. Jadual booking boleh dilihat mengikut hari.
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4. Tekan petak dibawah untuk tambah booking mengikut masa. Atau tekan “>” untuk
booking pada tarikh seterusnya. *Pastikan tarikh booking adalah betul.
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5. Sila masukkan service yang customer mahu. Di bahagian customers, taip “walk in”.

oSolat: Sistem Panc (O WhatsAppWeb  § FACEBOOK © SMAP - YouTube Y Yahoo ° MaybanklucomOn &3 hmuamalat EJ CGPACakulator  freepik 2 YouTuboConverter ! @ ICON

& Cuiospa W 0+ New Howdy, bangi p

& Dashboard Provider

Bangi Paragon Point
A Posts

@ rortfolio Service
# Home Slider Walk in : Full Manicure (45 min)

Nectar Slider

Date Period
Comments
October 9, 2018 12:00 pm v 1o 1:00pm

Contact
selected period doesn't match serv

Profile

Customers (1/5)

Tools

WrBakery Page
Builder

W Bookly

Calendar Send notifications @

If status changed

o

Internal note

Cancel

6. KIik pada ikon seperti dibawah.
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7. Tekan “ Approved” untuk sahkan booking.
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8. Di bahagian “internal note”, sila isi nama, nombor telefon dan email customer.
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9. Tekan “Save”. Selesai.
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MANUAL 2: SAHKAN BOOKING

1. Tekan “Week”. Jadual booking boleh dilihat mengikut minggu.
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2. Tekan “Month”. Jadual booking boleh dilihat menigkut bulan. |
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4. KIik pada ikon seperti dibawah.
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6. Klik “Save”. Selesai.
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