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 2 

 
 
Salon Iris is a point of sale software that will help you to automate your business.  
You will use this refined business management software package to help your 
business save time and money.  Salon Iris gives you the ability to customize 
database information and displays, for use in numerous facets of business 
applications. 
 
A series of interactive screens will help you to simplify your daily business tasks.  
For example, completed sales transactions will update the stock inventory which 
will assist you with re-ordering products.  Employee’s commissions can be 
configured, which is linked with payroll calculations, and this will update the daily 
sales records. 
 
There are numerous types of hardware that Salon Iris supports. 
 
 
Receipt Printers 
 
Cash Drawers 
 
Bar Code Scanners 
 
Label Printers 
 
Gift Cards 
 
Touch Screen Monitors 
 
Credit Card Processing 
 
Keyboards with Built-In 
Credit Card Readers 
 
 
 
 
 Salon Iris also supports: 
 

 Online appointment booking. 
 Integrated credit card processing with all major credit cards. 
 Importing/Exporting data to other programs. 
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Helpful Hints 
 

When using Salon Iris, you can access help from nearly any screen.  

You can either click on the Help button  or press the F1 key  on your 
keyboard.  This will bring you to the Help Window.  There are numerous ways to 
look up various topics.  You can search for information by Contents, Index, 
Search, and Favorites. 
 

 
 
 
The User’s Guide can be a great resource.   
 
Click on the Help button on the Menu Bar.  
 
Choose View User’s Guide from the Help pull 
down menu. This will open a full version of the 
User’s Guide.   
 
The User’s Guide is a powerful reference tool 
that will help you with every aspect of Salon 
Iris.  
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Most buttons can quickly be accessed by holding down the ALT key  and 
pressing the key that is underlined on the button.  For example, if you want to 
choose Edit, hold down the ALT key and press the E key (if the letter E in the 
word Edit was underlined.)  By using the combination of the two keys, Salon Iris 
would open the Edit feature. 
 

To move through information on the screen, press the Tab key .  This 
will move you to the next selection. You will be moving toward the right.   
 
If you want to return to the previous selection, hold down the  

Shift key , and press Tab .  This will move you to the 
selection to the left. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Always remember to make frequent backups!  Backing up could save you 
time, money, and effort.  Please see the end of this manual for instructions on 
how to back up your information. 
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Customized View of Each Screen 
 
Salon Iris allows you to customize which headings you want displayed on each 
screen. For example, on the Clients screen, you can select to display the client 
name and address. Or, you can display the client name and phone number. 
 
To customize a view for a Salon Iris screen, perform the following steps: 
 
1. Go to the appropriate screen (or icon). 
 
2. Right click the mouse and select, Customize View . The Customize View 
screen will appear. Click the Display tab. 
 
3. The items shown on the left in the Available column are items available to 
display. Items shown in the right column, Display, are what will be displayed on 
that screen. 
 
4. Use the Add and Remove buttons to add or remove items for display. 
 
5. Click the Order tab. You can order the display by ascending or descending 
order as you wish. 
 
6. Click Ok.  Repeat for each screen that you would like to customize the display. 
Customizing the Toolbar 
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The customizing toolbar feature allows you to format the icon displays at the top 
of your Salon Iris main screens. You may, for example, display Log In and Log 
Out time clock button/icons for convenient access, or remove them if your 
business does not use a time clock. 
 
1. From any Salon Iris main screen, click on the Tools pull-down menu and 
select Customize Toolbar . The Customize Toolbar screen will appear with the 
icons in use and the available icons. 
 
2. In the Icons field left (Available) column, click to highlight the name of the icon 
to be added to your main screen displays, then click the Add => button. 
 
3. In the Icons field right (In Use) column, click to highlight the name of the icon 
to be removed from your main screen displays, then click the Remove <= button. 
 
4. Then click Ok. All of the icons left in the In Use column will be displayed on 
the main Salon Iris screen. To restore the default icons, click the Restore 
Defaults button. 
 
5. In the General  field, check or un-check the following items: 
 

 Show Tool Tips , to display a descriptive phrase when a mouse is run 
over the icon. 

 
 Show Captions , to display a description under each icon. 

 
 Use Background Image , to display a background image. 

 
 Icon Spacing , to control how much space is between each icon. 
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Short Cut Keys 
 
 
When using Salon Iris, there are a few ways of getting to where you want to go 
quickly.  You can click on one of the menu bar buttons to select a topic of 
interest, or you can use short cut keys.  By pressing on one of the keys below, 
you can move from any major screen to the new area that you want to see.   
 
 

  Function Keys 
 

 
KEY FUNCTION 

   

F1 Help 

F2 Products 

F3 Search for a time opening 

F4 Open cash drawer 

F5 Create new ticket 

F7 Clients 

F8 Lookup client 

F9 Appointment book 

F11 Totals by range of days report 

F12 Search for a Product or service 

 
 
An example of when you might utilize this feature would be if someone is making 
a lot of appointments.  They have a way to quickly access information and help 
the client on the other end of the phone. 
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 Control Keys 
 

 
While holding down the CONTROL key, press any of the following letter keys to access 
the function in the right hand column. 
 

 
KEY FUNCTION 

  

A Mailing report 

B Backup Database 

D Enter declared cash 

E Employees screen 

F Employee scheduling 

G Gift certificates screen 

I Product ordering 

L Print labels 

M Merge Clients 

O Options 

P Password setup 

R Run report by report ID 

S Services 

T Employee tips 

U View User's Guide 

W Run report by browsing 

X Password Logout 

Z About Salon Iris 

 
 
These combination keys will allow you to move easily through Salon Iris.  Before 
we get too far ahead of ourselves, let’s register the software and begin. 
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Registering 
 

Salon Iris can be downloaded from the Internet for free, or you can install the 
program from the CD that you purchased.  If you downloaded the Free Trial 
Version, the database limits you to ten clients.  Once you purchase the program, 
you will receive a serial number.  The serial number will unlock the trial version 
and you will be able to enter more than the ten client limit.  Due to the two 
different ways that you can acquire Salon Iris, there are two options to choose 
from when you run the program for the first time. 
 
Double click on the Salon Iris  icon that appears on the desktop.  (Or go to the 
Start menu and find Salon Iris on the list.  Click on the icon to open the program.) 

 
The Welcome to Salon Iris 
screen will appear and it 
will ask you how you would 
like to begin. 
 
Choose register if you have 
the serial number.   
 
 
Click on the Next  button.  A 
new window will open for 
you to register the software.   
 
 
 

 
 
 
Enter the name of the individual or 
company who purchased the 
program. 
 
Press the Tab key and enter the 
serial number into the fields.  The 
serial number can be found on the 
CD case or on your invoice. 
 
Click OK to register. 
 
You will be prompted to choose 
which type of database you would 
like to begin with. 
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We recommend selecting 
the Sample Database 
option.  You will be able 
to view sample entries 
that will help you gain a 
better understanding of 
Salon Iris. 
 
Click on the Finish  
Button.   

 
 
 
 
 

 
Once you have completed the registration process you will be asked if you would 
like to apply a password to your database.  A password will help to protect your 
database.  Even if someone tried to copy the database to another computer, the 
password will help to protect your information by preventing someone from 
gaining access to your database. 
 

 
 

If you decide to enter a password, you will enter the password and click OK.  You 
will have to re-enter the password to confirm it.  Again, click OK.   
 

 
 

You must remember your password.  Salon Iris may not be able to assist you 
with a reminder of your database password.  Once you are done, with the 
password portion of the registration process, you will come into the main screen 
of Salon Iris. 
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Getting Started with Salon Iris 
 
 

 
 
 
We are going to begin by adding a product to Salon Iris.  
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Adding Products 
 
The Products screen facilitates complete tracking of business products such as 
conditioners and shampoos, including product descriptions, cost, inventory with 
automatic reordering, and profit analysis. The Ticket screen tracks sales.  
 
Additionally, Salon Iris permits product labeling, bar code scanner labels, 
maintains a Vendors list, and simplifies product ordering. 
 
To add a product, you will first, go to the Products screen by clicking on the 

Products  button   located on the Main toolbar. 
 
 
The Products 
window will 
then open as 
shown on the 
right. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Next, click on the Add Product  button  located on the toolbar on the 
left hand side of the screen. The Add a New Product screen will appear. 
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Go to the Product ID  field and click. Enter the product ID number (up to 18 
alphanumeric characters). The ID number should be at least five characters long.   
 
If the ID number was less than five, you may not be able to print bar code and 
labels .  The product ID number can be a number that you create and enter.  
Another way to input an ID number is by using the bar code scanner to enter the 
bar code number. 

 

You may use the + (Add) and - (Subtract) buttons  to add or subtract a 
quantity of items to or from the inventory. 
 
If it is applicable, enter the category of the product.  The Category field is used to 
color code the appointment book.  See Appointment Book. 
 

 
 
Then press the Edit button to add or edit the product categories. 
 
 

You will then need to complete the remaining information fields (description, 
make, wholesale price, retail price, etc.). 
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There are a few notable items. 
 

 If the product is taxable, check the Product is Taxable  box. 
 

 If the product is a backbar item, check Backbar Item  box. 
 

 If the product is no longer sold, check the Inactive  box. 
 

 If the product is to be automatically reordered, check the box labeled Auto 
Reorder.  If this is selected, Salon Iris will automatically place this product 
on the Ordering screen when the quantity in stock equals or is less than 
the reorder point.   Click on the Ordering tab to see the Ordering screen 
pictured below. 

 

 
 

 You should also enter the reorder point, quantity to reorder, and the 
quantity currently on order (if any). If you would like to keep this item off of 
the ordering screen until a certain date, enter the appropriate date on the 
Hold Order Until  field. 

 
Again, if it applies, enter the appropriate balance information.  
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From the drop-down menu in the Balance  section, when a product is sold, you 
may select from the following choices: 
 

 Don't change client's balance 
 Add to the client's balance (i.e. credit the business) 
 Subtract to the client's balance (i.e. credit the client) 

 
 

To add just one product, click the Save button  or press the Enter 
key on the keyboard. The product will then be added to the bottom of the 
Products screen.  

For example:  You may offer a special such as each time a client purchases a 
bottle of shampoo.  The client would receive $1 toward the next product 
purchased.  
 
To complete this function in Salon Iris, you would go to Editing a Product, in 
the Balances section.  Next you would select Subtract to the client's 
balance option . Then, for the amount to subtract, you would enter $1.00.  
 
Now, every time a ticket is closed with a bottle of shampoo, Salon Iris will give 
the client a $1.00 credit. You can also view the client's current balance when 
viewing the client information section. See the Adding Clients section of the 
User’s Manual for more information on this topic. 
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If you wanted to add more than one product, click the Save and Add Another 

button . 
 

Below are examples that Salon Iris has developed to show you what Products 
will look after you have added them. 
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Products Exercise 
 
Now let’s enter a product into Salon Iris.  We will start with a 100 ml Styling 
Mousse from Salon Source. 

1. Click on the Products button.   
 
2.  This will open the Products window.  Click on the Add Product button. 

 
 
 
3.  Click in the Product ID box 
and enter the ID number of 
10005.   
 
4.  Tab to Description and enter 
Styling Mousse. 
 
5.  Tab to the Make box.  Click on 
the Edit button to add the maker 
of the mousse. 
 
6.  In the Size box enter 100 ml . 
 
 
 
 
 

 
The Make window will open.  You can 
select from one of the options or click the 
Add  button to enter a new company.   
 
For our example, click on Salon Source.   
 
Then click the OK button. 
 
 
 
 
 
 
 



 18 

 
 
7.  Tab to the Pricing options.  In the Wholesale 
Price box enter $3.50.  In the Retail Price box enter 
$10.00. 
 
 
 

8.  In the Miscellaneous section, click on the plus sign to add  to your stock 
quantity.  The dialog box Add to Stock Count will open.  Enter 20.  Click Ok. 
 
 
 
 
 
 
 
 
 
 
 
9.  Click in the Taxable  and Backbar  
boxes to place check marks. 
 
 
 
 
 
 

10.  Click the Save button.    You have entered your first product! 
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Purchase Orders  
 
You have the ability to create, edit, delete, e-mail, and save purchase orders to a 
file. A purchase order, sometimes called a "PO," is a commercial document used 
to request someone to supply something in return for payment and providing 
specifications and quantities. PO's are commonly sent to vendors when ordering 
products. 
 
The PO's screen can be accessed by pressing the POs icon or by going to the 
Finance pull down menu and selecting Edit Purchase Orders.  The following 
screen will appear. 
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Adding a Purchase Order 
 
1. Click the PO's icon or from the Finance pull down menu, select Edit Purchase 
Orders. 
 
2. Click the Add PO button . The Purchase Order screen will appear. 
 

 
 
3. Select the Date Created . 
 
4. Select the Status as one of the following: 

 
• Open - the PO is still open and you are awaiting receipt of products on 
the PO or you need to pay the vendor. 
• Closed  - once items are received and you make payment to the vendor, 
the PO is closed. 

 
5. In the ID field, type in the Product or Service ID . If you want to search for the 
ID, double click. Select your product or service and press OK. 
 
6. After you select the Product ID , the following fields will automatically populate: 
description, make, size, category, and wholesale price. These fields are based 
on what you have entered from the Products screen.  
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7. If you add a Service ID, the make, size, category, and wholesale price fields 
will appear blank. 
 
8. Type in the quantity . 
 
9. Type in the shipping cost . 
 
10. In the Vendor Information field, select the Vendor for whom the PO is going 
to. You can add a vendor by clicking the Add New Vendor button . 
 
11. Click the Save button . 
 
Editing a Purchase Order 
 
1. Click the PO's icon or from the Finance pull down menu, select Edit Purchase 
Orders . 
 
2. Use the Search by Status and Search by Date fields to display the appropriate 
PO's. It is ok to leave those fields set at "All." 
 

3. Click on the PO and then press the Edit PO button .   
 
4. Make the appropriate changes and click Save. 
 
Deleting a Purchase Order 
 
1. Click the PO's icon or from the Finance pull down menu, select Edit Purchase 
Orders . 
 
2. Use the Search by Status and Search by Date fields to display the appropriate 
PO's. It is acceptable to leave those fields set at "All." 
 

3. Click on the PO and then press the Delete button.   
 
4. The, Are You Sure? screen will appear. Click Yes. Your PO will be 
permanently deleted from the database. 
 
E-mailing a Purchase Order 
 
1. Click the PO's icon or from the Finance pull-down menu and select Edit 
Purchase Orders . 
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2. Click on the PO to e-mail and click the E-mail  button. The E-mail screen will 
appear. 
 

 
 
3. Type in the name, e-mail address, subject, text of e-mail note, and from 
information. 
 
4. Click the E-mail Setup  button, located in the lower left. The E-mail 
Configuration screen will appear. 
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5. In the From field, type in the Name and E-mail Address that your clients will 
see when they receive an e-mail. 
 
6. In the Account field, type in the SMTP Server, User Name, and Password. 
Your ISP (Internet Service Provider) can provide you with this information. An 
ISP is the company that provides your internet access, such as your cable or 
DSL company. 
 
7. Keep the Authentication as Automatic and the Port Number as 25 (for AOL 
users should enter in 587). 
 
8. Press Send Test E-mail  and see if it works. E-mail support@cmjdesigns.com 
if you are having trouble with the test e-mail. 
 
9. Click OK and you will be returned to the E-mailing screen. 
 
10. Click Send to send the purchase order via e-mail. 
 
Printing a Purchase Order 
 
Two ways to print a purchase order(s) exist: 
 

• An individual PO   
• The PO grid (list)  
 

Setting Up the Print Format 
 
1. Click the PO's icon or from the Finance pull-down menu and select Edit 
Purchase Orders . 
 
2. In the Print field, click the Setup button . 

 
 
3. The, Setup Print Format Now? screen will appear. Click Yes to setup the print 
format. Type in the appropriate information in the From and Comment  fields. 
 
4. Click OK. 
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Printing a Purchase Order 
 
1. Click the PO's icon or from the Finance pull-down menu and select Edit 
Purchase Orders . 
 
2. Click the purchase order and in the Print field, click on the PO button  or Grid 
button  depending on which format you want to print. 
 
3. The Printing Options screen will appear. Click the Print button . 
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Adding Services  
 

Services, such as haircuts and perms, are tracked on the Services screen. 

To access the Services screen, click on the Services button , located on 
the Main toolbar.  

Next, click on the Add Service  button  located on the vertical 
toolbar on the left hand side of the screen. 
 
 

The Adding Services screen is divided into seven main areas/tabs: 
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1.  General 
 
Inside the General  tab, the service is tracked by the following 
headings/identifiers: 
 

 ID - an 18-digit alphanumeric identification. 
 Description - the service description. 
 Price - the price charged for the service. 
 Taxable - the tax status of the product. 
 Inactive - if the service is no longer sold, then check this box. 
 Category - the service category. 
 Length of Time – the time it takes to perform a service including the 
processing time. 

 
Note:  Processing time may or may not be selected. If you enter a Length of Time 
of 30 minutes for a haircut, 30 minutes will be used as the default time for the 
service each time a ticket is created. See the Tickets section of the User's Guide 
for information on Tickets.   
 
For example: A haircut has no processing time. However, a perm may have a 30 
minute setup time, a 30 minute processing time, (which is the length of time the 
perm solution needs to process before it can be rinsed,) and finally, a 45 minute 
finish time. 
 

 As mentioned earlier, the Service ID may be a maximum of 18 
alphanumeric characters. 
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For example, you could 
use the word HAIRCUT as 
a Service ID for a haircut.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Balances 
 
When a service is sold, click on the Balances  tab to select from the following 
choices: 
 

 Don't change client's balance 
 Add to the client's balance (i.e. credit the business), or 
 Subtract from the client's balance (i.e. credit the client). 
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3.  Tanning 
 
Click on the Tanning  tab.  From the drop down menu for When a Service is 
Sold , select from the following choices: 
 

 Don't change client's remaining tanning time, 
 Add to the client's tanning time 
 Subtract from the client's tanning time. 

 

 
 
 
 
 
 
 
 

For example, you may offer a special that each time a client receives a haircut, 
he/she will receive $2.00 toward the next service that your Salon offers. 
 
To allow Salon Iris to perform this function, you will Edit a Service, in the 
Balances section. You would select Subtract  to the client's balance . Then, 
for the amount to subtract, you would enter $2.00. Every time a ticket is closed 
with a haircut, Salon Iris will give the client a $2.00 credit. 
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4. Bonus and Backbar 
 
In this section, you can enter backbar and commission bonus amounts. Backbar 
is the cost of the materials used for the service provided. This would be 
considered in-shop supplies. See Backbar in the User's Guide. 
 

 In the Backbar field, enter the backbar amount for the service. 
 

- All employees will be charged the same amount for backbar. 
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5. Links 
 
If a service requires a particular product to be purchased, you may enter the ID of 
these products (up to three) in this section. When you add the service to a ticket, 
the product(s) you selected will be entered automatically. 
 

 
Enter the product ID if this service requires a purchase of a specific product. Up 
to 3 product ID's can be entered. See the Adding Products section of the User’s 
Manual for details on products. 
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6. Pre-paid Quantities  
 
For services that will not be used completely in one visit.  (For example: A salon 
package of five treatments or services.)  
 

 
 
 
Enter the Quantity Purchased and the Quantity Used during the visit. When a 
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7.  Commission Tab   
 

In the Commission Bonus field, type the amount of monetary compensation the 
employee will receive (or lose) for each sale in addition to the commission. The 
commission bonus is a monetary amount that is added to the employee's regular 
commission. The payroll section of the User’s Manual provides more information 
on how to setup payroll and employee's commission rates. 
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Add A Service Exercise 
 
To add a service, perform the following steps: 

1. From the Services screen, click the Add Service button . The Add 

Service window will appear. Click on the General tab . 
 
2. Enter the Service ID, description, price, and tax status of the service.  
 
For Service ID enter:  
Child HC  
 
Description: 
Children’s Haircut  
 
Price:  $15.00 
 
Click to place a check 
mark in the Taxable 
box. 
 
 
 
 
 
3. Enter the amount of time the service normally takes, in minutes. Processing 
time may or may not be selected. 
 

 
4. To use Service Category Color Codes 
on the Appointment Book, select a 
Category for the service.  
 
You may add additional categories by 
clicking the Edit button and then adding a 
new category by pressing the Add 
button. 
 
For this exercise, we will not be adding a 
category. 
 
Click the Save button. 
 
If you would like to do this in your Salon, 
continue with steps 5 – 9 if they apply. 
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5. If desired, click the Balances tab. When a service is sold, you may select from 
the following choices: 
 
• Don't change client's balance 
• Add to the client's balance (i.e. credit the business), or 
• Subtract to the client's balance (i.e. credit the client). 
 
6. If desired, click the Tanning tab. From the drop down menu for When a 
Service is Sold, select from the following choices: 
 
• Don't change client's remaining tanning time, 
• Add to the client's tanning time 
• Subtract from the client's tanning time. 
 
7. Click the Bonus & Backbar tab. Enter the backbar amount and commission 
bonus amount (if any). The commission bonus is the amount of money the 
employee will receive (or lose) for each service sold in addition to commission.  
 
8. Click the Links tab. Enter the product ID if this service requires a purchase of 
a specific product. Up to 3 product ID's can be entered.  
 
9. Click the Pre-paid Quantities tab. For services that will not be used 
completely in one visit, enter the quantity purchased and the quantity used during 
the visit. When a ticket is closed, the difference between the Quantity Purchased 
and the Quantity Used will be added to the client's balance of Pre-Paid Services. 
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Exceptions 
 

There are exceptions to some of the Products and Services information that you 
have already entered. If an employee(s) takes more or less time than the default 
length of time you selected to perform the service the exceptions feature will 
charge more or less to perform a service: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. From the Edit Service window, click the Exceptions button , 
next to Length of time or Price field. The Exceptions window will appear. 
 

2. Click the Add button . The Select Employee window will 
appear. 

3. Click to highlight the excepted employee and click Ok .  
The Enter Value window will appear. 
 
4. Enter in the number of minutes that the employee takes to complete the 
service or the price. Click Ok, then Ok, a second time. 
 
5. When adding/editing a ticket, the values entered will be used as the default 
when the employee(s) are selected. 
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Adding Clients 
 
Salon Iris allows you to maintain a record of your clients, along with their 
previous visits to your business, purchases, history, formulas, and photographs.  
Client information can be reviewed and printed to assist with appointments 
scheduled on tickets.  There are numerous tools that Salon Iris provides to assist 
your Salon in creating a positive experience for your clients. 
 
The following information on client’s can be stored in Salon Iris: 
 

 Customer name, first and last 
 Purchase history 
 Work, home, and cell phone numbers 
 Address 
 Gender 
 Birth date 
 Anniversary 
 Comments 
 E- Mail address 
 Picture 
 Referral 
 Balance: Is the amount the client has as credit or owes your business. 
 First and last employee to service client. 
 Category and Class: Is the location where you can store key words about 
the client. This "keyword" can then be used when generating mailing lists 
and reports. 

 Mailing: Informs you if the client should be included on mailing lists 
 File link: This allows you to keep a special word processor or spreadsheet 
file on your client. 

 No Show history: Record the client's history of failing to appear for 
scheduled appointments. A pop-up warning will then appear when you 
attempt to schedule new tickets for the client. The warning will show the 
history of not appearing for appointments. 

 Pop-Up Alert: Information entered on the Pop-Up Alert tab will pop up in a 
separate window when creating or editing a ticket for that client. 

 
 
 
 
 
 
 
 
 



 37 

From any Salon Iris main screen, click the Clients button  or select 
View/Edit Clients from the Clients drop-down menu. The Clients screen will 
appear showing a list of your clients. You may add new clients by pressing the 

Add Client  button .    
 

 
 
A Client Information window will then open for you to enter the client’s 
information in.  Use the Tab button on the keyboard or your mouse to navigate 
from field to field.  Enter the desired information into the appropriate fields. 
 
Once you start using Salon Iris, you may need to edit or delete client information. 
Below are the steps to make changes to your original client information. 
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Add a Client Exercise 
 

Click on the Client  button located on the Main toolbar.  Next click on the Add 
Client  button.  The Client Information window will open. 

 

 
 
For our example, we chose the client name of Kendall Smith . Please enter the 
following information in the proper fields. An example is shown above. 
 
Kendall Smith 
123 Main Street 
Anytown, MI  48523 
 
Home:  734-555-1212 
Work:  248-555-8989 
Mobile:  810-555-6767 
 
E-mail:  Me@internet.com 
Female, Lawyer 
Birthday September 23, 1967 
Primary contact will receive mailings 
 
When you have completed entering the information, click the Save button located 
in the lower right hand side of the screen. 
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Editing a Client 
 

To edit client information changes, such as address, telephone number, or 
formula history: 

1. Go to the Clients screen.  

2. Click on the client to be edited and click Edit Client.  The Edit 
Client Information screen will appear. 
 

 
 
3. Enter the revisions and click Save. 
 
Deleting a Client 

 
To permanently remove a client from the database, perform the following steps: 
 
1. Go to the Clients screen by clicking on the Clients  button.  
 
2. Click on Fred White .   
 
3. Click the Delete button located on the upper left of the Clients screen. 
 
4. Click the Yes button to permanently delete the client from the database. 
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Searching for Clients 
 

There will be many times that you need to look up client information.  There are 
two ways to search for clients: 
 
1. From the Client's screen, you may search for a client or list of clients according 
to name (or partial name) and/or city. All clients that meet the search criteria will 
appear in the Clients Table. 

2. The other option is to click on the Client Info button , which is located at 
the top of any Salon Iris main screen, then click on the Find by Name button 
located on the left-hand side of the screen (or just press F8 on your keyboard).  
 
This method allows you to search for a single client according to name (or partial 
name) and phone number and view his or her information. Since a photograph of 
the client is included in Client Information, this feature can also be used to 
confirm the identity of a client. 
 
 

 
 
 
 

 
To locate a client or clients by name or city (from  the Clients screen), 
perform the following steps: 
 
1. From the Clients screen, click the Search button located in the lower left-
hand corner of the screen. The List Clients by First and/or Last Name window 
will appear. 
 
2. Enter as little information about the clients as needed to define the search. 
For example, if you were to simply enter "Mary" as a first name, the search 
will produce a list of all clients named "Mary;" entering a first name of "M" and 
a last name of "Jones" will produce a list of all clients named "M. Jones." 
 
3. Note that leaving a field or fields blank causes the search to ignore the 
subject as criteria to search for. 
 
4. Click Ok. The Clients screen information field will update to show only the 
clients meeting the search criteria. 
 
5. To return to the full clients list, click Clear Search . 
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To locate a client using the F8 button on your keyb oard, perform the 
following steps: 
 
1. Press F8 on your keyboard. The Find Client screen will appear. 
 
2. Enter the client's first and/or last name and/or phone number. 
 
3. Click Ok or press Enter . 
 
4. If more than one client with the same name is found, the More Than One 
Client Found screen will appear. Double click on the client of interest, and the 
View a Client's Information screen will appear. This screen will show a 
complete current history of the client. Click Ok or press Enter when finished 
viewing information. 
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Adding an Employee 
 
The Employees screen shows the identification number, name, address, and 
telephone number for all of your business's employees. 
 
To add an employee, perform the following steps: 

1. From any Salon Iris main screen, click the Employees button . The 
Employees screen will appear, showing the identification number, name, 
address, and telephone number for all of your business's employees. 
 

2. On the Employees screen, click Add Employee . The Add an 
Employee Information screen will appear.   
 

 
 
 
3.  Enter the appropriate general information (name, phone number, social 
security number, address, city, state, zip code, date of hire, birth date, the last 
day of work, comments, gender, and email address) into the fields that apply. 
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4. If you would like to be able to display employees by category on the 
Appointment Book, select a Category  for the employee (For example:   
Technicians). You may create new categories by clicking the Edit  button next to 
the Category field and then click the Add  button to add a new category. 
 
5. If you would like custom notes for an employee to be displayed on the 
Appointment Book (For example: "No appointments after 4pm on Tues."), click 
on the Display Options tab and type the comment into the Show the following 
comment under this employee's name on the Appointment Book field. 
This comment will then be displayed on the Appointment book under the 
employee's name. 
 
6. Note that there are check boxes marked Public  next to the employee’s home 
telephone number and e-mail. Checking these boxes makes the information 
available to any business employee using your Salon Iris software. If checked, 
this public information may be viewed by the following steps: 
 

 From the Employees drop-down menu, select Show Employee Public 
Information. 

 
 The Employee Public Information screen will appear. You can view, copy 
to clipboard, save to a file, print, or close the information from this screen. 

     Display Options 
 
There are six check boxes on the Display Options tab, which allow the following 
options: 
 

 Active: This employee is currently active at the business. If you do not 
check this box, the employee will not appear on most screens. 

 
 This person is a booth renter. 

 
 Display an employee when performing a search for an open appointment. 

 
 Display an employee on the Scheduling screen. 

 
 Display an employee in the Appointment Book. 

 
 Display an employee on the Tickets Editing screen. 

 
 
Click the OK button when finished. 
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Adding Employees’ Schedules 
 
The Scheduling feature allows you to enter your employees' working schedules 
by hours and days off.  This information is extremely useful in scheduling 
appointments and when using the Salon Iris Appointment Book feature. 
 
Entering Schedules 
 
To enter each employee's schedule, perform the following steps: 
 

1. Click the Schedule button  located at the top of the screen. The 
Scheduling screen will appear. 
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2. Go to the Date field at the bottom of the Scheduling screen and select 
upcoming week, single date, or range of dates, from (start) to (end), using the 
drop down calendars to make date selections. 
 
 
 
 
 
 
 
3. The main portion of the screen looks like a calendar on the Scheduling screen. 
This will reflect the names of employees that you have selected for scheduling.  
 
4. In the row to the right of the first employee that is to be scheduled, click to 
highlight the date cell when the schedule is to start, then click on the  

Edit button  in the upper left portion of the screen. The Modify 
Schedule window will appear.  (You could also double click on the day you would 
like to enter a work schedule.) 
 
5. In the Modify Schedule window, click on the Start Information  box in the Add 
Time field and enter the employee's normal starting time. Note that if it is a 
morning starting time, you must enter AM or "a." Also, while even hour times may 
be entered as simply one number; minutes must be separated from hours when 
entering an incremental time.  
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6. Enter the employee's ending time and click on Add . The added starting and 
ending times will be shown in the field to the left. 
 
7. Continue adding start and end times until you have entered the employee's 
schedule for that day. Press OK when done. 
 
You can also set up a recurring schedule.  See the instructions below. 
 
You can add multiple start and ending times for an employee to reflect lunch 
hours or other time off. (For example, you might have an employee who works 
from 9:00 AM to 11:00 AM, then returns later to work from 4:00 PM to 6:00 PM.)  
 
To alter the order that employees appear in the Scheduling screen, click the 
Options button to change the order. 
 
 
Scheduling Days Off 
 
The Status field in the lower portion of the Modify Schedule window is used to 
enter the employee's working schedule; entries in this field will be reflected by a 
color code in the Scheduling screen. You can color code various reasons that an 
employee may have a day off.  Color codes include:  Regular Day Off, Vacation 
Day, Illness, Personal Business, and Other Reason.  The color coding allows you 
to conveniently customize your employee schedule and increases viewing ease. 
 
 
 
 
 
 
 
 
To make Status  field selections: 
 
1. Set the Date field at the top of the Modify Schedule window to the correct date. 
Use the down arrow to the right of the date field to access the drop down 
calendar, and click on the desired date. 
 
2. To enter a schedule, click on the desired employee date cell on the scheduling 
screen and click the Edit button. The Modify Schedule window will open at that 
date. 
 
3. Select the desired option in the Status  field, and click OK. You will be returned 
to the Scheduling screen with the color coded status displayed. 
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Scheduling Recurring Schedules 
 
To schedule an employee's recurring schedule, perform the following steps: 
 
1. From the Scheduling screen, click the first date cell to the right of the 
employee, and then click Edit . The Modify Schedule window will appear. 
 
2. In the Status  field, select Working , and then click the Recurring button in the 
upper right-hand corner of the screen. The Recurring Dates window will appear. 
 
3. Click the Add Multiple Dates button. The Add Multiple Dates window will 
appear. 
 
4. Click on the box under Start, in the Range of Recurrences  field, located in 
the upper left portion of the window, and enter the schedule starting date. 
 
5. Note, when this window is opened, all of the information fields will contain 
carryover information from the last time an entry was made.  You can disregard 
these settings. 
 
6. In the Range of Recurrences  field, enter your selection for end. Assuming the 
employee works a weekly schedule, you might enter a specific number of 
recurrences (weeks) to be scheduled, or use the date field end selection. 
 
7. In the Recurrences  field, in the lower left-hand portion of the window, select 
Weekly . 
 
8. In the Weekly  field, to the right of the Recurrences  field, click on the days of 
the week that the employee works. 
 
9. Click OK. The Recurring Dates window will appear with a list of dates that are 
being scheduled. 
 
10. Click OK. You will be returned to the Scheduling Screen containing the 
revised schedule. 
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Scheduling Common Days  – think holidays…  
 
Salon Iris has a feature that simplifies scheduling days, such as holidays, which 
are common to multiple employees. To use this feature, perform the following 
steps: 
 
1. In the Scheduling screen, click to highlight the common date cell for one 
employee. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Click on the Copy button  located on the left-hand side of the 
screen. 
 
3. Click to highlight a date cell for another employee (or click and drag for 
multiple employees). 

4. Click the Paste button . The information will be added to the 
other employee's schedule. 
 
Salon Iris provides you with flexibility in printing schedules.  If you would like a 
print version of employee's schedules, you can select the print option and choose 
which employee's schedules you would like to print.  You can also print the 
schedule for a single employee over a defined range of dates.    
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Tickets  
 
 

The Tickets portion of your Salon Iris program tracks all of the day to day 
operations of your business. Tickets contain information on scheduled 
appointments and a complete history of previous appointment activity.   

Tickets are located under the Ticket button  on the Main Toolbar.  This will 
open the main Ticket Information window pictured below. 
 

 
 
There are three ticket information screens used in Salon Iris: 
 
1. The Open Ticket Information  screen contains a list of appointments (and 
products) that are scheduled, but not performed. Today’s unclosed and all future 
scheduled appointments would be found on the Open Ticket Information screen. 
The Open Ticket Information screen is the default screen for Salon Iris.   The 
program will always open on that screen. 
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2. The Closed Ticket Information  screen is identical to the Open Ticket 
Information screen, except it contains only closed ticket information. Closing an 
open ticket moves it to the Closed Ticket Information screen database. 
 
3. The Ticket Information  screen is opened when an appointment is made and 
is normally accessed from the Open (or Closed) Ticket Information screen. It 
serves numerous purposes: 
 

 It contains the appointment scheduling information. 
 It details products and services associated with the specific appointment. 
 It tracks all personnel, costs, taxes, discounts, coupons, and gift 
certificates associated with the appointment. 

 It tracks payment information and calculates change. 
 It may be printed as a customer receipt. 

 
 
Ticket Information Display 
 
All tickets in your database are displayed in the center of the Open Ticket 
Information screen. The open or closed status is determined by the Status 
function, located in the lower right side of the screen. 
 

 Open tickets describe products and services scheduled, in progress or not 
yet completed. 

 
 Closed tickets describe actions completed and paid for. 

 
The default ticket information display includes the following information: 
 

1. ID, a number that is automatically assigned when a new ticket is added.  
2. Date of the scheduled appointment. 
3. Description and price of the scheduled service. 
4. Start, the scheduled time of the appointment. 
5. First name of the client. 
6. Last name of the client. 
7. Gift certificate amount, if applicable. 
8. Employee, the employee scheduled to perform the service. 
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Ticket Information 
 
Ticket Information Fields Assignment Information Fi eld 
 
The Assignment Information field is located in the upper left corner of the Ticket 
Information screen. Salon Iris will have assigned a ticket ID number and it will 
show the status as open. 
 
To complete the Assignment Information field, perform the following steps: 
 
Enter the scheduled date in the box to the right of Scheduled. There will be a 
default date in this field you can override in three ways: 
 

1. Type the date directly in the information box. 
 
2. Use the down arrow on the right side of the box to access a pull- down 
calendar for date selection. 
 
3. Use the Select Default Date button to the right of the Scheduled field. 
This button will produce a default date on the New Tickets window with 
these choices: 

 
 Today's date 
 Tomorrow's date 
 Last date entered (with field showing date) 
 This date (with field and drop-down calendar for selection) 

 
Note: The default date setting can be a time-saver in making ticket entries. You 
can, for example set the default for Today in the morning when there are open 
times available, then change to Tomorrow, or the next day that the shop is open 
as the day progresses and times become unavailable. 
 
Move to the Referral field and click the down arrow to the right of the Referral 
field to reveal the referral options menu. The four default referral choices are: 
 
1. Request, where a previous customer is returning with a request for a specific 
employee (top on the list, making it the default field name in the initial setup). 
 
2. New, a new customer with no specific employee request. 
 
3. New request, a new customer requesting a specific employee. 
 
4. Transient, a customer visiting the shop on a one- time basis. 
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Note: This list can be customized to include different or additional options by 
accessing the drop-down menu under Tickets on the top line of any main Salon 
Iris screen. From that menu, you may add or remove referrals, edit names, 
modify order of presentation or put a blank at the top of the list. 
 
Special Hint: Putting a blank at the top of the list causes some windows to open 
with a blank default setting, forcing the operator to make a specific entry before 
closing the window; this eliminates the problem of default settings being ignored, 
and therefore inadvertently entered as correct. 
 
 
Client Information Field 
 
The Client Information field is located in the upper center right of the Ticket 
Information screen. Note that Salon Iris will have entered the client's ID number 
and name. This field is useful in adding new tickets, as it allows you to look up 
previous appointment information to determine client history and preferences.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
For example, you could look under Purchases to determine what hair 
conditioner the client normally purchases. Note that Salon Iris will have assigned 
the client ID number and name. 
 
To access Client Information click on one of the four button options: 
 
1. Purchases 
2. View Information 
3. Edit Information 
4. Formula History 
 
No Show Button 
If a client does not appear for a scheduled appointment, open the client's ticket 

and click on the No Show button  in the upper left corner of the ticket. 
The ticket will be closed and the No Show will be recorded in the client's history. 
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Confirmed 
 
The Confirmed field is located at the lower left corner of the Ticket Information 
screen. This field identifies the person or method used to remind a client of an 
upcoming appointment.  
 
To use this feature, perform the following steps: 
 
1. Click on the down arrow to the right of the entry field. This will produce a drop 
down field that is initially set with the following choices: 
 

 (blank) 
 Phone (Direct) 
 Phone (Answering Machine) 
 In Person 
 E-Mail 

 
2. Click on your choice of entry from the drop down field, or edit the selection to 
add another choice. 
 
Note: You may edit, add, delete, or re-order the Confirmed field options. 
 
 
Created 
 
The Created field is located at the lower left corner of the Ticket Information 
screen. This field identifies the source of the ticket, which may be the person who 
initiated it, or the method of entry. To use this feature, perform the following 
steps: 
 
1. On the open ticket, click on the down arrow to the right of the entry field. This 
will produce a drop down field that is initially set with the following choices: 
 

 (blank) 
 Main Desk 
 Walkup 
 Employee's name 
 Phone In 

 
2. Click on your choice of entry from the drop down field, or edit the selection to 
add another choice. 
 
3. To edit the selection, click on the Edit button. This will produce the Created By 
Types window showing your current entry choices. 
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Note: The top entry in the list of choices in the Created By Types window will be 
the default entry on your Ticket Information Screen. 
 
 
Edit Change Type 
 
To edit or add change types, from any main Salon Iris screen, perform the 
following steps: 
 
1. From the Tickets drop-down menu at the top of your screen, select Change . 
 
2. Click the Add button to add in the change type. 
 
3. Click OK when finished entering the new change type. Your revised choices 
will appear in future Ticket Information 
 
 
Tender 
 
The Tender field is located in the center bottom portion of the Ticket Information 
screen. It contains the following three information boxes which track the method 
of payment offered by the client/payee: 
 

 Type, the type of payment offered. 
 Comments, if any. 
 Tender, the amount offered by the client/payee. 

 
To make entries in the Tender field, perform the following steps: 
 
1. On the open ticket, click on the down arrow to the right of the Type box to 
reveal the drop down payment type options list. 
 
2. Click on the appropriate type description. To edit or add Type selection, see 
Edit Payment Type in the User's Guide. 
 
3. Click on the Comments information box and enter any comments. 
 
4. Click on the Tender information box and enter the amount tendered. (For 
example, if the customer presents a $50 bill for payment, enter $50.) 
 
Note: After the above entries are made in the Tender field, both Tender and 
Change will be displayed in the Totals field, to the right. 
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Edit Payment Type 
 
To edit or add payment types, from any main Salon Iris screen, perform the 
following steps: 
 
1. From the Tickets drop-down menu at the top of your screen, select Edit List, 
then choose Payment . 
 
2. Click the Add button to add in the payment type. 
 
3. Click OK when finished entering the new payment type. Your revised choices 
will appear in future Ticket Information screen Tender field. 
 
 
Adding a Ticket 
 
To add a ticket, complete the following steps: 
 
1. Click the Tickets button/icon. 
 
2. Click the Add Ticket button in the left column. 
 
Note: If ticket voiding is enabled, when adding a ticket, the Cancel button does 
not appear. You must press the Void button to cancel the ticket. 
 
 
Editing a Ticket 
 
To edit a ticket, execute the following steps: 
 
1. Click the Tickets button/icon. 
 
2. Click on the ticket that is to be edited, then click the Edit Ticket button. 
 
3. Or, double click on the ticket that is to be edited. Either of the above will 
produce the Ticket Information screen. You may now edit or add to any of the 
following areas: 
 

General Fields These include the following fields: 
 

 Assignment Information field 
 List of products and/or services on the ticket 
 Client Information field 
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Gift Certificates: The Redeem Gift 
Certificate field is located in the lower 
left hand corner of the Ticket 
Information screen. This would be 
utilized when a client uses a gift 
certificate to pay for a portion or all of 
their products and/or services. 
 
Coupons: The Redeem Coupon field 
is located in the lower left hand 
corner of the Ticket Information 
screen. It is used when a client 
presents a coupon to pay for a 
portion or all of the products/services 
purchased during their visit. 
 
Created: The Created field is located in the lower left hand corner of the Ticket 
Information screen. This field identifies the source of the ticket, which may be the 
person who initiated it, or the method of entry. 
 
Confirmed: The Confirmed field is located at the lower left hand corner of the 
Ticket Information screen. This field identifies the person or method used to 
remind a client of an upcoming appointment.   
 
 
Scheduling Recurring (Standing) Appointments 
 
Salon Iris enables you to schedule recurring appointments when scheduling a 
ticket. To schedule a recurring appointment, perform the following steps: 
 
1. From the Ticket Information screen, click the Recurring Appointment button, 
located to in the upper left hand portion of the screen, to the right of the 
Scheduled field. The Recurring Dates window will appear. 
 
2. Click the Add Multiple Dates button. The Enter Multiple Dates window will 
appear. This window has two major fields: 
 

 Range of Recurrence, with options for setting start and end dates. 
 

 Recurrences, with options for scheduling daily, weekly, or monthly 
intervals. There is also a secondary field to the right of the Recurrences 
field that will change with your recurrences selection. 
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3. While in the Enter Multiple Dates window, click on the box under Start, in the 
Range of Recurrences field, located in the upper left hand portion of the window. 
You may enter your choice of starting date directly, or use the down arrow to the 
right of the field will reveal a drop-down date menu for start date selection. 
 
4. While in the Add Multiple Dates window, enter your selection for End, under 
Range of Recurrences: 
 

 To have the schedule end after a specific number of appointments, click 
on the circle to the left of End after, and enter a number in the appropriate 
field. 

 
 To end on a specific date, click on the circle to the left of End after, and 
enter a date in the appropriate field. You may enter your choice of date 
directly, or use the down arrow to the right of the field will reveal a drop-
down date menu for end date selection. 

 
5. While in the Add Multiple Dates window, enter your choice of schedule 
interval, under the Recurrences field, in the bottom left portion of the window: 
 

 To schedule the appointments in intervals of a specific number of days, 
click on the circle to the left of Daily. This will cause the heading for the 
field to the right to change to Daily and produce a field for entry of the 
desired interval in days. 

 
 To schedule the appointments in intervals of a specific number of weeks, 
click on the circle to the left of Weekly. This will cause the heading for the 
field to the right to change to Weekly. Enter the number of weeks desired 
between appointments in the box to the right. Click to check the box to the 
left for the desired day of the week schedule. 

 
 If you would like to schedule the appointments in intervals of a specific 
number of months, click on the circle to the left of Monthly. This will cause 
the heading for the field to the right to change to Monthly. 

 
6. When you have completed the entries on the Add Multiple Dates window, click 
OK. 
 
7. A ticket with recurring appointments should be scheduled via the 
Schedule/Leave Open button or the Check Out/Close & Rebook Button. 
 
Warning: Do not enter press Check Out/Close button to close a ticket when 
the ticket includes recurring appointments or the a ppointments scheduled 
on recurring dates will be scheduled as closed tick ets. 
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Searching for Tickets 
 
Searching by Client's Name 
 
You can search for tickets, by a clients' name, from the Search for Tickets field, 
located in the lower left portion of the Ticket Information screen.  
 
Included in this field is the following information: 
 

 First Name 
 Last Name 
 Employee 
 Ticket description 

 
 
 
Note that it is extremely important, when conducting this search, that the fields 
for Date, Display Type, and Status be appropriately set.  
 
To search from the Search for Tickets field, perform the following steps: 
 
1. Click on the Employee field box. A drop-down list of employees will appear. 
 
2. Click on the appropriate employee. If you are not sure of employee choice, 
click on All . 
 
3. Click the Search button. The Search screen will appear. 
 
4. Enter the requested first name, last name, or ticket description information.  
It is not necessary to enter complete names; first name or last name or partial 
names will suffice to conduct the search. To clear all fields, click the Clear 
button. 
 
5. Click the OK button to complete the search or press the Enter key. This will 
initiate the search and return you to the Ticket Information screen. If more than 
one ticket is found, then all tickets will be displayed in the Ticket Table. 
 
6. To view a ticket, refer to the Editing a Ticket section for detailed information. 
 
7. To clear the search and set defaults to all, click the Clear Search button. 
 
Hint: If your search does not produce the expected results, check your settings 
for the Date, Display Type, and Status.  
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Searching by Ticket Number 
 
You can search for tickets by number from the Find Ticket field, located in the 
lower left hand side of the Ticket Information screen.  
 
To search by ticket number (ID), perform the following 
steps: 
 
1. Click on the ID number box. (Or double click to clear) 
 
2. Type the appropriate ticket identification number and 
press enter. 
 
 
View, Print, Delete: Recent tickets 
 
You can view, print, or delete the last tickets viewed by choosing a ticket from the 
Recent  field drop down menu, located in the lower left hand corner of the Ticket 
Information screen. 
 
 
 
 
 
 
 
 
1. Click the View button to view the last ticket viewed. 
 
2. Click the Print button to print the last ticket viewed. 
 
3. Click the Delete button to delete the last ticket viewed. 
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Closing a Ticket 
 
A ticket is closed after the product, service, coupon and gift certificate, and 
tender (payment) information has been completed. To close the ticket, click on 
the Check Out/Close button. 
 
Recurring Appointments : If you have scheduled 
Recurring Appointments through the ticket, you 
should press the Check Out/Close & Rebook button 
instead of the Check out/Close button. 
 
Note: Once a ticket is closed, it will appear in any 
totals (sales) reports that are performed. See Reports 
for more information. Due to payment not being 
received, open tickets are not included in total sales 
reports. 
 
Warning: Do not enter press Check Out/Close button to close a ticket when 
the ticket includes recurring appointments or the a ppointments scheduled 
on recurring dates will be scheduled as closed tick ets. 
 
 
Editing a Closed Ticket 
 
Salon Iris allows you to edit a ticket once it is closed. To edit a closed ticket, 
perform the following steps: 
 
1. From the Tickets table, double click on the closed ticket, so you can view it. 
 
2. Select the Edit button on the ticket. Make the appropriate changes. 
 
3. Click the Save Changes button. 
 
Note: You can control whether or not closed tickets can be edited. See the 
Options section for more information. 
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Reopening a Closed Ticket 
 
Salon Iris allows you to reopen a ticket once it is closed. To reopen a closed 
ticket, complete the following steps: 
 
1. From the Tickets table, double click on the closed ticket, so you can view it. 
 
2. Select the Edit button on the ticket. 
 
3. Click the Reopen button. The ticket will be reopened. You can now treat the 
ticket as an open ticket. 
 
Note: If you reopen the ticket, any products sold and commissions calculated will 
be added to the database for the reopened ticket. Tax settings will also be 
updated to the latest settings for the reopened ticket. 
 
Note: You can control whether or not closed tickets can be edited.  
 
 
Sorting Tickets 
 
The ticket display information may be sorted by date, status (open or closed), 
type, or by any column (use Customize view by right clicking the mouse in the 
Tickets table). 
 
 
Displaying By Date 
 
The Date field is found in the lower area of the Ticket Information screen. Click 
on the circle to the left of any of the following choices to display your database by 
that format: 
 

 Today's tickets 
 Tomorrow's tickets 
 Yesterday and before (carryover) 
 Range 
 Single date 
 All dates 
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Displaying By Type 
 
The Display Type field is found in the lower right hand portion of the Ticket 
Information screen. The Display Type field allows you to select a full, 
abbreviated, or merged file format. Click on the circle to the left of the following 
two choices to display your database by that format: 
 
1. Detailed will show ID, date, description, start time, first name, last name, 
employee, tender type 1, total, and status. 
 
2. Summary will display ticket ID, status, date closed, last name, first name, total, 
and tender type 1. 
 
The selection of Summary will run much faster on your computer than the 
alternative Detailed selection. 
 
 
Displaying By Status 
 
The Status field is found in the lower right hand area of the Ticket Information 
screen. Click on the circle to the left of the following four choices to display your 
database by that format: 
 
1. Open: Displays tickets for appointments scheduled, but not completed. 
 
2. Closed : Displays tickets for products that were completed and paid. 
 
3. Voided : Displays tickets that were voided. 
 
4. All : Will include open, closed, or voided tickets. 
 
 
Displaying By Picture 
 
The Picture field is found in the bottom- right area of the Ticket Information 
screen. Click on the checkboxes to the left of the following two choices to display 
your database by that format: 
 
1. Must have before, which will display tickets for clients with a "before service 
was performed" picture. 
 
2. Must have after, which will display tickets for clients with an "after service was 
performed" picture. 
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Client Information 
 
The Client Information field allows you to view the client's ID number, name, and 
allow you to view past purchases, view or edit information and view formula 
history. The Client Information field, located in the top, right- center portion of the 
Ticket Information Screen displays the ID and Name of the client, and contains 
four buttons for additional information choices: 
 
1. To view client information, click the View Info button. The View a Client's 
Information screen will appear.   This window will provide access to Edit Client, 
Upcoming Appointments and History, and Formula History. 
 
2. The Contact Information field contains the client's ID, name, including phone 
numbers. The Status field displays the client's balance and remaining tanning 
minutes (if any). The History field contains information on last employee to 
service client, total number of visits, total amount of money spent, birth date, and 
the dates of the first and last visits. 
 
3. Click the OK button to return to the Ticket Information screen. 
 
4. To view purchases, click on the Purchases button. The View Previous 
Purchases screen will appear. The View Previous Purchases contains four tabs: 
Upcoming Appointments, Previous Products, Previous Services, and Previous 
Other. Click the OK button to return to the Ticket Information Screen. 
 
5. The Picture field displays the client’s picture, if available. 
 
6. To edit client information, click the Edit Info button. The Client Information 
screen will appear. The Client Information screen contains five tabbed pages: 
 

 Contact Information 
 History 
 Discounts 
 Balance 
 Tanning 
 Picture 

 
7. Click the Save button to return to in the Ticket Information screen. 
 
8. To view or print formula history, click the Formula History button. The 
Formula History for (Client) window will appear. From this window you may do 
any of the following manipulations: 
 

 Edit or add to the formula history 
 Click on the Print button to print the formula history. 
 Click the OK or Cancel button to return to the Ticket Information screen. 
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Deleting a Ticket 
 
What is the difference between a voided and a deleted ticket? 
 
A voided ticket will not appear in any business totals or payroll reports, but a 
record of it will be tracked. 
 
A deleted ticket is permanently removed from the Salon Iris database. Just like a 
voided ticket, no deleted ticket information appears in payroll or totals reports. 
However, no record of the deleted ticket is kept. 
 
To delete a ticket, perform the following steps: 
 
1. From the Ticket Information screen, click on the ticket that is to be deleted. 
 
2. Click the Delete button, located at the left of the Ticket Information screen. 
The Are You Sure? screen will appear. 
 
3. Click the Yes button to permanently delete the ticket from the database. 
 
Please note that you can not recover a ticket after it has been deleted. Once it is 
deleted, it is gone forever. See the Tickets Options section of this User's Guide 
for instructions on settings for deleting, voiding, editing, and reopening tickets. 
 
 
Voiding a Ticket 
 
What is the difference between a voided and a deleted ticket? 
 
A voided ticket will not appear in any business totals or payroll reports, but a 
record of it will be tracked. 
 
A deleted ticket is permanently removed from the Salon Iris database. Just like a 
voided ticket, no deleted ticket information appears in payroll or totals reports. 
However, no record of the deleted ticket is kept. 
 
 
To void a ticket, perform the following steps: 
 
1. From the open ticket, press the Void button. Information recorded on the ticket 
will not appear in totals or payroll reports, but a record of the voided ticket will be 
kept. 
 
2. You can view all tickets that were void by selecting Void in the Status field on 
the Tickets screen. 
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Printing or Viewing Last Ticket 
 
You may also print (or view) the Last Ticket Viewed from the Open (or Closed) 
Ticket Information screen by clicking the Print button in the Recent section. 
 
 
Printing Tickets 
 
To Print open or closed tickets, perform the following steps: 
 
1. From the Open (or Closed) Ticket Information screen, select the appropriate 
settings in the Search for Tickets, Date, Display Type, Status and Picture fields.  
 
2. If you wish to print a single ticket, click on any portion of that ticket's 
description line. If you wish to print multiple tickets after they are sorted, highlight 
the applicable rows. 
 
3. Click the Print button. A menu of the following two choices will appear: 
 

 Single Ticket Per Page: this will print a single ticket per page. 
 

 Multiple Tickets Per Page: this option will print the information as 
displayed in the Open (or Closed) Ticket Information screen. 

 
4. Make the appropriate Print Selections and press Print . 
 
Hint: It is very useful to print each day's open tickets. Copies containing various 
items of Client Information, including Today's Service, Previous Products and 
Services Purchased, Formula History, and Client Photographs, if available, may 
then be distributed to the scheduled employees. 
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Editing a Client's Balance 
 
A "tab," or balance due, may be created for a client. 
This is performed by using the Special button, 
located at the lower right hand corner of an open 
ticket.  
 
 
An example of when you would use the Special button is to Add Balance to 
Client's Tab & Close Ticket .  This option appears after you click on the special 
button and move your pointer over the Client Balance option on the menu.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This is a great feature. You can change the price for a service to $0.00 and the 
“Commission Based On” to the normal price.  This way your employee receives 
the correct commission that is due.   
 
For example, your Salon has a client that originally had a service provided by 
Stylist A for $75.00.  A week later the same client calls in and is not satisfied.  
The client wants Stylist B to redo the service for free.   
 
To set up the ticket you would do the following: 
 
1.  Select Stylist B for the first line of the ticket and then Stylist A for the second 
line  
 
2.  Select the appropriate ID for each line (the $75.00 service)  
 
3.  Adjust the price for each service to $0.00 Change the Commission Based On 
for Stylist B to $75.00  
 
4.  Change the Commission Based On for Stylist A to -$75.00 
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Adding to a Client's Balance 
 
To add to a client's balance, perform the following steps: 
 
1. From an open ticket, enter the appropriate product(s) and/or service(s). 
 
2. Click the Special button, located at the lower right hand corner of an open 
ticket. Then, click Client Balance from the pop-up menu. 
 
3. Select Add Balance to Client's Tab and Close Ticket . 
 
4. A confirmation screen will appear. Select the Yes button to update the client's 
balance accordingly. 
 
5. The amount will be added to the client's balance. You can view the balance 
from the Client  Balance tab from the client information.  
 
 
Client Paying His/Her Tab 
 
Salon Iris makes it easy for a client to make a payment toward his/her tab, or 
balance owed to the business. To have a client make a payment toward his or 
her tab: 
 
1. From an Open Ticket, click the Special button, located at the lower right hand 
corner of an Open Ticket. 
 
2. Then, click Client Balance from the pop-up menu. 
 
3. Select Credit Client . The Enter Credit Amount screen will appear. 
 
4. Enter the amount to credit the client and press Ok. The amount to credit the 
client will immediately be added to the Open Ticket and to the client's information 
profile. 
 
5. Enter the Tender amount, or the amount received from the client in the 
appropriate field. 
 
6. Press the Check Out/Close button. 
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Returns 
 
Salon Iris can accommodate product returns. When a customer returns a 
product, you may select whether the quantity in stock should be increased by the 
quantity returned. To process a return, follow the steps below: 
 
1. Create a new ticket for the client who wishes to perform the return. 
 
2. In the first row, first column of the grid, select an employee. The employee you 
select will lose commission for the item being returned. If you do not wish any 
employee to lose commission, select the “(none)” employee. 
 
3. On the ticket, enter the ID of the product (double click in the ID column for that 
quick look-up) that is being returned. 
 
4. If the product will be returned to inventory, in the Type column, change the 
type from “P” to “R – Return (Add to inventory) .” 
 
5. If the product will not be returned to inventory, in the Type column, change 
the type from "P" to "D - Return (DO NOT add to inventory)." 
 
6. Repeat steps 2-5 for each additional item being returned. 
 
7. Enter “0” for the tender amount. 
 
8. If you are giving the client currency for the return, go to Step 9. If you are 
giving the client credit on his or her balance, go to Step 10. If you are crediting 
the client's credit card, go to Step 12. 
 
9. The Change amount should now be the sum amount of the item(s) being 
returned plus tax (if applicable). After verifying this is the amount the client should 
be given, give the client this amount in the appropriate form (cash, credit, check, 
etc). Select this form in the Change  type. 
 
10. Press the Check Out/Close button. 
 
11. If you are crediting the client's balance (tab), see the Client Tab or Balance 
Due section (page 61) and begin at Step 2 for instructions. 
 
12. To credit a client's credit card, press the Card button located below the 
Refund Type box that has appeared in the Totals area. You cannot use the Card 
button located next to the Tender box under the Tender  heading to process a 
credit card return. Swipe the client's card in the usual matter to process the 
refund. 
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Appointment Book 
 
The Salon Iris Appointment Book feature allows you to maintain a visual 
appointment book of your scheduled services and previous sales. This is a very 
useful and time saving tool.  Within a couple of clicks, you can view employee’s 
schedules to determine availability as well as manage the tickets.  
 
Appointment Book Display 
 
The Appointment book allows you to do all of the fo llowing: 
 

 View the schedule of any employee (if that employee was scheduled in 
the Appointment Book). 

 View ticket numbers and times assigned to the employees. 
 Assign new tickets to available employees in open time slots. 
 Add, edit, print, and delete tickets. 

 
 
Different Views: 
 
The appointment book can be displayed in two different views.  The views are 
the Detailed view or the Summary view. You can switch between the two formats 
by clicking on the Detailed  or Summary  controls towards the upper left-hand 
side of the appointment book screen.   
 
 
 
 
 
 
In the Detailed view, you cannot see whether you have overlapping tickets for a 
given time. If you attempt to edit a ticket that is overlapping another ticket for the 
selected time, you will be prompted to select which ticket to edit. 
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Detailed View  
 
The Detailed view allows you to see a large amount of detail for single or multiple 
days. This is the best view to use when you want to see a lot of detail. To change 
the number of days displayed, select the number of days you wish to view in the 
"Number of Days" drop-down menu, which is located on the left side of the 
Appointment Book screen.  
 

 
With the Detailed screen, you can view some or all of the following items: 
 

 Employee name 
 Employee schedule 
 Start and end time for each ticket 
 Status of the ticket (open or closed) 
 Ticket number 
 Overlapping tickets (for more than one service scheduled at the same 
time) 

 Client name 
 Client home and/or work telephone number 
 Employee who created ticket 
 Employee who confirmed ticket 
 Service(s) to be performed 
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Summary View  
 
The Summary view also allows you to see more than one day at a time but 
contains fewer facets than the Detailed view. This is extremely useful to see a 
quick overview of several days or find a time when an employee has no client 
bookings.  
 

 
 
 
With the Summary view, you can view some or all of the following items: 
 

 Employee name 
 Employee schedule 
 Start and end time for each ticket 
 Status of the ticket (open or closed) 

 
Reminder: You cannot view the ticket number, name of the client, or service(s) to 
be performed on the summary view. 
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Viewing Employee Categories 
 
You may also customize the Appointment Book by displaying employees by 
Category. To display by Category, select the Category of employees you would 
like displayed from the Show Employees dropdown menu on the left-hand side 
of the Appointment Book. 
 
For example, to display the schedules of only the employees scheduled to work 
that day, select "Only Working" from the Show Employees menu. When "Only 
Working" is selected, employees not scheduled to work that day will not appear 
on the Appointment Book. 
 
 
 
 
 
Accessing the Appointment Book Screen 
 
The Appointment Book screen can be opened by clicking on the Apt Book 

button  at the top of any Salon Iris main screen. 
 
 
Viewing and Editing a Ticket from the Appointment S creen 
 
To view and edit a ticket from the appointment 
screen, click to highlight the ticket or date of 
interest, and then click the Edit Button on the 
left side of the screen.  
 
The Ticket Information screen will then appear. 
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Adding an Appointment 
 
Adding a Ticket from the Appointment Book Screen 
 
From the Appointment book screen (Detailed or Summary view), you can add a 
new ticket by performing the following steps: 
 
1. If you are adding a ticket for an employee with no other tickets booked for that 
time, double click on the open (Green) area in the appropriate Time/Employee 
field. If you are adding a ticket for an employee who already has a ticket 
scheduled for that time, single click on the appropriate 
Time/Employee area, and click the Add Appointment button 
on the left side of the screen. 
 
2. The Find Client window will appear.  
 

 
 
Enter the name of the client you are adding. If you don't know the client's name 
or don't wish to create a new client, simply push the Walk In button. 
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Setting an Appointment Exercise 
 

1.  Click on the Appointment Book button  to open the Appointment 
window. 
 
2.  When the Appointment window opens, make sure that the Summary option is 

selected .  
 
3.  Double click on Sandy Sheldon  for a haircut appointment with Kendall at 
1:00.   
 

 
 
 
4.  This will open an 
information dialog box.  It 
will explain that you are 
about to create a new 
ticket.   
 
Click OK. 
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5.  The Find a Client Window will open.  You can search for a client by any of the 
fields available.  For this exercise, click in the First Name  field.  Enter Kendall . 
 

 
 
Click the OK button located on the lower right hand side of the dialog box. 
 
The Ticket Information window, as shown below, will open. 
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6.  Double click in the purple field  located in the ID column .  This will allow you 
to look up the product or service that Kendall is requesting. 
 

 
 
7.  Double click on Haircut . 
 

 
 
The screen will now show the employee Sandy Sheldon scheduled for a Haircut 
appointment with Kendall at 1:00.   

8.  For this example click on the Schedule Leave open button  
located on the lower right-hand side of the dialog box. 
 
In the picture below, note the open ticket at 1:00 for Sandy Sheldon. 
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Checking a Client In 
 
To check a client in, perform the following steps: 
 
1. Open the Kendall’s  scheduled ticket, and click the Check Customer In button 

.  To return to the main screen, click on the 
Schedule/Leave Open button. 
 
2. The client is now checked in. They will appear as a checked in client in the 
appointment book. 
 

 
 
No Show Button 
 
If a client fails to appear for a scheduled appointment, open the client's ticket and 

press the No Show button  in the upper left corner of the ticket. The 
ticket will be closed and the No Show will be recorded in the client's history. 
Closing Appointments and Product Sales 
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To close a sale in Salon Iris, you must first, bring up the ticket you would like to 
close or create a new ticket with the appropriate products and services.  We 
opened the ticket by checking the client in.  You could also double click on the 
appointment you just created for Kendall Smith.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1.  Select the tender type in the Type drop-down menu. 
 
 
 
 
 
 
 
 
 
 
 
 
2.  Enter the amount paid in the Tender  field.  In the example above, the client 
owed $16.00.  The client paid $16.00 in cash. 

3.  Press the Check Out/Close button.  
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Rescheduling Appointments 
 
Dragging and Dropping Appointments  
 
With Salon Iris it is easy to edit the date, time, or employee listed on a ticket by 
utilizing the drag and drop feature. 
 
 
To move a ticket for the same day, perform the foll owing steps: 
 
1. With your mouse pointer positioned on the ticket you wish to edit, click and 
hold down your left mouse button. 
 
2. While continuing to hold down the left mouse button, drag the appointment into 
the column of the new employee or to the new time. 
 
3. Release the left mouse button to schedule the ticket at the new time or with 
the new employee.  
 
 
To move a ticket to an entirely new date, perform t he following steps: 
 
1. While holding the left mouse button down, drag the ticket off the Appointment 
Book to the calendar and position your pointer on the date when the appointment 
will be scheduled. 
 
2. While continuing to hold down the left mouse button, pause over the new date 
on the calendar. The Appointment Book will change to the new date. When the 
Appointment Book has stopped on the new date, while continuing to hold the left 
mouse button down, move your pointer to the appropriate employee and time. 
 
3. Release the left mouse button to move the ticket. 
 
4. The ticket will now appear on the Appointment Book on the revised date, time 
and employee. 
 
 
Deleting an Appointment 
 
1.  To delete an appointment, highlight the appointment you would like to delete 
in the appointment book. 
 
2.  Click on the delete button and the appointment is deleted. 
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Clients 
 

Client and Sales Tracking 
 
It is easy to track purchases for each client in Salon Iris. The purchases can be 
found under the Client Information  button located on the Main Toolbar.  The 
Client Information window will open as shown below.  
 

 
 
Click on the Purchases  button located on the lower left-hand side of the screen.  
 This will open the View Previous Purchase and Transactions window. 
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Being able to track client purchases is a valuable tool.  The client sales and 
tracking screens can assist with marketing, ordering, and customer service just to 
name a few.  The View Previous Purchases and Transaction window contains 
five different tabs.  The first tab is Upcoming Appointments  as shown on the 
previous page.  Upcoming Open Tickets are shown for the client.  In this screen, 
you are able to print information, refresh, delete tickets, view/edit tickets, add a 
ticket, and create/view formula history. 
 
The second tab is the Previous Products .  This screen will show the products 
that the client has purchased.  Again, you have the same options available to 
adjust tickets or print information. 
 

 
 
In the lower left-hand side of the screen, there is a field where you can adjust the 
amount of tickets you would like to view.  To change the number of tickets click in 
the field Show up to ______ tickets.  Type in the number of tickets you would 
like to view.  Press Enter on the keyboard to proceed. 
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The third tab is Previous Services .  This screen will show you which services 
the client has utilized.  In this example, the client has had one hair cut at the 
Salon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Earlier in the manual we discussed, gift certificates.  The fourth tab is Previous 
Other.  This tab will show transactions such as gift certificates, returns, and 
credits.  
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The fourth tab is the No Shows tab.  If a client did not arrive for the scheduled 
appointment, a ticket would need to be edited.  While editing the ticket, the No 
Show  button would be selected.  The No Show tab, of the View Previous 
Purchases and Transaction window, will keep track of how many times a client 
did not attend an appointment.   
 
A Warning Level is shown in red to indicate the risk of a client attending/not 
attending an appointment.  This may assist the stylist and Salon owner in 
tracking clients with questionable attendance records at the salon.  For example, 
a salon may create various reminder systems for clients based on the number of 
“No Shows.” 
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Client Wait List 
 
The Wait List feature allows you to create a list of clients who have no prior 
scheduled appointments and are waiting for the next available employee. Think 
walk-in.  You can enter in an employee or the first available employee and the 
service the client is requesting. You will then move the employee from the wait 
list to an open ticket. 
 
 
Adding a Client to the Wait List 
 
1. First go to the Clients drop-down menu, and select Edit Wait List . Click Add .  
 
 
 
 
 
 
 
 
 
 
 
 
 
The Find Client screen will appear. 
 
2. Type in the client's name and select Ok. The Edit Wait List Entry screen will 
appear. 
 
3. Click the Select button to the right-hand side of the employee field, to select 
which employee the client is awaiting. Select the employee or leave it as first 
available. Enter in a comment in the appropriate field. 
 
4. Click the Search button to the right of the Service(s) field. Select the service 
the client is awaiting. You can repeat Step 4 for each service the client would like 
to have performed. 
 
5. Click Ok and the client is added to the wait list. 
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Client Balances 
 
Each client can have an associated balance (amount due or amount of credit). 
There are three ways to track balances (amount due or amount of credit): 
 
1. From the Tickets screen when a product or service is purchased. A ticket is 
created each time a product or service is purchased and balances are updated. 
The product or service has a corresponding balance adjustment amount which 
Salon Iris will use to update the client's balance, once the ticket is closed. In 
order to update the balance, a product ID or service ID with a balance amount 
due or credit must be established. Once the ID has been created, an open ticket 
can be created. The balance will be updated when the ticket is closed. 
 
2. Manually. The client's profile is edited and the balance is manually changed. 
The balance can be manually adjusted by Editing a Client from the Client screen.  
 
3. From the Tickets screen using the Special button. You can add credit to a 
client's balance, use a client's available credit, and add the amount due to the 
client's balance. Adjusting Balances From the Tickets Screen When a Product or 
Service is Purchased Salon Iris allows you to track client balances (amount due 
or amount of credit) automatically.  
 
Every time a client purchases a product and/or a service, you can give the client 
an amount of credit or debit. You must first create a product ID and/or service ID 
with the appropriate balance selection and then create a ticket. When the ticket is 
closed (the client pays for the product or service), Salon Iris will automatically 
add or subtract an amount to the client's balance.  
 
Track a Balance Automatically 
 
1. Go to the Tickets screen, and add a ticket. See the Adding a Ticket section for 
instructions on adding a ticket. 
 
2. Enter the appropriate product ID or service ID (that uses the automatic 
balance updating feature) onto the ticket. See the Adding Products and/or Adding 
Services section for instructions on adding products and/or services that explains 
the use of balances. 
 
3. Enter in remaining appropriate information on the ticket and close the ticket. 
When the ticket is closed, the appropriate adjustment to the balance will be 
added to the client's information record. 
 
Adjusting Balances Manually 
 
1. Add or edit the appropriate Client. See the Adding Clients section for general 
instructions for adding a client. The Client Information screen will appear. 
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2. Click the Balance  tab to view the balance the client owes (if any), and an 
explanation of what is owed. You can click the following buttons: 
 

• View Balance History , to view all credits/debits applied to his or her 
account. 
• Adjust by Adding Credit , to credit the client. 
• Adjust by Removing Credit , to debit the client. 
 

 
 

 
Adding Credit to a Client's Balance 
 
Adding credit to a client's balance is useful if the client is putting a down payment 
(or a deposit) on a procedure or service that your business offers. 
 
1. From the Ticket Information screen, click the Special  button, then select 
Client Balance , then select Add Additional Credit . 
 
2. The Enter Credit Amount screen will appear. Enter in the amount and click 
OK. 
 
3. Close the ticket. Note: The client's used credit will appear in the Credits 
Received field in the Totals report. 
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Using a Client's Available Credit 
 
To use a client's available credit, perform the following steps: 
 
1. From the Ticket Information screen (after a product or service is entered on 
the open ticket), click the Special  button, then select Client Balance  and then 
select Use Available Credit . 
 
2. The Enter Credit Amount screen will appear. Enter in the amount of credit to 
use and click OK. 
 
3. The ticket will be adjusted the appropriate amount. Close the ticket. 
The client's used credit will appear in the Credits Given  field in the Totals report. 
 
From the Ticket Information Screen, Adding the Amount Due to a Client's 
Balance Sometimes you may wish to add the amount from a purchase to a 
client's balance. This may happen if a loyal customer forgets his or her check 
book or wallet. You can add the amount due to the client's balance and next time 
the client comes in, he or she can pay you.  
 
To add the amount due on an open ticket to the client's balance, perform the 
following steps: 
 
1. From the Ticket Information screen (after a product or service is entered on 
the open ticket), enter the tender amount. This could be a currency amount (such 
as $0 or an amount due that is less than the tender. 
 
2. Click the Check Out/Close button. The Tender Less Than Total screen will 
appear. 
 

 
 



 88 

3. Click the Record Amount Due button, to close the ticket and add the amount 
due to the client's balance. Note: The amount due that was added to the client's 
balance will appear in the Credits Given section of the Totals report. 
 
Tanning 
 
Salon Iris automatically allows each client to have a corresponding number of 
tanning minutes. This allows your business to track the number of remaining 
tanning minutes for each client, as well as the total number of tanning minutes 
each client has purchased or used. 
 
Notation 
 
The item and the units can be changed. For example, "minutes" can changed to 
"sessions," or "visits." The word tanning can be changed to "spa" or any other 
word that describes services that your business offers. This can be done by 
selecting Setup from the Options screen. The Options screen can be accessed 
from the Tools pull-down menu. 
 
Tracking 
 
There are two ways to track tanning minutes: 
 
1. Automatically. A ticket is created each time tanning minutes are purchased or 
used. 
 
2. Manually. The client's profile is edited and the number of minutes is manually 
changed. Creating Tanning Minutes Automatically Salon Iris allows you to create 
and track tanning minutes automatically. You must first create a product ID or 
service ID in which you configure the service or product to automatically update a 
client's tanning minutes when that item is sold. See the Adding Products or 
Adding Services on details on how to do this. Next, you must create a ticket. 
When the ticket is closed (the client pays), Salon Iris will automatically update the 
client's remaining minutes. 
 
 
Create and track tanning minutes automatically 
 
1. Open a ticket. 
 
2. Enter the appropriate product ID or service ID in which you already configured 
the service or product to automatically update a client's tanning minutes when 
that item is sold. See the Adding Products or Adding Services on details on how 
to do this. 
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3. When the ticket is closed, the appropriate amount of tanning minutes will be 
added to the client's information. Adjusting Tanning Minutes Manually Salon Iris 
allows you to adjust tanning minutes manually. Sometimes, you may not want to 
create a ticket to adjust the minutes. Instead, you may wish to quickly go into the 
client information and adjust the minutes. 
 
Manually adjust tanning minutes 
 
1. Add or edit the appropriate client. See the Adding Clients section for 
instructions for adding a client. The Client Information screen will appear. 
 
2. Click the Tanning tab. 
 
3. Use the Adjust and Clear Balance buttons appropriately to change the number 
of tanning minutes remaining. 
 
4. Enter any desired additional text information into the Comments section. 
 
5. Click Save. 
 
Pop Up Alert 
 
Information entered on the Pop-Up Alert tab will pop up in a separate window 
when creating or editing a ticket for that client.  This can be used for such things 
as reminder messages, for V.I.P notification, or minor medical alert notices. 
 
Pictures 
 
Salon Iris allows you to take and store pictures of your clients. Some businesses 
prefer to have a special spot set up to take pictures so that the picture format is 
very consistent; the use of a digital camera attached directly to the computer 
lends itself very well to this approach. 
 
The client pictures may be recalled for reference when looking up a client and 
may be shown for reference when printing out an open ticket. The before and 
after pictures you take of a client can be put on a ticket. 
 
The pictures may also be entered into your database in any of the following 
ways: 
 
1. You can take a client's picture using a digital 
camera. Salon Iris will communicate directly with 
most cameras that connect to your computer.  You 
can also take a picture using a camera with film 
and then scan the picture into your computer.    
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2. If you have a client's picture in a pre - existing file on your computer, you can 
import the photo into Salon Iris. 
 
3. Batch importing will also place your client's picture in Salon Iris.  
 
To set up your Picture capture device  (aka: camera or scanner) 
 
1.  From either the Edit Client Information  (Picture Tab) or the Edit Ticket 
Information screen, click the Options button. A menu will appear allowing you to 
select from one of the following choices:  
 

 Enlarge 
 Print Before and After Pictures 
 Import 
 Export 
 Hide Pictures 
 Select Source  
 Remove Picture 

 
2.  Click on Select Source . 
 
3.  Click to highlight the device you want to use and click Select . 
Storage 
 
Your pictures are stored directly in your Salon Iris database. Because of this, you 
don't have to worry about making separate backups of your pictures. We do 
recommend backing up Salon Iris regularly though. You may store your photos in 
your database in one of two formats: Bitmaps or JPEGS.  
 
 
Picture Storage Options 
If using a picture capture device to take pictures, you must first select how the 
pictures are to be stored: 
 
1. From any Salon Iris main screen, click on Tools , then Options in the drop- 
down menu. The Options window will appear. 
 
2. Click on the Picture Storage tab. The Options window fields will change to 
storage options. 
 
3. If you would like to display client pictures, check the Show Pictures  box. 
 
4. In the Storage in Database  field, select how you would like to store pictures, 
as bitmaps or jpegs. If jpegs is selected, use the slide bar to select percent 
compression level. Note that a jpeg file at 80% compression provides the best 
picture quality vs. file size combination. 
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Family 
 
The Family Tab allows for Spouse and Children tracking.  The information in 
these data fields can serve as a quick reference for a client’s family members if 
needed. 
 
Loyalty Points 
 
The final tab is the Loyalty Points System allows you to establish and customize 
a rewards system for your clients. 
 
The Loyalty Points System allows you to conveniently and easily issue awards to 
clients who demonstrate consistency towards your business. After loyalty points 
are defined for individual services and products, clients will receive points for the 
purchasing of these services and/or products. Clients can then redeem the 
loyalty points for rewards. 
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Setting up the Loyalty Points Rewards Table 
 
The Loyalty Points System is based on the Loyalty Points Rewards Table, which 
can be found under the Clients drop-down menu. The Loyalty Points Rewards 
Table can be customized to issue three types of awards: 
 

• Dollar amount 
• Free service 
• Free product 
 

The point value defined must be reached in order for the client to be eligible for 
the reward type. If a client has excess points of what is shown in the table, he or 
she will have access to all award types. 
 
To setup the Loyalty Points Reward Table, perform the following steps: 
 
1. From the Clients pull down menu, click on Loyalty Points Rewards Table. This 
table is completely customizable and may be configured to award strictly a dollar 
amount, a free service, a free product, or any combination of the three. 
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2. Click on the Add button. 
 
3. The Loyalty Point Reward screen will appear. Enter in the number of points 
required to obtain the reward and the type of reward. 
 

 
 
4. Click Save. 
 
5. Repeat Steps 1-4 until your Loyalty Points Reward Table setup is complete. 
 
 
Configuring Products and Services for the Loyalty P oint System 
 
Loyalty Points are awarded to clients for the purchasing of a service or product. 
In order for the Loyalty Points Rewards Table to be relevant, individual services 
and products must be assigned a Loyalty Point amount. 
 
To configure products and services for the loyalty point system, perform the 
following steps: 
 
1. Go to the Services screen. 
 
2. Edit any service. The Edit Service window will now be displayed. 
 
3. Click on the Loyalty Points tab. 
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4. In the Loyalty Points text box enter a value, such as “50.” This value is the 
amount that will be added to a client’s Loyalty Points balance upon the 
purchasing of this service. 
 
5. Click Save. 
 
6. Repeat steps (1 – 5) for any other service that you wish to incorporate into the 
Loyalty Point System. Note: You can repeat Steps 1-6 (above) for Products. 
 
 
Recording and Adjusting Loyalty Points 
 
When a ticket is closed, loyalty points are automatically added or subtracted to a 
client's record; then, a pop-up window will appear saying that the client's loyalty 
points have decreased or increased. Every Loyalty Point transaction is recorded 
in the client’s Loyalty Point History. To view or adjust a client's loyalty points, 
perform the following steps: 
  
1. Go to the Clients Screen. 
 
2. Edit the client. The Client Information window will appear. 
 
3. Click on the Loyalty Points tab. 
 
4. The View Loyalty Point History  button displays a history of all loyalty point 
transactions. 
 
5. The Set To Exact Value  button allows you to set the client’s loyalty points to 
an exact value. 
 
6. The Increase Points button allows you to increase a client’s existing loyalty 
points by a certain amount. 
 

• A positive number will increase the client’s points. 
• A negative number will decrease the client’s points. 
 

7. The Decrease Points  button allows you to decrease a client’s existing loyalty 
points by a certain amount. 
 

• A positive number will decrease the client’s points. 
• A negative number will increase the client’s points. 
 

8. Click Save or Cancel when finished. 
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Redeeming Loyalty Points 
 
1. Open a ticket and add in a service or product. 
 
2. The service is performed (or the product is entered on the open ticket), and the 
client wishes to redeem an available Loyalty Point Reward. 
 
3. On the Ticket Information screen, click on Special button then Redeem Loyalty 
Points. 
 
4. The Loyalty Point Redeem Rewards screen will appear. Double click on one of 
the available rewards to redeem loyalty points. 
 
5. The reward will be shown on the ticket and the ticket will be adjusted 
accordingly. 
 
6. Close the ticket. 
 
7. A pop-up screen will appear showing how the client's loyalty points were 
adjusted. 
 
Note: When redeeming loyalty points, the price of the product and any sales tax 
is included in the loyalty points usage. 
 
Loyalty Points Rewards and Income 
 
Loyalty points rewards are considered an expense to your business. That is, 
when a loyalty points reward is redeemed, its dollar value is subtracted from your 
totals for the day. For instance, if a dollar amount of $50.00 is redeemed, then 
$50.00 will be subtracted from your totals for the day. If a free service or product 
is redeemed, for instance SERVICE A, then that service or product’s retail price 
will be subtracted from your totals for the day. 
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Formula History 
 
Keeping track of a clients color and styling preference can be helpful.  Instead of 
making up note cards, you can enter a formula history for a client into Salon Iris.  
This will enable stylists to keep track of color formulations and style preferences 
for clients. 

1.  Click on the Formula History button.  The button can be 

found under the Clients button  or the Client Info. button  located 
on the Main Toolbar. 
 
2.  The Formula History window will open.  We chose to create a formula history 
for the client Kendall Smith that we had created in an earlier exercise.   
 
You will notice in the picture on the next page, that we added a Date Stamp.  On 
the right-hand side of the screen is the Insert Date Stamp button.  By clicking on 
the Date Stamp button, it will automatically insert the date of the visit and you can 
write any notes regarding the client’s color preference on that visit. 
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Products 

 
 
Counting Inventory  
 
Salon Iris assists you with tracking your inventory. You can count your current 
inventory in three different ways: 
 

 By Hand - you can manually count your inventory and adjust the quantity 
in stock on the Products screen. See the Products section of this User's 
Guide for more information on adjusting the quantity in stock. 

 
 With a Bar Code Scanner - you can use your bar code scanner to count 
products. The products that are scanned in will be automatically added to 
your current inventory count. 

 
 With a Data Collector - you can use a wireless data collector to scan in 
products. The products that are scanned in can be automatically added to 
your current inventory count OR your entire inventory counts can be 
overwritten. The advantage of using a data collector over a bar code 
scanner is that the data collector allows you to take all data remotely and 
upload into Salon Iris. 

 
Counting Inventory Using a Bar Code Scanner  
 
Salon Iris allows you to count inventory 
using a bar code scanner. The inventory 
you scanned will be added to your current 
inventory counts.  
 
A bar code scanner is typically less 
expensive than a wireless data collector, but 
you must be using Salon Iris to update 
inventory counts using a bar code scanner.  
(You must be on a Salon Iris screen while counting inventory.) You can use a bar 
code scanner to enter products on a ticket instead of typing in the inventory 
number by hand.  
 
 
Where to Purchase 
A bar code scanner may be purchased at many computer stores or from retail 
sales hardware distributors. You may check to see if CMJ Designs is currently 
carrying bar code scanners. You can check our website for more information at 
www.SalonIris.com/hardware.htm. 
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Type to Purchase 
 
You should purchase a bar code scanner that connects between the keyboard 
and the computer, frequently described as a "wedge" type. Bar code scanners 
that connect directly via USB port are also recommended.  Follow the 
instructions provided with the scanner for hook-up with your computer.   
 
 
To count inventory using a bar code scanner , you will need to do the 
following: 
 
1. From the Salon Iris Products and Services pull-down menu, select Update 
Inventory From Bar Code Scanner. The Bar Code Input screen will appear. 
 
2. Take the mouse and click in the column called 'ID.' Scan in the product using 
the bar code scanner. 
 
3. Enter the quantity and press Ok. 
 
4. Repeat Steps 2 and 3 for each product to scan. 
 
5. When finished scanning inventory, press the Update Inventory button. The 
inventory you scanned will be added to your current inventory counts. 
 
You can count your inventory by hand and enter into Salon Iris. From the 
Products screen, you can see your current product quantities. You can print a list 
of current product quantities. Then, you can manually count your store inventory 
and make the adjustments in Salon Iris from the Edit a Product screen. 
 
You can print bar code labels for your new products before updating your 
inventory counts. Simply press the Print Bar Code Labels button and Salon Iris 
will automatically know the quantity of labels to print for items just scanned!   
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Packages  
 
Salon Iris makes tracking packages easy. 
You can enter in a group of services and 
products in a single transaction. This feature 
is great for spas, too.   
 
To edit a package, go to the Products and 
Services pull down menu.  
 
Select Edit Packages . 
 
 
 
The packages function should be used for items that contain different products 
and/or services and will be redeemed in a single visit. If a package is merely a 
collection of the same service that will be used on different days, you should use 
the Pre-Paid Quantities  tab on the Add/Edit Service screen to track the 
customer's pre-paid quantity for the service. 
 
 
Adding a Package 
 
Upon selling a package to a customer, you must enter the information into Salon 
Iris.  This process is easy and allows you to track the multiple services and/or 
products by entering the one transaction. 
 
To sell a package to a customer, type in the Package ID on the open ticket in the 
ID field and your package will appear.  Salon Iris salon management software 
allows you to customize how you price packages. You can force all items to 
equal an exact amount, apply a percentage discount, or reset prices to the 
original amount.  The packages function should be used for items that contain 
different products and/or services and will be redeemed in a single visit.  
 
If a package is merely a collection of the same service that will be used on 
different days (For Example four treatments of the exact same service to be used 
on different days), you should use the Pre-Paid Quantities tab on the Add/Edit 
Service screen to track the customer's pre-paid quantity for the service. 
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To add a package, perform the following steps: 
 
1. Go to the Products and Services drop-down menu. Select Edit Packages . 
 
2. Click the Add Packages button. 
 
3. Type in the Package ID, Description, and Comments. 
 
4. Click the Add Items by Searching or Add Item by ID buttons to add items to the 
package. You can add products and services. 
 
5. Click Save when finished. 
 

 
 
Editing a Package 
 
To edit a package, perform the following steps: 
 
1. From the Packages screen, click on the package you wish to edit. 
 

2. Click on the Edit Package button . 
 
3. Make the appropriate changes and click Save. 
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Ordering/Purchasing Products 
 
Salon Iris tracks product orders and ordering requirements using two main 
screens: 
 
1. The Products on Order screen keeps track of all products on order. 
 
2. The Products That Need to be Ordered screen keeps a list of products that 
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Pop-Up Product Recording Options 
 
An automatic pop-up message can be set to appear when one or more products 
need to be reordered. To display a pop-up notification when a product is added 
to the Products That Need To Be Ordered screen, click on your Tools drop-
down menu and select Pop-Up Product Reorder Options. Select the 
notification options you prefer. (You can also grab the top of the pop-up ordering 
reminder window and drag it to keep it from disappearing.) 
  
 
Ordering Products 
 
To place a product that needs to be ordered on order, perform the following 
steps: 
 
1. From the Products and Services drop-down menu, select Product Ordering . 
 
2. In the Show field, select Products That Need To Be Ordered . 
 
3. Click to highlight the product that needs to be ordered.  Next, click the Edit 
Item button. The Ordering Information screen will appear. 
 
4. Enter the correct quantity in stock, if different than the display indicates. Also, if 
you wish to place an order at a later date, check the box and select a date from 
the Keep Off Products That Need To Be Ordered  Until  field. 
 
5. If the product needs to be put on order, press the Put This Product On Order 
button. The How Many to Order? window will appear. (The default number that 
appears in the Order Products text box is the Reorder Quantity plus the Reorder 
Point quantity, minus the Quantity in Stock.) Edit the default quantity, if 
necessary, and click the Ok button. 
 
The product will then be taken off the Products That Need To Be Ordered  
screen and placed in the Products On Order  screen.  Inactive products don’t 
appear on the ordering screen. 
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Ordering All Products 
 
The General Ledger contains a great feature.  It will automatically check your 
system to see if the wholesale price of products received has changed.  To place 
all products that need to be ordered on order, you will: 
 
1. Go to the Ordering screen by selecting Ordering from the Products and 
Services drop-down menu. 
 
2. From the Show field, select Products That Need To Be Ordered . 
 

 
 

3. Click the Order All button . Salon Iris will update accordingly 
 
4. The products listed will be placed on the Products on Order list. 
Receiving/Editing Ordered Products  
 
 
 
Edit Products or Receiving Shipment of Products  
 
To edit products on order or when you receive your shipment of products on 
order and want to update ordering information and stock counts, perform the 
following steps: 
 
1. From the Products and Services drop-down menu, select Product Ordering . 
 
2. In the Show  field, select Products On Order . 
  
3. Click to highlight the product to be to be edited, then click the Edit Item button. 
The Ordering Information screen will appear. 
 
4. Enter the Quantity Received for this product order. (Or edit the other fields as 
appropriate.) Click on the OK button. 
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Services 
 
 
Pre-paid Services 
 
With Salon Iris you can manage your pre-paid services with gift certificates and 
gift cards.  There are a few different ways to enter a series of prepaid services:  
 
1. Gift certificates 
2. Gift cards 
3. Client balance system 
4. Client tanning minutes system 
 
 
Gift Certificates 
 
When you use the gift certificate feature, you don't have to physically give the 
client a gift certificate. This method provides a good way to track pre-paid items. 
Basically, you create a gift certificate when the client initially pre-pays. On 
subsequent returns, you will pull-up the gift certificate, then subtract off the 
portion that was used.  
 
The main benefit is that each transaction is recorded (in a ticket), so you can 
easily tell exactly when the services were used. Additionally, you can pull up the 
gift certificate and view the remaining balance. You can create a gift certificate by 
pressing the Special button then Purchase Gift Certificate when 
creating or editing an open ticket.  
 
 
Gift Cards 
 
Gift cards provide a quick and efficient way for your clients to pre-pay for 
products and services. After a gift card is purchased, it can be used on returning 
visits to pay for purchases. Selling and redeeming gift cards is a snap. Our gift 
cards work with both a bar code scanner and credit card reader. The gift cards 
may contain a magnetic strip that will work with the credit card reader. 
 
 
Balance and Tanning System 
 
The other way to track pre- paid services is the use the client balance system or 
the client tanning minutes tracking system. These systems are simpler and more 
straight-forward then the gift certificate system, but they don't provide the ability 
to specify specific services that are pre-paid. They only allow you to specify that 
a client has a certain amount of money (when using the balance system) or 
tanning minutes (when using the tanning system) available.  
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You can view a client's balance or remaining tanning minutes by viewing the 
client's profile. You can do this by editing the client when on the Clients screen or 
by pressing the Client Info button on the toolbar and search for the client. A 
client's balance or remaining tanning minutes can be automatically adjusted 
(increased or decreased) when a sale is completed by creating a product or 
service and selecting the option Increase/Decrease the client's 
balance/tanning minutes when this item is sold.  
 
 
Gift Cards vs. Gift Certificates 
 
Gift cards and gift certificates both provide ways for your clients to pre-pay for 
services and products. If you will only be tracking cash for prepaid items, it is 
recommended to use gift cards. Gift cards are much simpler to use than gift 
certificates. If you will be tracking both cash and specific products and or 
services, then it is recommended to use gift certificates. Gift certificates provide 
greater flexibility than gift cards.  
 
 
Gift Cards 
 
 
Gift Cards Overview 
 
Gift cards provide a quick and efficient way for your clients to pre-pay for 
products and services. After a gift card is purchased, it can be used on returning 
visits to pay for purchases. Selling and redeeming gift cards is a snap. Our gift 
cards work with both a bar code scanner and credit card reader. The gift 
cards may contain a magnetic strip that will work with the credit card reader. 
Gift cards are the size of a credit card and are plastic.  
 
Gift cards may contain the following information: 
 
1. Full color with your store photo or logo 
2. Full color with generic photo 
3. Your business name 
4. Your business address 
5. Your business phone number 
6. Your business web site address 
7. Optional message 
8. Value of card 
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Two types of gift cards are explained below: 
  
1. Predefined Cards: These are cards that have the currency value (for example: 
$50) printed directly on the card and encoded in the gift card value. 
 
2. Undefined Cards: The cards do not have a value assigned to them. When 
these cards are purchased, Salon Iris will ask what value should be assigned to 
the card. 
 
 
Obtaining Gift Cards for your Salon 
 
There are two ways to obtain gift cards: 
 
1. Purchase the gift cards directly from CMJ Designs, Inc. This is the 
recommended method. Cards printed by us can have either a predefined or 
undefined value. They will also work with a credit card reader and bar code 
scanner. To purchase cards through us, select Purchase New Gift Cards from 
the Gift Card pull-down menu on Salon Iris. 
 
2. Print Your Own: The other option is to print your own gift cards or order them 
through another company. Cards printed this way cannot have a predefined 



 107 

4. Close the ticket. 
 
5. After the ticket is closed, Salon Iris will remember the price of the gift card. 
 
 
Redeeming a Gift Card 
 
When a customer returns to your business and wishes to use a gift card, the gift 
card needs to be redeemed. To do this, follow the steps below: 
 
1. Create a new ticket or edit an existing ticket. 
 
2. Add all the products and services to the ticket that the customer is purchasing. 
 
3. Add the gift card to the ticket by doing either of the following: 
 

a. Click in the ID column and scan the card with a bar code scanner 
b. Click in the ID column and swipe the card through a credit card 

reader 
c. Press the Purchase/Redeem Gift Card button and type in the card 

ID number 
d. Salon Iris will suggest the amount to use. Confirm the amount is 

correct, then press the OK button. 
e. Close the ticket. 

 
 
Viewing a Gift Card Balance 
 
To view the balance for a gift card, you can do either of the following: 
 

  On the main Salon Iris screen: Select Gift Card Balance from the Gift 
Card drop-down menu, then scan the gift card or enter the gift card ID. 

 
  While editing a ticket: Press the Special button, select Gift Card Balance, 
then scan the gift card or enter the gift card ID. 

 
 
Viewing Past Gift Card Activity 
 
To view all gift card activity and current gift card balances: 
 
1. Select Gift Card Activity from the Gift Card drop-down menu. You will see a 
list of all gift cards. 
 
2. More detail on the gift cards can be viewed by double clicking on a row. 
 



 108 

Gift Certificates 
 
Salon Iris will track gift certificates issued and redeemed.  There are points of 
interest to note with regards to gift certificates: 
 
1. Salon Iris maintains a record of the issuance and usage of gift certificates. It 
does not physically write the certificate document the business gives to the 
buyer. 
 
2. Gift certificates have a currency value that may be used the same as cash for 
purchasing business products and services. 
 
3. The purchase price of a gift certificate may be different from its currency value. 
(For example, the business might have a surcharge on certificate purchases.) 
 
4. A gift certificate may offer product and services savings. (There may be 
currency or percentage discounts on items purchased on a gift certificate) 
 
5. Gift certificates are purchased on an open Ticket Information screen. (The 
ticket may be an open scheduled appointment or one opened for the sole 
purpose of issuing a gift certificate.) 
 
6. Gift certificates may be specified for a specific product or service. 
 
 
Purchasing a Gift Certificate   
 
The recommended way to purchase gift certificates is from the Tickets screen, 
where you will create or edit a ticket. This method creates a ticket associated 
with the gift certificate, which allows you to track how the gift certificate was paid 
for.  
 
The other method is to create a gift certificate from the Gift Certificate screen. If 
you create a gift certificate from the Gift Certificate screen, no record of how the 
gift certificate was purchased will exist. 
 
To purchase a gift certificate, perform the following steps: 
 
1. Create or edit a ticket.  
 
2. From the Ticket Information screen, click on the Special button, located at the 
bottom right of the screen. A drop down menu will appear. 
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3. Select Purchase a Gift Certificate from the menu. The Add/Edit a Gift 
Certificate window will appear, with the Status  field showing the following 
information: 
 

 An automatically assigned gift certificate ID number 
 

 An Open status (since this is a new gift certificate) 
 

 
 
4. Complete the To and From  information fields. Note, the To and From  fields 
are identical in setup and may be completed in two ways (also, if the purchaser is 
a client already in the business database, the From  portion will be automatically 
entered): 
 

 Enter the first and last names of the gift certificate recipient and donor in 
the appropriate fields 

OR 
 

 Click the Select button in each field. The Find Client window will appear.  
 
Complete this window and click OK.  
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5. In the Purchase Price  field, enter the cost of the gift certificate. If there is no 
surcharge or discount applied to the gift certificate, click to check the Make equal 
to currency box before entering the purchase price; clicking this box first will 
cause the currency value to update to equal the purchase price. 
 
6. Enter the value of the certificate in the Currency Value  field of the information 
box. (The value of goods and services the recipient will be able to obtain.) 
 
7. If the buyer desires the certificate to be used for specific products and 
services, move to the Product and Services Savings  field. (This field maintains 
a list of the specified goods and services and enables the business to offer 
special currency or percent discounts on items purchased on Gift Certificates.) 
Click the Add button.  
 

a. In the Item fields, enter the ID, name, and click on its type, product or 
service. The retail and wholesale price information is not necessary. 
b. In the Quantity  field, enter quantity. 
c. In the Discount Type  and Amount  fields, enter applicable discounts. 
d. After completing the Product and Service window, click OK to return to 
the Add/Edit Gift Certificate window. (Click Add to add additional products 
or services to the Product and Services Savings  field.) 

 
8. Complete the expiration date, created date, and comments information in the 
Miscellaneous fields. 
 
9. When the Add/Edit Gift Certificate window is complete, click OK to return to 
the Ticket Information screen. 
 
10. The Ticket Information screen will show the gift certificate as an entry in the 
Appointment Details  field.  
 
 
Editing a Gift Certificate 
 
To edit a gift certificate, perform the following steps: 
 
1. From the Tickets drop-down menu, select Edit Gift Certificates . 
 
2. Click to highlight the certificate to be edited, then click the Edit Gift Cert 
button on the left-hand side of the screen. The Add/Edit Gift Certificate window 
will appear. 
 
3. Make the desired changes and click OK.  
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Viewing Gift Certificates 
 
Salon Iris lists the details of all gift certificates, open and closed, in a gift 
certificates table on the Gift Certificates screen. To access this screen, from the 
Tickets drop-down menu, select Edit Gift Certificates . The gift certificate table 
will appear displaying all of the gift certificates and their status. 
 
 
Deleting a Gift Certificate 
 
Deleting a gift certificate is easy with Salon Iris. 
 
1. From the Gift Certificates screen, click to highlight the certificate to be edited, 
then click the Delete button on the left-hand side of the screen. The AreYou 
Sure?  window will appear. 
 
2. Click the Yes button to permanently delete the gift certificate.  
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Employees 
 
 

Tips 
 
Employees may claim tips on an open ticket. Two types of tips exist: 
 
• Direct Tip 
 
This is a tip that is given directly to the employee. The tip amount does not 
appear on the client's receipt. The tip amount is reported in payroll (for 
reference), but is not included in the payroll total. Payroll taxes for the tip amount 
are calculated and applied to payroll. 
 
• Withheld Tip 
 
The tip is withheld (not given to the employee) until the tip is settled. A withheld 
tip may be settled by using the Settling feature (example: settle the tip at the end 
of the employee's shift) or by running payroll. The withheld tip appears on the 
client's receipt. A withheld tip may be used when the client is paying by check or 
credit card. Payroll taxes are applied to the withheld tip. 
 
 
Claiming a Tip 
 
An employee may claim a tip on an open ticket. To claim a tip on a ticket, 
perform the following steps: 
 
1. Add or edit a ticket. The Ticket Information screen will appear. 
 
2. Click the Edit Tip button, located in the Totals field of the Ticket Information 
screen, or click the Special button and select Claim Tips . 
 
3. The Claim Tip screen will appear. Select the date claimed and amount of tip. 
 
4. Select the withholding type of tip. Select either a direct tip or a withheld tip. 
 
• Direct tip - This is a tip that is given directly to the employee. The tip amount 
does not appear on the client's receipt. The tip amount is reported in payroll (for 
reference), but is not included in the payroll total. Payroll taxes for the tip amount 
are calculated and applied to payroll. 
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• Withheld tip - The tip is withheld (not given to the employee) until the tip is 
settled. A withheld tip may be settled by using the Settling feature (example: 
settle the tip at the end of the employee's shift) or by running payroll. The 
withheld tip appears on the client's receipt. A withheld tip may be used when the 
client is paying by check or credit card. Payroll taxes are applied to the withheld 
tip.  
 
5. Click Ok. The Tips Claimed screen will appear. A list of all employees shown 
on the ticket and corresponding tips will appear. To add tips for more than one 
employee listed on the ticket, double click the appropriate row and type in the 
amount. Repeat for each employee. Click the Add , Edit , and Delete buttons as 
appropriate and click Ok to return to the ticket. 
 
 
Editing a Tip 
 
Editing a tip can be performed in two ways: 
 
• From a ticket. Once a tip has been entered on an open ticket, it is possible to 
edit the amount entered. If the ticket has been closed, you must reopen or edit 
the ticket to edit a tip. 
 
• From the tips screen. To access the tips screen, from the Employees drop-
down menu, select Tips . 

 
 
Editing a Tip from a Ticket 
 

 

To edit a tip from a ticket , perform the following steps: 
 
1. Go into the ticket. If the ticket has been closed, you must reopen or edit the 
ticket to edit a tip. 
 
2. Click the Edit Tip button and make the appropriate changes. Editing a Tip 
from the Tips Screen  

To edit a tip from the tips screen , perform the following steps: 
 
1. From the Employees drop-down menu, select Tips . The Tips screen will 
appear. 
 
2. Click on the tip to edit and select the Edit button. Make the appropriate 
changes. 
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Deleting a Tip 
 
Deleting a tip can be performed in two ways: 
 
• From a ticket. Once a tip has been entered on an open ticket, it is possible to 
delete the tip. If the ticket has been closed, you must reopen or edit the ticket to 
delete a tip. 
 
• From the Tips screen. To access the tips screen, from the Employees drop-
down menu, select Tips .  Deleting a Tip from a Ticket 
 

 
If a tip is withheld it is not given to the employee until the tip is settled. Withheld 
tip(s) may be settled in four ways: 
 

 Running payroll 
 From an open or closed ticket that is being edited 
 From the Tips screen, a single tip can be settled 
 From the Tips screen, multiple tips can be settled 

 

 
 
 
 
 
 

To delete a tip from a ticket , perform the following steps: 
 
1. Go into the ticket. If the ticket has been closed, you must reopen or edit 
the ticket to delete a tip. 
 
2. Click the Edit Tip button and make the appropriate changes. Deleting a 
Tip from the Tips Screen  

To delete a tip from the tips  screen, perform the following steps: 
 
1. From the Employees drop-down menu, select Tips . The Tips screen will 
appear. 
 
2. Click on the tip to delete and select the Delete button. To permanently 
delete the tip from the Salon Iris database, select Yes from the Are You 
Sure?  screen. Settling Tips 
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Time Clock 
 
Salon Iris will provide complete time clock capabilities for salons with employees 
working on an hourly basis. Each time an employee "logs in" and "logs out," the 
hours worked are calculated for payroll use. The time clock feature is optional. 
You can also pay your employees according to salary and/or commission if you 
do not wish to use the time clock.  If you decide to use the time clock, each 
employee can have their own protected password. 
 
The time clock features may be accessed in two ways: 
 
• Click on the Log In or Log Out button located in 
the upper area of any main Salon Iris screen. The 
appropriate Time Clock window will appear. 
 
• From the Time Clock drop-down menu, select Log 
In or Log Out . The appropriate Time Clock window 
will appear. 
 
 
Logging In 
 
To "Log In" to the time clock, perform the following steps: 
 
1. From the Time Clock drop-down menu, select Log In . 
 
2. Click on the employee field or down arrow to select an employee, then click 
the Log In button. 
 

 If the employee's time clock status is password-protected, a Password 
entry box will have appeared when the employee was selected in Step 2. 
Enter the employee password, and then click Log In. 

 
 
Logging Out 
 
To "Log Out" of the time clock, perform the following steps: 
 
1. From the Time Clock drop-down menu, select Log Out. 
 
2. Click on the employee field or down arrow to select an employee, then click 
the Log Out button.  The employee is now logged out; Salon Iris will record the 
hours the employee worked and use them in the payroll calculations. 
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Employee ID Card 
 
Click the ID Card tab. ID cards can be used as a validation tool on any screen 
requiring a password. Employees can be assigned both a password (configured 
through the Password section) and an employee ID card. Both the password and 
the employee ID card can be used to access password protected functions. 
 
To use the Employee ID cards, you must purchase the following items: 
 
1. Employee ID cards. You can get them printed from CMJ Designs Inc. To 
order, please call (734) 853-0018. You can also have them printed from another 
source. Just be sure the magnetic encoding portion starts with a .E and then a 30 
digit number. Also, the magnetic encoding should be able to be read with a track 
1 and track 2 reader. 
 
2. A magnetic card reader. To order one, please call 734-853-0018. If you 
purchased a credit card or a gift card reader from CMJ Designs Inc., it will work 
fine to read employee ID cards. 
 
To configure the employee ID card, perform the following steps: 
 
1. Click the Enable button. A window will pop-up prompting you to swipe the 
Employee's ID card. 
 
2. Swipe the card. This card is now assigned to the employee. 
 
3. Note that you can also click the Test button to test the ID card and the 
Remove button to remove the employee ID card. 
 
4. Click OK and the employee can now use the ID card instead of typing in a 
password. 
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Resources and Room Scheduling 
 
A resource is any object that is used to support your business. The purpose of 
the Resources feature in Salon Iris is to allow you to schedule and track the use 
of your resources in the Salon Iris Appointment Book feature. 
 
Examples of resources are as follows: 
 
• Tanning Beds 
• Treatment Rooms 
• Massage Chairs 
 
The Resource screen is where you add, edit, and delete resources. 
To access the Resources Screen, click Edit Resources from the Employees 
drop-down menu. 
 
Adding a Resource 
 
To add a resource, perform the following steps: 
 
1. From any Salon Iris main screen, click Edit Resources from the Employees 
drop-down menu or click the Resources button/icon located on the toolbar on 
Salon Iris. The Resources screen will appear. 
 
2. On the Resources screen, click Add Resource . The Add a Resource 
Information screen will appear. 
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3. Enter the appropriate information. The Name can be any phrase that easily 
identifies the resource. Example: "Tanning Bed 1" or "Meeting Room." The 
information under Contact  can be used to track a person that is responsible for 
maintaining the resource. 
 
4. There are several check boxes at the bottom of the screen, which allow the 
option of having the resource's name to appear in the Appointment Book, 
performance of a search for an open appointment, Tickets Editing screen, or 
Scheduling screen. Check, or remove the check, from the appropriate boxes. 
 
5. Click the OK button when complete. 
 
 
Scheduling a Resource 
 
The Scheduling feature allows you to enter when a resource is available. This is 
generally anytime your business is open. This information is extremely useful in 
scheduling appointments and when using the Salon Iris Appointment Book 
feature. Adding and editing the schedule for a resource is identical to adding and 
editing the schedule for an employee.  
 
 
Service Limitations 
 
Using individual services or Service Categories, limitations can be set for the 
services that may be performed on the Service Limitations tab. To apply 
service limitations: 
 
1. Select This resource can only be used to perform the follo wing services 
and service categories . 
 
2. Then select the service or services that CAN be performed using the resource 
by clicking on the Add Service button. 
 
3. To add categories of services the resource may be used to perform, select the 
service category from the Available Categories list and Add the category to the 
Used Categories list. 
 
4. Click the OK button when finished. 
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Editing a Resource 
 
To edit a resource, implement the following steps: 
 
1. From any Salon Iris main screen, click Edit Resources from the Employees 
menu or click the Resources button located on the toolbar on Salon Iris. The 
Resources screen will appear. 
 
2. On the Resources screen, click Edit Resource (or double click on the 
resource in the list). The Edit a Resource Information screen will appear. 
 
3. Enter in appropriate information. See the Adding a Resource section for more 
details. 
  
4. Click the OK button when finished. 
 
 
Deleting a Resource 
 
To delete a resource, complete the following steps: 
 
1. From the Resources screen, click to highlight the resource to be deleted. 
 
2. Click the Delete button located on the upper left of the Resources screen. 
 
3. The Are You Sure? screen will appear. 
 
4. Click the Yes button to permanently delete the resource from the database. 
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Password Protection and Security  
 
You may use password protection to assure privacy for any or all of the Salon Iris 
main screens. Employee access to screens may be set and each employee may 
have a unique password. A password may be set for the entire Salon Iris 
database as well. Password protection is optional but recommended. 
 
As mentioned earlier, since database password protection is controlled by 
Microsoft Access, CMJ Designs, Inc. does not provide replacements for lost 
passwords. Be sure to write down your database password and keep it in a safe 
place!  

 
 
Changing Password Exercise 
 
Password protection can be applied to your database to keep it from being 
accessed by another program. If you choose to set a password, you will be 
encouraged to enter a password when you start Salon Iris. Later, you will also be 
prompted to enter a password if/when you attempt to access the Salon Iris 
database with another program, such as Access. 
 
1. From any Salon Iris main screen, from the Tools drop-down menu, select  
Password Setup .  The Password Controls window will open as shown on the 
next page. 
 
 
 
 

Accessing Password Controls  
 
If you did not create a password when you first opened Salon Iris, you will have to access the 
password controls. 
 
1. From any Salon Iris main screen, from the Tools drop-down menu, select  
Password Setup . 
 
2. The Password Controls window will appear. It is divided into three main areas: 
 

 Database Password Protection, in which you can choose to protect your entire 
database 

 
 Employee Access, in which you can control employee access to screens in Salon Iris 

 
 Password Login/Logout Settings, in which the password may or may not be entered 

when Salon Iris is exited. 
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2.. From the Password Controls window, click on Set Password . The Enter 
Password screen will appear. 
 
3. If the selection in Step 1 is already password protected, from the Password 
Controls window, click on Change password . 
 
The Disclaimer  
window will open. 
 
Read through the 
information and click 
to place a in the lower 
left hand corner of the 
window to 
acknowledge that you 
have read and agree 
with the statements.   
 
Press the Continue  
button. 
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4. Enter the current password Spartan  in the box as prompted, and then click 
Ok. 
 
5.  This will open the Enter Password window.  Enter the new password, Smile . 
Press Ok.  You will then re-enter the new password and p ress Ok again. 
 
 
 
 
 
 
 
 
 
 
 
Edit Password Access 
 
Password protection can be applied to many of the screens and functions in 
Salon Iris. Each employee can be granted custom access to these screens and 
functions. To edit employee password access, perform the following steps: 
 
1. From any Salon Iris main screen, from the Tools drop-down menu, select 
Password Setup . 
 
2. From the Password Controls window, check the Enable employee password 
protection on this computer box. 
 
3. Click Edit Access . The Employee Passwords screen will appear. 
 
4. In the Require Password column, check the screens that require an employee 
to enter his or her password to access. 
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5.  Check the box below each employee's name if the employee is allowed to 
have access to that screen. Leaving a box unchecked underneath an employee 
will not give that employee access to the corresponding screen even if a 
password is entered. 
 
6. Repeat the above steps for each screen to be protected and click Ok. 
 
 
Edit Passwords  
 
Each employee can set a password for access to Salon Iris screens and 
functions. To edit employee passwords, perform the following steps: 
 
1. From the Password Controls window, click Edit Passwords . The Employee 
Passwords screen will appear. 
 
2. Select the employee and click Edit . The Enter Passwords screen will appear. 
 
3. Enter the password in each of the two boxes as prompted.  Next, click Ok. 
 
Note: Check and uncheck the hide passwords box to display or hide each 
employee's password. 
 
 
Password Login and Logout Settings 
 
From the Password Controls window, in the Password Login/Logout Settings 
area, by selecting the appropriate option, you can choose to have Salon Iris 
remember (or not remember) which employee was logged in and ask (or not ask) 
the employee to enter in his or her password. 
 
Note: If the Remember which employee is logged in feature is set, when the 
employee is finished using Salon Iris, the employee should select Password 
Logout from the Tools drop-down menu. This will ensure that another employee 
will not gain unapproved access to a screen or function. 
 
Thumb Print Reader 
 
Salon Iris software allows a maximum of one employee (such as the owner) to 
gain access to any password protected screen using a thumb print reader. To 
use a thumb print reader with Salon Iris, perform the following steps: 
 
1. Purchase a thumb print reader (such as one from Microsoft), plug it in and 
install the drivers.  Contact CMJ Designs Inc. if you have questions on the type of 
reader to purchase. 
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2. Be sure password protection is enabled. See the Password portion of this 
User's Guide for instructions on setting up password protection. 
 
3. The Employee Password Required screen will appear. Press your thumb on 
the reader. 
 
4. Pop-up instructions will appear. Follow the instructions. Now, you can use the 
thumb print reader to access any password protected screen. 
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Reports 
 
 
Salon Iris comes with over 200 built-in reports and even has the ability to allow 
you to write your own reports. The reports are categorized and listed on 
the Reports drop-down menu. To run a report simply by select it from the 
Reports drop-down menu. 
 
Running a Report 
 
You can run a report in any of the following ways: 
 

 Select the report from the Reports drop-down menu. 
 

 Select Run Report by Browsing from the Reports pull down menu. You 
will be presented with a complete list of all reports. Double click on the 
report you wish to run. 

 
 Select Run Report by ID from the Reports drop-down menu. Enter the ID 
of the report you wish to run. 

 
 Select Run Report by Searching from the Reports drop-down menu. 

 
Report ID Numbers – List of Available Reports 
 
To make finding a report easier, each report has its own ID number. This number 
is simply an easy way to remember and reference a report. Below is a list of all 
built-in reports and their associated ID number. 
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Obtaining New Reports from the Internet 
 
Occasionally, the Salon Iris software team will add new Salon Iris reports to the 
internet. Salon Iris has the ability to contact the Salon Iris web site and 
automatically download and install new reports. There is no charge for this 
feature. This feature is easy-to-use. The only requirement is that you have a 
connection to the Internet. To obtain new reports from the internet, perform the 
following steps: 
 
1. From the Reports drop-down menu, select Check Web site for New 
Reports. 
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2. The Salon Iris web site will be contacted and any new reports will be 
downloaded and installed. You will be notified as to how many new reports were 
added. All reports that were added will be listed on the Custom Reports  entry on 
the Reports drop-down menu. 
 
 
Creating Custom Reports 
 
Salon Iris allows you to create your own custom reports. There is no limit to the 
number of reports you can create. Each time you create a new report, you have 
the option of having it added to the Reports drop-down menu. You can even 
create your custom reports by basing them on the built-in reports that come with 
Salon Iris. You can do this by pressing the Import button while editing or adding 
a custom report. 
 
Reports Exercise 
 
1.  Click on Report  located on the Menu bar at the top of the screen. A menu 
opens.  Move your pointer over Employees  then Percentage Booked . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  Click on Percentage Booked .  This will open the Select Range of Dates  
window. 
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3.  Type or use the drop down list arrow to select August 1, 2005 , in the From:  
field.  In the To:  field, enter (today’s date) September 22, 2005. 
 
4.  Press Ok.  Salon Iris will generate the Percent Booked report.   
Note:  The Percent Booked rate is very low in this example.  The amount of 
information loaded into the database is minimal and is reflected in this report. 
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Mailings 
 
The Salon Iris mailing feature allows you to create a client mailing list that you 
may print directly to gum mailing labels, save as a file, or view. This mailing list 
may be highly customized by sort criteria. (For example, you might create a list of 
female clients with May birthdays who have spent more than two thousand 
dollars in your shop in the past six months.) 
 
 
Creating a Custom Postal Mailing List 
 
To create a custom mailing list, perform the following steps: 

1. From any Salon Iris main screen, click the Mailing button . The Mailing 
window will appear with the prompt asking, Whom would you like to include? 
and listing ten choices of sort criteria. 
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2. Select the mailing list sort criteria by checking the boxes to the left of the 
options listed and making appropriate entries in the information window for the 
selections. Click Next . 
  
3. Next, a new search window will appear showing that you can also base your 
search on what products, services, or packages the client has purchased before 
or after a specified date. 
 

 
 
4. Make the appropriate choice and click Next . 
 
5. The Mailing window field will change to a prompt asking, Would you like to 
print this or save this to a file? The three option choices, Print, Save to a file, or 
View list are discussed later in this section. 
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Mailing Exercise 
 
For this example, your Salon is going to do a mailing to clients to who have a 
birthday from September through November.  It is a slower time of year for your 
Salon and you would like to generate more traffic.  You are going to offer the 
clients a discount on services from your Salon in honor of their birthday. 
 

1.  On the Main toolbar, click on the Mailing button . The Mailing window 
will then open. 
 
2.  Click to place a check mark in the Birthday between option box located on 
the left hand side of the Mailing window. In the same row, enter the number 1 in 
the Day field.  For Month , click the drop down list arrow and select January . 
After “and” enter 31 in the day field.  In the Month  field, click on the drop down 
list arrow and select December . 
 
3.  Three rows down is the option The _____ visit was _____  _______. 
Click in the option box next to the word The to place a check mark.  Fill in the 
fields to read “The First  visit was Before (enter today’s date in the last field) .” 
In the example on the next page the date was September 22, 2005. 
 
4.  Leave the check marks in the boxes on the last three options.  This will 
provide you with the best list of clients.   
 
 
 
 
 
 
 
5. Click on the Next  button on the lower right hand side of the window.  
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6. Another screen will open with the options to also base your search on 

what products, services, or packages the client has purchased before or 
after a specified date.  
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7. The Print or Save View screen will appear.  You can sort the list of clients by 
either Client’s last name, Client’s birthday, or Last employee to service client.  
For our example, select View and click Next  to continue.  
 

 
  
 
 
8.  Select the Next  button. In your Salon, a list of all of the clients that have 
birthday from September through November would then appear.   
 
In our classroom environment, we do not have a complete database entered.  
The client you entered in an earlier exercise should appear.  Our example was 
Kendall Smith. 
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Printing Mailing List Directly to Labels 
 
To print the mailing list directly to labels, perform the following steps: 
  
1. From the Mailing window in Step 5 of Creating a Custom Mailing list, described 
above, check Print and then click Next . 
 
2. The Mailing window field will change to a prompt. Select the type of labels to 
be printed. 
3. Make the appropriate label selection from the label description window, edit if 
desired (click Edit This Label ) and click Next . 
 
4. The Mailing window filed will change to a prompt asking if you would like to 
include additional information on the label and providing the choices. 
 
5. Click on any or all of the choices, if desired, and then click Finish . The Print 
Options window will appear. 
 
6. Make the appropriate print option selections and click Print . 
 
 
Saving Mailing List to a File 
 
To save the mailing list to file, perform the following steps: 
 
1. From the Mailing window in Step 5 of Creating a Custom Mailing list, described 
above, check Save to a file and then click Next . The Select File to Create 
window will appear. 
 
2. Select desired path to save the file and file name, and then click Save. 
 
Viewing the Mailing List 
 
To view the mailing list, perform the following steps: 
 
1. From the Mailing window in Step 5 of Creating a Custom Mailing list, described 
above, check View list and then click Next . The Mailing List screen will appear 
with an information grid showing the selected client information. 
 
2. From this screen, you may print the information as displayed by selecting Print 
from the File pull down menu. 
 
3. You may also copy the information or just the e-mail addresses to the 
clipboard, by making the appropriate selection from the Edit drop-down menu. 
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E-Mailings 
 
Salon Iris allows you to create a list of client email addresses and copy the 
information to the clipboard. You can then paste this list into another application, 
and e-mail your clients. To create a list of client email addresses, perform the 
following steps: 
 
Create a List of Client E-Mail Addresses 
 
You can easily create a list of clients' e-mail addresses and do e-mailings. 
To create a list of clients' e-mail addresses, perform the following steps: 
 
1. Click the Mailing icon or from the Clients pull down menu, select Mailing. 
 
2. Select your clients to include by checking the appropriate box. When doing an 
e-mail, you may chose to uncheck the "Only include clients that have a complete 
address entered" box. 
 
3. Click Next. 
 
4. Select how to order and click Next. 
5. Select View, to view the list or copy e-mail addresses to the Windows 
clipboard. Click Next. 
 
6. From the Edit pull down menu, select Copy Email Addresses. 
 
7. Open up your e-mail program (for example Outlook or AOL e-mail) and in the 
field where you usually type in e-mail addresses, select Paste (you can paste by 
pressing Control, holding Control down and pressing the "V" key on the 
keyboard). 
 
8. Type in your title and body of e-mail and send it. 
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Option to send E-mail or SMS when Sending Appointme nt Reminders 
 
E-mail reminders can be sent to a client’s e-mail or SMS address, or both.  A 
client’s contact information is stored through the Client Information Screen.  You 
can configure your appointment reminders by accessing the Tools drop down 
menu and select E-mail Reminder Configuration. 
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Cash Tracking  
 
 
Cash Drawer and Close Out 
 
There are two ways to setup your cash drawer, Automatic and Manually. We 
highly recommend that you use the automatic setup feature. Salon Iris will 
automatically determine which settings are required to work with your cash 
drawer. 
 
 
Cash Drawer Automatic Setup 
 
To automatically set up your cash drawer, perform the following steps: 
 
1. From any Salon Iris main screen, click on Tools , then Options in the drop- 
down menu. The Options window will appear. 
 
2. Click on the Cash Drawer tab. The Options window fields will change to Cash 
Drawer options. Click the Auto Setup button (You may ignore the port options 
when selecting Auto Setup). 
 
3. The Cash Drawer Wizard will appear. Click the Next button. 
 
4. Select whether your cash drawer plugs into the parallel or serial port on your 
computer and then click Next . 
 
5. Salon Iris will be ready to try different combinations of setup features on your 
computer. Each combination will be tried for 5 seconds until all are explored. 
Click the Next button to begin. 
 
6. Click the big, red Stop button once your cash drawer opens. 
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Cash Drawer Manual Setup 
 
You can manually setup your cash drawer by following the steps below: 
 
1. Go to the Options screen, found on the Tools drop-down menu. 
 
2. Select your cash drawer type, either serial or parallel. 
 
3. If you selected Serial,  enter the appropriate communication settings (COM 
Port #, Baud rate, stop bits, etc). With the exception of the COM port, this 
information should be provided by the manufacture of our cash drawer. The COM 
port is determined by your Windows and hardware settings. You may need to 
experiment to find the correct value by trying 1, then 2, then 3, then 4. One of 
these values will work. 
 
4. If you selected Parallel,  enter the port number. This is usually 1. 
 
5. Under normal circumstances, we recommend to keep the DTR high and keep 
the RTS high fields checked. 
 
6. Click Display pop-up message after cash drawer has been  opened  box if 
you would like to see the alert message each time the cash drawer is opened. 
 
7. You can click the Reset to Defaults button, if you would like to reset the 
default values. 
 
8. Click Ok when selections are complete. 
 
 
Cash Drawer Balance and Close Out Overview 
 
Salon Iris allows you to track and balance all of the currency in the cash drawer. 
The actual amount of money, checks, credit cards, and other currencies (in the 
cash drawer) may be recorded and compared to the amount of currency taken in 
on closed tickets. Each cash drawer balance (for each employee) can be 
recorded and tracked. 
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Record New Cash Drawer Balance and Close Out 
 
The cash drawer Reported Balance  should be equal to the Counted Cash  in 
the drawer.  
 
The Reported Balance  is equal to (starting balance) plus (calculated total of 
cash from closed tickets) minus (dropped cash) minus (petty cash) minus (settled 
tips).  
 
The Counted Cash  is the amount of cash physically in the drawer.  
 
Status  shows if the drawer is balanced. If it is not, it shows the amount you are 
over or under.  
 
You may record a cash drawer balance in either of two ways: 
 

 By following steps 1 - 9 below. This option may be used when a 
certain employee may enter in a cash drawer balance, but the 
owner of the business does not want this individual to be able to 
view or delete all cash drawer balances. 

 
 Or, from the Cash Drawer Balance screen. See the View Previous 
Cash Drawer Balances section for instructions. This option may be 
used by the business owner or manager to view, delete, or add 
cash drawer balances - all from the same screen. 

 
To record a new cash drawer balance, perform the following steps: 
 
1. From the Cash pull-down menu, select Close Out & Cash Drawer Balance . 
The Cash Drawer Balance screen will appear. 
 
2. If password protection is not enabled, select the employee. If password 
protection is enabled, the cash drawer balance will be recorded for the employee 
that is logged in. See the Password section for more information on password 
protection. 
 
3. In the Counted Cash  field (in the Count column), enter the number of each 
type of currency in the cash drawer. 
 
4. In the Starting Balance  field, enter the starting balance of the cash drawer. 
For example, at the start of the day, some business's have $200 in cash in the 
drawer. 
 
5. The amount of dropped cash will automatically appear. See the Record Cash 
Drawer Drop section for more information on cash drops. 
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6. The amount of petty cash and settled tips will automatically appear. 
 
7. Salon Iris will calculate the reported amount of cash in the drawer and 
compare it to the counted cash in the drawer. 
 
8. The Non Cash  field shows the total amount of checks, credit cards, and other 
non-cash amounts from closed tickets. 
 
9. For a perfect drawer balance, there should be no difference in counted 
currency and reported currency. 
 
 
View Previous Cash Drawer Balances and Close Outs 
 
You may view, add, and delete previous cash drawer balance entries. Salon Iris 
does not allow you to edit an existing cash drawer balance entry. This screen 
may be used by the business owner or manager to view, delete, and add cash 
drawer balance entries - all from the same screen. This screen may be password 
protected.  
 
 
Viewing Cash Drawer Balance Entries 
 
To view cash drawer balance entries, perform the following steps: 
 
1. From the Cash drop-down menu, select View Cash Drawer Balances . 
 
2. Click on the cash drawer balance entry that you would like to view. Click the 
View button. Click Ok. 
 
 
Adding Cash Drawer Balance Entries 
 
To add a cash drawer balance entry, perform the following steps: 
 
1. From the Cash drop-down menu, select View Cash Drawer Balances . 
 
2. Click the Add button. 
 
3. If password protection is not enabled, select the employee. If password 
protection is enabled, the cash drawer balance will be recorded for the employee 
that is logged in.  
 
Note: To delete a cash drawer balance entry, click on the transaction to delete. 
Press the Delete button. The Are You Sure? screen will appear. To permanently 
delete this cash drawer balance entry from the Salon Iris database, select Yes. 
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General Ledger 
 
The General Ledger is only available with the Professional and Networking 
packages of Salon Iris. It allows you to track the financial transactions of your 
business. These transactions can be rent payments, utility payments, vendor 
shipments, written checks, and most other financial transactions that can occur 
within your business.  
 
The General Ledger works very much like an interactive bank account statement. 
Salon Iris can even calculate the current balance of your account based on what 
checks have cleared. Some of the major benefits of the General Ledger are as 
follows: 
 

 Each entry can be categorized into an unlimited number of customized 
categories. 

 
 Automatic stock count update (if products are received from a vendor). 

 
 Automatic retail price changing (if wholesale prices change, a new retail 
price is suggested based on the previous wholesale/retail ratio). 

 
 Split entry payments (A single entry can be sub-divided into multiple 
entries. For example, a single invoice from a vendor can contain multiple 
items. This invoice can be entered as a single General Ledger entry using 
the split feature.) 

 
There are a couple of ways to access the General Ledger Screen.  

Click on the Ledger button  found on the Main Toolbar.  This is will open 
the Ledger screen.  The second method is by clicking on the Finance drop-down 
menu and selecting the General Ledger option. 
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Information Tracked By The General Ledger 
 
Each General Ledger entry contains the following information: 
 
1. Date of the payment or deposit. 
 
2. Check number issued . 
 
3. Cleared , regarding whether or not a deposit or payment has been cleared 
through the bank. 
 
4. Voided , regarding whether or not a transaction has been voided. Voided 
transactions do not affect the balance. 
 
5. Category  is the type of payment or deposit. 
 
6. Description  is the person or company that is receiving payment. 
 
7. Split Check  allows two types of payments in one transaction. For instance, 
one half would be for non-product items (i.e. shipping, credit charges or vendor 
discounts) and the other half is for products. 
 
8. Payment  is the transaction performed to pay for products or services. 
 
9. Deposit  is the amount of money added to the account. 
 
10. Balance  is the total figure after deposits and payments are calculated. 
 
 
Entering the General Ledger's Initial Balance Examp le 
 
Salon Iris allows you to enter your business's initial account balance. The 
balance is sometimes referred to as the "carry-over" balance. This is the account 
balance at the time when the first ledger entry is made. 
 
To enter the initial balance of your business's account, perform the following 
steps: 
 
1. From the General Ledger screen, press the Options button. 
 
2. The Ledger Options screen will appear. 
 
3. Enter $1,000.00 in Starting Balance and 
Press Ok. 
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Adding a General Ledger Entry 
 
Salon Iris allows you to enter information into the General Ledger. You can enter 
in payments or deposits to keep track of your business's finances. 
 
To add an entry from the General Ledger, perform the following steps: 
 
1. From the Finance drop-down menu, click on General Ledger (or click on the 
Ledger icon). The General Ledger Screen will appear. 
 
2. To create an entry, which can be a payment or a deposit, click on Add Entry 

button,  located on the left-hand side of the screen. The Add 
Ledger Entry screen will come up with a General tab and a Check tab. 
 

 
 
To complete the General tab, perform the following steps: 
 
1. Enter the date. 
 
2. If you are making a payment by check, type the check number or click the 
Next Check Number button and Salon Iris will automatically insert the next 
unused check number into the Check Number  field. If you are making a 
payment by another means besides check (such as automatic withdrawal), leave 
the Check Number  field blank. 
 
3. Select the appropriate vendor from the drop-down menu. If it is a new vendor, 
press the Add New Vendor button and enter in the appropriate information. If it 
is an existing vendor that requires updating, click on Edit Vendor and enter the 
appropriate information. See the Adding a Vendor and Editing a Vendor sections 
for more details on tracking vendor information. 
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4. Enter the description for whom the check is made payable. 
 
5. Comment  is available to note other information that is relevant to the 
transaction. 
 
6. From the drop-down menu, select the Category , which is the type of 
transaction (payroll, utilities, expenses, etc.). If desired, click the Edit Categories 
button to modify the category information. 
 
7. In the Type field, select if the transaction is a Payment  or a Deposit . 
 
8. Enter in the appropriate transaction amount. If you would like to split how a 
transaction is tracked, select the Split button. Split Details information will 
appear. Split Details information is divided into two areas: 

 
a. General, which are all non product items (shipping, etc.). 
b. Products, which are the items received. 
 

9. In the General  area, select the category, enter a description, and amount. 
 
10. In the Product area, select the category, and enter the product ID. If the 
product ID is already in Salon Iris's database, the description, unit price, and 
amount will automatically appear. If the wholesale price has changed, type in the 
appropriate amount in the Unit Price  field. Enter in the quantity received. If the 
product ID is not in the database, Salon Iris will prompt you to enter it. 
See the Adding Products section for instructions on entering products. Click 
Save or Save and Add Another . 
 
11. If you check the update pricing and stock after saving box, Salon Iris will 
automatically perform a pricing check and a stock count update. The next screen 
to appear will be the Pricing and Stock Count Update. Your current and new, or 
suggested wholesale, retail, quantity on order, and stock count will be displayed. 
When Salon Iris "suggests" the new pricing, the ratio of the wholesale to 
retail price for the current prices are used. Select Update or Don't Update as 
appropriate. 
 
Note: If you follow the general ledger instructions, there is no need to update 
products on the Received ordering screen. 
 
Note: Salon Iris will automatically compare the amount entered in the Split 
Details to the amount of transaction. If a difference is found, it will be displayed in 
red. To adjust the transaction amount or the Split Details amount(s) so they are 
equal, select the Fix button. 
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General Ledger Entry Exercise 
 
1. Click on the Ledger  button from the Main toolbar. 
 
2. To create an entry, which for a payment, click on Add Entry button, 

. The Add Ledger Entry screen will open.  Make sure you are on 
the General tab. 
 

 
 
3. Enter the date. 
 
4. Since this is an automatic withdrawal, leave the check number blank. 
 
5. In the Vendor field, this is the first time we are entering this vendor.  Type in 
XYZ Electric Company . 
 
6. Next to Comment  type September 2005 electricity . 
 
7.  For fun (and practice for other types of vendors), enter 11254 for the Vendor 
Invoice Number . 
 
8. From the Category  drop-down menu, select Utility . 
 
9. In the Type field, select if the transaction is a Payment . 
 
10.  Enter $150.00 in the Payment Amount  field. 
  
11.  Click the Save button.  The new entry will appear in your ledger. 
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Editing a General Ledger Entry 
 
Salon Iris allows you to edit your transaction entries. For example, you may wish 
to edit the amount of payment or deposit, date, or description. To accomplish 
this, perform the following steps: 
 
1. From the General Ledger screen, click to highlight the entry to be edited and 
click Edit Entry . The Edit Entry screen will appear. 
 
2. Enter the appropriate changes and click Save. 
 
 
Deleting a General Ledger Entry 
 
Salon Iris allows you to delete a General Ledger entry. To delete a transaction, 
perform the following steps: 
 
1. From the General Ledger screen, highlight the entry to be deleted. 
 
2. Click the Delete button, located on the left-hand side of the screen. 
 
3. Click the Yes button to permanently delete the ledger entry. 
 
 
Printing a General Ledger Entry 
 
To print an entry from the General Ledger, perform the following steps: 
 
1. From the General Ledger screen, click the Print button. Whatever is displayed 
in the General Ledger table will be printed. 
 
2. The Printing Options screen will appear. Make the appropriate Print Options 
selection(s) and click Print. 
 
 
Printing General Ledger Checks 
 
Salon Iris allows you to print checks from the General Ledger. You can use these 
checks to pay employees, utilities, or other expenses of your business. You can 
print checks from the General Ledger in two ways: 
 
1. From the Edit General Ledger entry, click the Check tab. Select the Print This 
Check Now button. 
 
2. From the General Ledger screen, click the Print Checks button. 
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Exporting to Quickbooks 
 
First and foremost, you do not need Quickbooks to use Salon Iris salon software. 
Salon Iris salon software will track all your payroll, expenses, profit and loss, and 
vendor payment tracking. It will print out all information for W2 and 1099 forms 
that you can give to your accountant. Salon Iris salon software is still an all-in-
one program. We added in exporting to Quickbooks because some accountants 
like to have all end of year financial information in the Quickbooks format. 
 
A 100% integration with the sales reporting system allows commission to be 
created directly off sales with Salon Iris.   Annual updates are free and no 
subscription is required. You can run payroll as many times on Salon Iris as you 
like for free. Quickbooks charges between approximately $169 and $756 per 
year. This information is in the Employees-Payroll Setup section in Quickbooks. 
Salon Iris salon management software allows you to have one, exclusive 
program to track your business. If you do decide to export to Quickbooks, Salon 
Iris salon software makes it easy.  
 
Go to the Tools pull down menu and select Export to Quickbooks . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Now, you can export the following information to Quickbooks: 
 
• Clients 
• Employees 
• Products/Inventory 
• Services 
• Vendors 
• General Ledger Transactions 
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Payroll 
 
 
Salon Iris can calculate your business's employee payroll, and, if desired, print 
payroll checks. Payroll calculations are made from information taken from the 
following information: 
 
1. Payroll employee setups for income and deductions, including tables for 
income and deductions. 
 
2. Products and services sales recorded in closed tickets.  
 
3. Time clock information (if applicable).  
 
To view the payroll screen, perform the following steps: 
 
1. From the Finance drop-down menu, click Calculate New Payroll . 
 
2. If the Payroll screen is password protected, the Password Required window 
will appear.  
 
3. Select from the following options to run payroll: 
 

 Run payroll and save results  - run a new payroll and save the results for 
future reference. This new payroll will be used in year- to- date totals. 

 
 Recalculate a previous payroll and save results  - replace a previously 
run payroll with a new calculation. The new payroll will be used in the 
year-to-date totals. This option can be used to correct a payroll that was 
previously run. 

 
 Run test payroll and do not save results  - run a payroll for any range of 
dates. The results are not saved and will not affect any year-to-date totals 
or any previously ran payrolls. If you chose this selection, you can also 
have Salon Iris prompt you for values to use in payroll calculations by 
checking the appropriate box. 
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4. Make the appropriate date range selection, and then click Ok. The Payroll 
screen will appear showing the calculated payroll for all of the business's 
employees. 
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Payroll Configuration 
 
Salon Iris allows you to customize payroll information. The Payroll Configuration 
screen is broken up into three main areas: Settings, Income, and Deduction. 
 
 
Configuring the Employee Settings Payroll Informati on: 
 
To configure the employee settings payroll information, perform the following 
steps: 
 
1. From the Finance drop-down menu, select Payroll Configuration . 
 

 
 
2. From the Payroll Configuration screen, click the box directly underneath the 
employee that is horizontally in-line with the Include field. Click the Edit button. 
Select whether or not to include this employee in payroll calculations. Click Ok. 
 
3. Next, double click in the box underneath the employee that is horizontally in- 
line with the Hours Worked field. Select from the following choices: 
 

 Hours worked based on time clock entries 
 Prompt for hours worked each time payroll is run 
 Always use ____ number of hours, where " ____" is the amount you enter. 
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Configuring the Employee Income Payroll Information : 
 
To configure the employee income payroll information, perform the following 
steps: 
 
1. Go to the Payroll Configuration screen. 
 
2. From the Payroll Configuration screen, click the box directly underneath the 
employee that is horizontally in line with the Salary field. Click the Edit button. 
The Payroll Configuration screen will appear. 
 

 
 
3. You can select to pay the employee in the following ways: 
 

 No salary 
 Always use the following currency amount. 

 
Type in the amount to always use. 
 
4. Click Ok. 
 
5. Repeat Step 2, except use the Hourly  field instead of Salary . You can select 
to pay the employee in the following ways: 
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 No hourly pay 
 Rate of ___ per hour, entering in the currency amount, 
 Pay based on Hourly table. 

 
6. Repeat Step 2, except use the Adjustment  field. You can select to pay the 
employee in the following ways: 
 

 No Adjustment 
 Always use the following currency amount.  Type in the amount to 
always use. 

 
 
7. Click Ok. 
 
8. Repeat Step 2, except use the Tips  field. In the Tips  field, you may select to 
claim tips in the following ways: 
 

 Don't claim tips. 
 Based on amount claimed on a ticket. See the Tickets section for 
more details. 

 Fixed percentage of services sold. Enter in the fixed tip percentage. 
 Fixed dollar amount. Enter in the fixed tip dollar amount (depending 
on how your employee is paid with tips). 

 
9. Click Ok. 
 
Configuring Payroll - Single Commission System 
 
Salon Iris allows you to customize payroll information. The recommended 
configuration for payroll is the Single Commission System. This means that the 
employees' commission is based on the Commission Based On column on the 
Ticket Information screen and the settings below. 
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6. The Tax Table Installation and Update screen will appear, which contains a list 
of built-in Canadian Federal Tax tables. Click the Check for Updates button to 
check for any newer tax tables. 
 
7. Then, click on the appropriate Canadian Federal Tax Table, and click Install. 
Click the Close button to be taken to the Payroll Configuration screen. 
 
8. On the Payroll Configuration screen, be sure that Use Single Commission 
System is selected before continuing. 

 

 
 
9. From the Payroll Configuration screen, click the box directly underneath the 
employee that is horizontally in- line with the Include field. Click the Edit button. 
Select whether or not to include this employee in payroll calculations. Click Ok. 
 
10. Next, double click in the box underneath the employee that is horizontally in- 
line with the Hours Worked field. Select from the following choices: 
 

 Hours worked based on time clock entries 
 Prompt for hours worked each time payroll is run 
 Always use ____ number of hours, where "____" is the amount you enter. 
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Configuring the Employee Income Payroll Information  
 
1. Go to the Payroll Configuration screen  
 
2. From the Payroll Configuration screen, click the box directly underneath the 
employee that is horizontally in line with the Salary field. Click the Edit button. 
The Salary screen will appear. 
 
3. You can select to pay the employee in the following ways: 
 

 No salary 
 Always use the following currency amount. Type in the amount to always 
use. 
 

4. Click Ok. 
 
5. Repeat Step 2, except use the Hourly field instead of Salary. You can select to 
pay the employee in the following ways: 
 

 No hourly pay 
 Rate of ___ per hour, entering in the currency amount, 
 Pay based on Hourly table. See the section, Payroll Table Configuration 
for more information. 

 
6. Repeat Step 2, except use the Adjustment field. You can select to pay the 
employee in the following ways: 
 

 No adjustment 
 Always use the following currency amount. Type in the amount to always 
use. 
 

7. Click Ok. 
 
8. Repeat Step 2, except use the Tips field. In the Tips field, you may select to 
claim tips in the following ways: 
 

 Don't claim tips. 
 Based on amount claimed on a ticket. See the Tickets section for more 
details. 

 Fixed percentage of services sold. Enter in the fixed tip percentage. 
 Fixed dollar amount. Enter in the fixed tip dollar amount (depending on 
how your employee is paid with tips). 

 
9. Click Ok. 
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10. Repeat Step 2, except use the Products or Services Commission field (select 
no commission if you wish not to pay your employee commission). Employee 
commissions for products or services may be calculated in three common ways, 
fixed, stepped, or incremental stepped: 
 

 With a fixed commission, there is one rate, applicable to all sales, 
minus backbar, regardless of dollar amount. (For example, if total 
sales, minus backbar was $2300, and the commission rate was 
10%, the commission would be 10% of $2300, or $230.) 

 
 A stepped- scale commission rate adjusts the percentage rate at 
intervals of total sales. (For example, if total sales, minus backbar is 
$2300, and the stepped rate is 10% for the first $1000, 12% for the 
second $1000, and 14% for the next $1000, the commission would 
be 14% of $2300, or $322.) 

 
 An incremental stepped scale commission adjusts the percentage 
rates at intervals of total sales, but pays at the interval rates. (For 
example, as in the case above, if the total sales, minus backbar is 
$2300, and the stepped rate is 10% for the first $1000, 12% for the 
second $1000, and 14% for the next $1000, the commission would 
be 10% of $1000, or $100, plus 12% of the second $1000, or $120, 
plus 14% of the remaining $300, or $42. Thus the commission 
would be $100, plus $120, plus $42, a total of $262.) 

 
11. In either the Products Commission or the Services Commission field, you can 
select to pay the employee in the following ways: 
 

 Select no commission 
 

 Select the Straight commission field and enter in the percentage if the 
employee is paid a straight percentage of commission for all the products 
he/she sells. 

 
 Alternatively, if the employee gets commission per a changing step- scale 
based on the amount of sales, select the Based on Product or Service 
Commission Table 

 
12. You may choose to make exceptions to the amount of commission paid for a 
particular service. This is called a service commission exception. If you make a 
service commission exception, the settings from the Payroll Configuration, 
above, are not used and are overridden (the amount you list for the exception will 
be the straight commission amount used in the commission calculation). Note 
that if you change the commission amount, it will apply to all tickets and is 
retroactive. Depending on your settings, Backbar may or may not be deducted.  
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Making a service commission exception 
 

a. Edit the service that you wish to create a commission exception for. 
b. Click the Commission tab . 
c. Click the Edit Exceptions button . 
d. Click Add  and click on the appropriate employee and click OK. 
e. Enter the amount of commission the employee should receive when this 

service is used. It can be a lump sum or percentage. Click OK. Then click 
Save. 

f. Repeat  Steps a-e for each service that you wish to apply a commission 
exception to. 

 
13. You may choose to make exceptions to the amount of backbar for each 
employee. This backbar amount is subtracted from the service price when 
determining employee commission. If you change the backbar amount, the 
backbar amount will apply to all future tickets created (after the point in time in 
which you changed the backbar amount) and is not retroactive. To make 
exceptions to the amount of backbar for each employee, perform the following 
steps: 
 

a. Edit the service that you wish to create a backbar exception for. 
b. Click the Bonus and Backbar  tab. 
c. In the Employee Backbar field, click the Edit Exceptions  button. 
d. Click Add  and click on the appropriate employee and click OK. 
e. Enter the amount of backbar to be used in commission calculation when 

this service is used. Click OK. Then click Save. 
f. Repeat  Steps a-e for each service that you wish to apply a backbar 

exception to. 
 
14. You may choose to make exceptions to the amount of bonus an employee 
receives for each service. When configuring a service bonus (when editing the 
service), a standard bonus can be defined and exceptions created as needed per 
employee. A bonus is a lump sum awarded to an employee for the selling of a 
service. It is independent of commission.  
 
Note that if you change the bonus amount, it will apply to all tickets and is 
retroactive. To make exceptions for the amount of backbar for each employee, 
perform the following steps: 
 

a. Edit the service that you wish to create a bonus exception for. 
b. Click the Bonus and Backbar  tab. 
c. In the Employee Bonus field, click the Edit Exceptions  button. 
d. Click Add  and click on the appropriate employee and click OK. 
e. Enter the amount of bonus to be used in commission calculation when this 

service is used. Click OK. Then click Save. 
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f. Repeat  Steps a-e for each service that you wish to apply a bonus 
exception to. 

 
15. When configuring service pricing (when editing the service), a standard price 
can be defined and exceptions created as needed per employee. Note that if you 
change the service price, this new price will apply to all future tickets created 
(after the point in time in which you changed the service price) and is not 
retroactive. 
 
Configuring Payroll - Dual Commission System 
 
Salon Iris allows you to customize payroll information. The Dual Commission 
system is able to give different commission amounts when a service is used and 
when a service is purchased. When using the Dual Commission System, the 
Commission Based On column will no longer appear on a ticket. 
 
Configuring the Employee Settings Payroll Informati on 
 
1. From the Finance pull- down menu, select Payroll Configuration . 
 
2. The Select Country screen will appear. Select the country you are in. 
 
3. If you are in the United States, proceed to Step 8. The United States Federal 
tax tables are automatically installed. 
 
4. If you are in any other country except for Canada proceed to Step 8. 
 
5. If you are in Canada, proceed to Step 6. 
 
6. The Tax Table Installation and Update screen will appear, which contains a list 
of built-in Canadian Federal Tax tables. Click the Check for Updates button to 
check for any newer tax tables. 
 
7. Then, click on the appropriate Canadian Federal Tax Table, and click Install . 
Click the Close  button to be taken to the Payroll Configuration screen. 
 
8. Be sure that Use Dual Commission System is selected on the Payroll 
Configuration screen. 
 

 



 161 

 
9. From the Payroll Configuration  screen, click the box directly underneath the 
employee that is horizontally in-line with the Include field. Click the Edit  button. 
Select whether or not to include this employee in payroll calculations. Click Ok. 
 
10. Next, double click in the box underneath the employee that is horizontally in- 
line with the Hours Worked  field. Select from the following choices: 
 

 Hours worked based on time clock entries 
 Prompt for hours worked each time payroll is run 
 Always use ____ number of hours, where " ____" is the amount you enter. 
 
 

Configuring the Employee Income Payroll Information  
 
1. Go to the Payroll Configuration  screen (directions to get to this screen are 
described in Step 1 of Configuring the Employee Settings Payroll Information 
(above)). 
 
2. From the Payroll Configuration  screen, click the box directly underneath the 
employee that is horizontally in line with the Salary  field. Click the Edit  button. 
The Salary screen will appear. 
 
3. You can select to pay the employee in the following ways: 
 

 No salary 
 Always use the following currency amount. Type in the amount to always 
use. 

 
4. Click Ok. 
 
5. Repeat Step 2, except use the Hourly  field instead of Salary. You can select 
to pay the employee in the following ways: 

 
 No hourly pay 
 Rate of ___ per hour, entering in the currency amount, 
 Pay based on Hourly table. See the section, Payroll Table Configuration 
for more information. 

 
6. Repeat Step 2, except use the Adjustment field. You can select to pay the 
employee in the following ways: 
  

 No adjustment 
 Always use the following currency amount. Type in the amount to always 
use. 
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7. Click Ok. 
 
8. Repeat Step 2, except use the Tips  field. In the Tips field, you may select to 
claim tips in the following ways: 
 

 Don't claim tips. 
 Based on amount claimed on a ticket. See the Tickets section for more 
details. 

 Fixed percentage of services sold. Enter in the fixed tip percentage. 
 Fixed dollar amount. Enter in the fixed tip dollar amount (depending on 
how your employee is paid with tips). 

 
9. Click Ok. 
 
10. Next, you will need to set up the Service Commission When Used and 
Service Commission When Purchased  portion. To do this, edit the Service and 
click the Commission  tab. See Below: 
 

 
 
 
 
 
 
 
 



 163 

11. Click the Commission When Purchased  tab and choose one of the 
following: 
 

 None: No commission is given to the employee when the service is sold. 
 

 Fixed currency amount : The commission issued to the employee selling 
the service is in the form of a lump sum. The value found in Payroll 
Configuration is ignored.  

 
 Fixed percentage amount of: The commission issued to the employee 
selling the service is a percent of the service price. The value found in 
Payroll Configuration is ignored. 

 
 Based on Payroll Configuration Screen: The commission issued to the 
employee selling the service is based on the percent amount found in 
Payroll Configuration (either a straight percentage or based on a 
commission table).  
 

To make exceptions to what is on the Payroll Configuration screen, click the Edit 
Exceptions  button, then Add , then select the employee and click OK. Type in 
the amount and then click OK. Press OK again to return to the Edit Service 
screen . If you do an exception, the commission issued to the employee selling 
the service is based on an exception value  (either a lump sum or a percentage 
amount). If an exception  is chosen the value found in Payroll Configuration is 
ignored. With this option selected, different employees can have different 
exception values for the same service. 
 
12. Click the Commission When Used  tab and choose one of the following: 
 

 None: No commission is given to the employee when the service is 
performed. 

 
 Fixed currency amount: The commission issued to the employee 
performing the service is in the form of a lump sum. The value 
found in Payroll Configuration is ignored. 

 
 Fixed percentage amount: The commission issued to the employee 
performing the service is a percent of the service price minus the 
backbar amount. The value found in Payroll Configuration is 
ignored.  

 
 Based on Payroll Configuration Screen: The commission issued to 
the employee performing the service is based on the percent 
amount found in Payroll Configuration (either a straight percentage 
or based on a commission table). To make exceptions to what is on 
the Payroll Configuration screen, click the Edit Exceptions  button, 
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then Add , then select the employee and click OK. Type in the 
amount and then OK. Press OK again to return to the Edit Service  
screen. The commission issued to the employee performing the 
service is based on an exception value (either a lump sum or a 
percentage amount). If an exception is chosen the value found in 
Payroll Configuration is ignored. With this option selected, different 
employees can have different exception values for the same 
service.  

 
13. You may choose to make exceptions to the amount of backbar for each 
employee. A standard backbar amount can be defined and exceptions created as 
needed per employee. This backbar amount is subtracted from the service price 
when determining employee commission. This backbar amount is subtracted 
only when a service is used and not when purchased. 
 
To make an exception to the backbar amount for a service, perform the following 
steps: 
 

a. Edit the service that you wish to do a backbar exception for. 
b. Click the Bonus and Backbar  tab. 
c. In the Employee Backbar field, click the Edit Exceptions  button. 
d. Click Add  and click on the appropriate employee and click OK. 
e. Enter the amount of backbar to be used in commission calculation when 

this service is used. Click OK. Then click Save. 
f. Repeat  Steps a-e for each service that you wish to apply a backbar 

exception to. 
 
14. You may choose to make exceptions to the bonus paid for a service for each 
employee. A standard bonus can be defined and exceptions created as needed 
per employee. A bonus is a lump sum awarded to an employee for the selling of 
a service. It is independent of commission. There is no Bonus for the performing 
of the service. Note that if you change the bonus amount, it will apply to all tickets 
and is  retroactive.  
 
To make an exception to the bonus amount for a service, perform the following 
steps: 
 

a. Edit the service that you wish to do a backbar exception for. 
b. Click the Bonus and Backbar  tab. 
c. In the Employee Bonus  field, click the Edit Exceptions  button. 
d. Click Add  and click on the appropriate employee and click OK. 
e. Enter the amount of bonus to be used in commission calculation when this 

service is purchased. Click OK. Then click Save. 
f. Repeat  Steps a-e for each service that you wish to apply a bonus 

exception to. 
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15. When configuring service pricing (when editing the service), a standard price 
can be defined and exceptions created as needed per employee. Note that if you 
change the service price, this new price will apply to all future tickets created 
(after the point in time in which you changed the service price) and is not  
retroactive. 
 
16. If in Steps 11 or 12, if you selected to give commission based on the Payroll 
Setup Screen, then follow steps 17-18. 
 
17. To access the Payroll Configuration screen, select Payroll Configuration  
from the Finance  pull down menu. Employee commissions for products or 
services may be calculated in three common ways, fixed, stepped, or incremental 
stepped:  (See Below) 
 

 With a fixed commission, there is one rate, applicable to all sales 
(not including exceptions), minus backbar, regardless of dollar 
amount. (For example, if total sales, minus backbar was $2300, 
and the commission rate was 10%, the commission would be 10% 
of $2300, or $230.) 

 
 A stepped- scale commission rate adjusts the percentage rate at 
intervals of total sales. (For example, if total sales, minus backbar is 
$2300, and the stepped rate is 10% for the first $1000, 12% for the 
second $1000, and 14% for the next $1000, the commission would 
be 14% of $2300, or $322.) 

 
 An incremental stepped scale commission adjusts the percentage 
rates at intervals of total sales, but pays at the interval rates. (For 
example, as in the case above, if the total sales, minus backbar is 
$2300, and the stepped rate is 10% for the first $1000, 12% for the 
second $1000, and 14% for the next $1000, the commission would 
be 10% of $1000, or $100, plus 12% of the second $1000, or $120, 
plus 14% of the remaining $300, or $42. Thus the commission 
would be $100, plus $120, plus $42, a total of $262.) 

 
18. In either the Products Commission or the Services Commission field, you can 
select to pay the employee in the following ways: 
 

 Select no commission 
 Select the Straight commission field and enter in the percentage if the 
employee is paid a straight percentage of commission for all the products 
he/she sells. 

 Alternatively, if the employee gets commission per a changing step- scale 
based on the amount of sales, select the Based on Product or Service 
Commission Table.  
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19. If you wish to set up a bonus for a product that is sold, edit the product and 
click the Bonus tab . Type in the amount. If desired, click the Exceptions button  
to do product bonus exceptions for each employee. Click Save when finished. 
 
20. If you are using dual commission , we strongly recommend that you review 
the Configuring Dual Commission System Examples  section, shown below. 
 
Configuring the Employee Payroll Deduction Informat ion : 
 
1. From the Finance pull-down menu, select Payroll Configuration . 
 
2. The taxes and deductions listed on this page are set to a generic United 
States format (City Tax, State Tax, Federal Tax, Social Security Tax, Health 
Care, and SEP, Simplified Employee Pension), but can be easily renamed to 
match your specific needs. To change these headings, perform the following 
steps: 
 
a. Click the Deductions  button. 
b. Select the Deduction and delete it by clicking the Delete  button. 
c. Then, click the Add  button. Type in the new name of the deduction. 
d. Click Ok. 
 
Once you have your deduction names entered, you are ready to configure each 
employee's payroll deductions. 
 
3. From the Payroll Deductions screen, click the box directly underneath the 
employee that is horizontally in- line with the appropriate Deductions field. Click 
the Edit  button. 
 
4. You may select to deduct in one of the following ways: 
 

 No deduction 
 Fixed amount. Type in the fixed amount. 
 Percentage. Type in the percentage. 
 Based on deduction table. See the section, Configuring Payroll Tables - 
Adding a Payroll Table. Then Scroll down the box to select the appropriate 
table. 
 

5. You can also select the pre- deduction amount. The pre- deduction amount is 
the amount that is to be subtracted from the employee's gross pay before a tax is 
applied. (For example, assume a situation where the gross pay is $110, the state 
tax rate is 4%, and the pre-deduction amount is $10. The 4% state tax would be 
applied to the wage after the $10 pre-deduction amount is subtracted from the 
gross. Thus, in this case, the state tax would be 4% of $100, or $4.) 
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6. You can also select if this deduction is a pre- tax item. A pre- tax item means 
that no taxes are applied to this deduction. 
 
7. Repeat these steps for each employee. 
 
Configuring the Employee Payroll Deduction informat ion: 
 
1. From the Finance drop-down menu, select Payroll Configuration . 
 
2. The taxes and deductions listed on this page are set to a generic United 
States format (City Tax, State Tax, Federal Tax, Social Security Tax, Health 
Care, and SEP, Simplified Employee Pension), but can be easily renamed to 
match your specific needs. To change these headings, perform the following 
steps: 
 

a. Underneath the employee, click in the appropriate field that is 
horizontally in-line with the deduction to edit. 
b. Click the Deductions button. 
c. Select the Deduction and delete it by clicking the Delete button. 
d. Then, click the Add button. Type in the new name of the deduction. 
e. Click Ok. 

 
NOTE: When entering employee payroll taxes, the names of the payroll tax 
deduction will be the same for all employees, so it is imperative that the names 
and fields be consistent and appropriate for all cases. 
 
Once you have your deduction names entered, you are ready to configure each 
employee's payroll deductions. 
 
3. From the Payroll Deductions screen, click the box directly underneath the 
employee that is horizontally in-line with the appropriate Deductions  field. Click 
the Edit button. The Payroll Configuration screen will appear. 
 
4. You may select to deduct in one of the following ways: 
 

 No deduction 
 Fixed amount. Type in the fixed amount. 
 Percentage. Type in the percentage. 
 Based on deduction table.  

 
5. You can also select the pre-deduction amount. The pre-deduction amount is 
the amount that is to be subtracted from the employee's gross pay before a tax is 
applied. (For example, assume a situation where the gross pay is $110, the state 
tax rate is 4%, and the pre-deduction amount is $10. The 4% state tax would be 
applied to the wage after the $10 pre-deduction amount is subtracted from the 
gross. Thus, in this case, the state tax would be 4% of $100, or $4.) 
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6. You can also select if this deduction is a pre-tax item. A pre-tax item means 
that no taxes are applied to this deduction. 
 
7. Repeat these steps for each employee. 
 
Payroll Exercise 
 
1. From the Finance drop-down menu, select Payroll Configuration . 
 

 
 
2. From the Payroll 
Configuration screen, click 
in the box directly 
underneath the Sandy 
Sheldon and is 
horizontally in-line with the 
Hourly field. 
 
3. Click the option button 
next to Rate of and enter 
$15.00. 
 
4.  Click OK. 
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5.  Next click on the Federal Tax item under Sandy Sheldon .  Select US 
Federal Tax-Paid Biweekly-Married-1 Exemptions from the table. 
 
6.  Click Ok. 
 
7. You will need to complete all of the options that apply to each employee.  
Below is an example of the changes that you made.   
 

 
 
After you set up all of payroll information for your employees, we recommend that 
you select Calculate New Payroll (mentioned earlier in this book) and choose 
Run test payroll and do not save.   
 
 
Resizing the Payroll Configuration Screen  
 
To increase or decrease the size of the payroll configuration screen, position 
your pointer over the edge of the border of the Payroll Configuration  window 
until a double-headed black arrow appears. Once the black arrow appears, press 
down the left mouse button and drag to resize the Payroll Configuration  
window. 
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Adding a Payroll Table 
 
Payroll may use tables to customize commissions, pay, and deductions. 
To add a payroll table, perform the following steps: 
 
1. From the Finance drop-down menu, select View/Edit Payroll tables. 
 
2. Click the Add button. The Modify Table screen will appear. Type in the 
appropriate name of the table. For example, type in Products Commission table. 
 
3. Next, select the table type. You can choose from the following table types: 
 

 Deduction - this can be a tax deduction, employee retirement deduction, 
or a custom deduction. Because Salon Iris makes payroll calculations 
based on federal tax payroll deduction information, it is extremely 
important that your tax tables be correct and up-to-date. Salon Iris comes 
with current year federal tax payroll deduction tables for married and 
single employees, however, you should verify that these are correct and 
applicable to your business. This information may be edited or added 
should tax laws change. 

 
 Income: Hourly Pay - this can be an employee's hourly pay based on a 
table of hours worked vs. income. To enter in overtime amounts for hourly 
pay, a table may be used. 

 
 Income: Product Commission - this can be an employee's amount of 
commission based on products sold. 

 
 Income: Service Commission - this can be an employee's amount of 
commission based on services sold. 

 
4. Click the Add Row button. The Edit Row screen will appear. 
 
5. Enter in the appropriate amounts in the From  and To fields. 
 
6. Select if the amount of income or deduction is one of the following parameters: 
 

 Exact currency amount 
 A percent of gross pay. 

 
7. Click Save and Add Another . 
 
8. Repeat Steps 6 - 7 until all the table entries are complete. Then click Save. 
 
9. After the payroll table is complete, click Ok. 
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Hint: Use the Test button to enter in an amount and have the table return 
the value. Edit, Insert Row, and Delete Row buttons will manipulate the 
rows within the table. 

 
Check the incremental step commission box to use incremental step 
commission for this table. Incremental step commission is when the 
amount of commission an employee receives is cumulative for each row in 
the table. 
 
 For example, if the commission amount From $0 To $100 is $10 and 
commission from $101 To $200 is $20, then an employee sells $150, the 
incremental step commission amount would be $10 plus $20, which 
equals $30. If a straight table amount was used, the employee would only 
receive $20 in commission. 

 
 
Configuring an Hourly Pay Table for Overtime 
 
Salon Iris allows you to configure an hourly pay table in which you can configure 
hourly pay amounts based on the amount of hours an employee works. 
To configure a payroll table for overtime pay, perform the following steps: 
 
1. From the Finance drop-down menu, select View/Edit Payroll tables. 
 
2. Click the Add button. The Modify Table screen will appear. Type in the 
appropriate name of the table, such as Income: Hourly Pay (Including Overtime). 
 
3. In the Table Type  field, select Hourly  Pay. 
 
4. Click the Add Row button. 
 
5. Enter the appropriate pay for the appropriate number of hours. For example, 
for 0 to 40 hours of work, enter in $10. Click Save and Add Another . 
 
6. Then for 41 to 80 hours of work, enter $15. Click Save. 
 
7. Then, click the incremental step commission box at the bottom left corner. 
When payroll is run, your employee will be paid $10 for every hour worked during 
the first 40 hours and then $15 for every hour worked over 40 hours. 
 
 
Editing a Payroll Table 
 
To edit a payroll table, perform the following steps: 
 
1. From the Finance drop-down menu, select View/Edit Payroll Tables . 
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2. Select the table to edit and click the Edit button. The Modify Table screen will 
appear. Make the appropriate changes and click Ok. 
 

 
 
Deleting a Payroll Table 
 
To permanently delete a table from the database, perform the following steps: 
 
1. From the Finance drop-down menu, select Edit Payroll Tables . 
 
2. Select the table to delete and click the Delete button. Click Yes to permanently 
delete the table from the database. 
 
 
Payroll Calculations 
 
Payroll calculations are automatically made by Salon Iris when you open the 
Payroll screen. The following is a summary of all of the items (and descriptions) 
used in the payroll calculations and shown on the Payroll screen. 
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Printing Payroll can be done for all employees, or you can select to print each 
employee's payroll information on separate pages.  After a payroll is run, an 
integrated Separate Pages button allows you to select which employee's 
information you would like to print out individually. 
 
Profit and Loss 
 
The profit and loss report provides the comprehensive tools for analyzing the 
income, expense, and net profit for your business. This report is only available in 
the Professional and Network packages of Salon Iris. To run a Profit and Loss  
report, follow the steps below: 
 
1. From the Reports Menu, select the Totals menu. 
 
2. Next, select Profit and Loss . 
 
3. You will be prompted to select one of the following options: 
 

 Range of days for which the report should cover. 
 If sales transactions from these days should be included as income. 
 What payroll calculations, if any, should be included. 
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4. After making these selections, press the Ok button. 
 
Below is a sample of the report that will appear:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Selection Detail Level – Manually  
You may change the amount of detail displayed under each heading by pressing 
on the + or – symbols next to the heading name.  
 
 
Selection Detail Level – Automatically 
 
Towards the bottom of the window, you will notice a box labeled "Detail."  
 

Pressing one of these buttons will cause the  
displayed level of detail in the report to change.  
 

 
Pressing the Level 1 button will show the least amount of detail and pressing the 
Level 3 will show most amount of detail. 
 
The Profit and Loss report can be copied to the Clipboard (and pasted into Excel 
for instance) and saved to a text file. This feature allows you to save or edit the 
information generated by the Profit and Loss report according to your needs. 
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Quotes and Invoices 
 
You can create, edit, and delete quotes and invoices for clients. Also, you can 
email and save quotes and invoices to an external file. Both the quotes and 
invoices are accessed by pressing the Quotes icon or by going to the Finance 
pull down menu, then selecting Edit Quotes and Invoices. 
 
A quote is an estimate of cost for services to be performed or products 
purchased. A quote is not a bill to the customer. An invoice is an itemized bill 
(given to the customer) detailing the costs of products and services already 
rendered or to be rendered. Your business expects to receive payment for an 
invoice. 
 
Note: On the Quotes and Invoices screen, you can display quotes and/or 
invoices according to type, status, search by date, or by client's name. 
 
Adding a Quote or Invoice  
 
1. Press the Quotes icon or go to the Finance pull down menu, then select Edit 
Quotes and Invoices. 

2. Click the Add  button and type in the client's name, for whom the 
quote or invoice is for. The Quote/Invoice Information screen will appear. (See 
Below)  
 

 
 
3. Select the Type, whether it is an Invoice  or a Quote . 
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4. Select the Status, Open or Closed . 
 An open invoice is an invoice that the client needs to make payment on. 
 An invoice is closed when a client makes payment on it. 
 An open quote is a quote that was sent to the client for review. An open 
quote can be changed to an invoice at any time. 

 A closed quote is a quote that a client has reviewed, but has decided not 
to proceed with. 
 

5. Select the Employee or just leave it as None. 
 
6. In the ID field, type in the Service  or Product  ID or double click  to do a 
search. Repeat this for each product or service to put on the quote. 
 
7. Based on the service or product entered, the inside the grid, the following 
fields will automatically update: 
 

 Mins, amount of time it takes to perform the service 
 Type, whether it is a product or service 
 Description 
 Price 
 Tax, if tax applies 
 Backbar, if applicable. Backbar is the amount in products used to provide 
a service. 

 Qnt Prch, quantity purchased 
 Discnt, enter in a currency or percentage discount 

 
8. You can adjust the start time if desired. 
 
9. Click Save. 
 
Notes: To move a quote or an invoice to a ticket so the client can pay, click on 
the appropriate quote or invoice and press the Move Quote to Ticket  button. 
Press the Print Quote/Invoice  button to print. 
 
Editing a Quote or Invoice 
 
1. Use the Search by Type, Search by Date, and Search by Name fields at the 
bottom of the Quotes and Invoices screen to display your quote(s). You can just 
leave "All" as a default if you like. 
 
2. Click on the quote or invoice and press the Edit  button. 
 
3. Make the appropriate changes and press the Save button. 
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Deleting a Quote or Invoice 
 
1. Use the Search by Type, Search by Date, and Search by Name fields at the 
bottom of the Quotes and Invoices screen to display your quote(s). You can just 
leave "All" as a default if you like. 
 
2. Click on the quote or invoice and press the Delete  button. 
 
3. The Are You Sure? screen will appear. Click Yes and your quote or invoice will 
be permanently deleted from the database. 
 
E-mailing a Quote or Invoice 
 
1. Click the Quote's icon or from the Finance pull-down menu and select Edit 
Quotes and Invoices . 

2. Click on the quote or invoice to e-mail and click the E-mail   button. 
The E-mail screen will appear. 
 
3. Type in the name, e-mail address, subject, text of e-mail note, and from 
information. 
 
4. Click the E-mail Setup  button, located in the lower left. The E-mail 
Configuration screen will appear. 
 
5. In the From field, type in the Name and E-mail Address that your clients will 
see when they receive an e-mail. 
 
6. In the Account field, type in the SMTP Server, User Name, and Password. 
Your ISP (Internet Service Provider) can provide you with this information. An 
ISP is the company that provides your internet access, such as your cable or 
DSL company. 
 
7. Keep the Authentication as Automatic and the Port Number as 25 (for AOL 
users should enter in 587). 
 
8. Press Send Test E-mail and see if it works. E-mail support@cmjdesigns.com if 
you are having trouble with the test e-mail. 
 
9. Click OK and you will be returned to the E-mailing screen. 
 
10. Click Send to send the quote or invoice via e-mail. 
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Printing a Quote or Invoice 
 
Two ways to print a quote(s) or invoice(s) exist: 

 An individual quote or invoice 
 The quote or invoice grid (list) 

 
 

Options Screen 
 
This screen is an excellent resource to help you set up and use Salon Iris. You 
have the ability to customize Salon Iris to meet the needs of your Salon.  If you 
are experiencing difficulty with a particular feature, an adjustment here may make 
the difference. There are fourteen tabs to assist you with a variety of topics.   A 
chart on the following page explains the benefits of each of the tabs. 
 

 
 
The Clients Tab will show an option box that you may place a check mark in if 
you automatically want to add new clients to a “Do Not Mail” list.  This is not 
shown in the chart below. We recommended that you check with each client as 
you enter them into Salon Iris to see if they would like to receive mailings, special 
offers, coupons, etc. 
The Options screen contains the following tabs and topics: 
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Tab Name Topic 
General  Start and general options 

  
Setup  Default state and phone number area code 

  
Tickets  Customize the way tickets are created and edited 

  
Cash Drawer  Cash drawer setup and controls 

  
Tax Tax settings 

  
Picture Storage  Client picture storage and compression options 

  
Backup  Backup options 

  
Receipt Printing  Receipt printing setup and controls 

  
Wallpaper  Wallpaper settings and graphic selections 

  
Status Log  Setting and controls for internal status logging 

  
Security  Security options 

  
Credit Card 
Processing  

Integrated credit card processing options 

  
Gift Card  Allow gift cards to be resold after the balance equals 

zero. 
  

 
Receipt Printing can print a client's upcoming appointment.  Through the Options 
Screen, you can add the client's appointment to their receipt.  You can customize 
the way your receipts print when a ticket is closed.   
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Making Back ups 
 
It is highly recommended that you backup your database on a daily basis. Some 
businesses make backups once a day, or once every few days.  However, in 
order to back up, you must make sure that no other applications are accessing 
your database. 
 
Please Note: It is recommended that you save backup s on floppy disk or 
zip disk so that your database will be available ev en if something happens 
to your computer or your computer's hard drive.  
 
Warning: We do not recommend that you attempt to "b urn" a backup 
directly to a writable CD. If you would like to sto re a backup database on a 
writable CD, you should first save the backup file to your hard drive 
(typically the C: drive). You should then write the  backup saved on your 
hard drive to the writable CD using your CD writing  software. 
 
What is Backed Up: 
 
Your entire database, including the following information: 
 

 Tickets (all sales history and future appointments) 
 Clients information 
 Photos 
 Products and Services information 
 Employee schedules 
 Gift certificates information 
 Coupons information 
 Declared cash information/Close Out and Cash Drawer Balance entries 
 Gum label settings 
 Time clock entries 
 Vendors information 

 
What is Not Backed Up: 
 
Local settings on your computer, including the following information: 
 

 Program serial number 
 Database password (if enabled) 
 Enable password protection on this computer option on the passwords 
screen 

 Cash drawer setting 
 Receipt printer settings 
 Other miscellaneous information (windows locations, default state and 
area code, etc). 
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Recommended Backup Method 
 
It is recommended that you make multiple backups of your database on floppy 
disks or ZIP disks and keep the backups in multiple locations. We recommend 
you have a backup disk for each day of the week: Monday, Tuesday, 
Wednesday, Thursday, Friday, Saturday, and Sunday. Make a backup of 
the database each day on the corresponding disk.  
 
Each month, we recommend taking the prior month's backups and storing them 
in multiple places, such as a safety deposit box, a safe, or in a safe location in 
your home. Think of this like an insurance policy.  It is not something you want to 
use, but in the case of an emergency, you are covered.  Also, keep in mind that 
whenever you restore a database or create a new database, your current 
information, which includes all clients, tickets, products, services, etc. since the 
last back up, will be lost. 
 
Backups - Restoring 
 
To restore a backup file, perform the following steps: 
 
1. From the File drop-down menu, select Database Controls . The Database 
Controls screen will appear. 
 

 
 
2. Select Restore Database From Backup . 
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3. Select where your backup is saved: 3.5" floppy or another location (hard drive 
or zip disk). 
 
4. Click the Ok button. 
 
5. Your saved database will be restored into Salon Iris. 
 
 
Automatic Backups 
 
Automatic backup is a system that automatically makes backups of your 
database. Salon Iris can automatically make a backup copy according to the 
schedule choices you make. This will help reduce the risk of information loss if 
the database is damaged or deleted. 
 
1. From the File drop-down menu, select Backup . 
 
2. Next select Automatic back up settings. Set the frequency or schedule for 
each backup. 
 

a. Enable automatic backups by keeping 3 or more days of backups. 
b. Choose to make automatic backups every ___ hours . 
c. Decide to make backups 24 hours a day  or schedule the time and 
days. 
d. Location of backup files  allows you to select where the files are 
stored on your computer. 
e. Backup Now button allows you to make an immediate backup. 

 
 

 
 
 
 
 

* Technical Support:  (734) 853-0018 * 


