
Adding Clients  

When you want to add clients the first thing that you want to do is click on Clients and 
Add New.  

  

Now it will prompt you to add the client’s first name, last name, phone number, sex, and 
what this client was referred by. From here you can either click add now or more.   

  

If you clicked add now it will not ask you for anymore information about this client and 
you will have successfully added the client. If you click more then you will be taken to 
the client file.    



 
Below is a section client file. For anything that requires a date, do not put any slashes or 
dashes into the field. Just enter in the date as a 6 digit number and hit the enter key on 
your keyboard. This will auto-format the date.  

  

Here is another section of the client file. Every single one of these fields is not 
mandatory, but is good to fill for your marketing campaign.    

      

Here are the options you can choose from in the client file.   



 
- For this option please see our tracking faq.  

 
- This will show you all of your service and product history for a client.  

 

- For this option please see our formulas FAQ.  

 

- This option will allow you to add notes to a client file.  

 

-  This option will allow you to add a note that will pop up each time you      
select the client.   

 

- This will show you a client’s appointments in the neat future.  

 

- This will take you to the appointment day view screen.  

 

- For this option please check our in-take FAQ.  

 

- This will print out the client file.  

 

- For this option please check our rewards FAQ.  

 

- This will cancel out of the client file without saving.  

 

- This will cancel out of the client file but instead of having it not save, it 
will save all of your fields that you entered in.  

Once filling out all the information that you want, hit the accept button and you will have 
successfully added a client.  



 
Here is an example of a completed client file.  
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