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Chapter 1: Installation

Discovery Pro Software runs on IBM Compatible computers running Windows XP, Vista or Windows 7
Insert the CD labeled Discovery Pro into your CD ROM drive. The setup program should start automatically.  If not then browse the CD and double click the setup.exe file on the CD.  Follow the setup instructions on the screen.  (In most cases accept the defaults)
The installation program installs the applications to the c:\program files\Schools folder.  Icons for the application you have installed appear on the desktop and as a program group.

Selecting a different install path:

You can run Discovery Pro from a location on your computer other than c:\program files\schools (the default).  Discovery Pro is networkable.  However, the sound files (.wav) must reside on your local hard drive in the C:\ program files\ schools directory.  If you choose to install Discovery Pro elsewhere you must copy the sound files from the new location to C:\ program files\schools.  The sound files all end with the file extension .WAV.    Make sure all of the .WAV files are located in C:\ program files\schools if you wish to use the Voice Help feature.
Starting Discovery Pro

Choose START > Programs > Discovery Pro > Discovery Pro.  (If you installed the program in a folder other than Discovery Pro, choose that folder from the Start > Programs menu or click the icon from your desktop.
Installing Discovery Pro in a network environment:

In order for Discovery Pro to operate in a network environment,

you must install Discovery Pro on each desktop computer first.  During installation, accept the default path to install the software to. (C:\program files\schools).   To share a common database you must move the database file name SALONT.MDB from C:\ program files\schools to a location on your network drive. This shared path should have read/write/delete permissions.  Make sure that after you move the file that it no longer exists on your local drive. Log onto Discovery Pro.  A message will appear requesting that you locate the backend database you moved to the network.  (Salont.mdb).    Once you have located the database, repeat this procedure on each network computer. Discovery Pro will remember where the common database is located.

Installing Discovery Pro on a computer with OFFICE 2007/2010. Office 2007 includes security features that may need to be modified to prevent security warnings from appearing when you open Discovery Pro.  To modify, open Microsoft Access, then pick File then Access options (bottom) then Trust Center, then Trust Center Settings, then Macro Settings.  Pick enable all macros and add the path of the salonprg.mdb to the trusted locations. If you still receive the security warnings then run the update_reg.reg file located in the \progam files\schools folder.
Vista Users: There is a known issue with VISTA that may interfere with the operation of  the software on computers running VISTA. If this occurs, disable User Account Control on Vista.
Logging on to the Application:

To identify your self to the database, you are asked to log on and enter a password each time you start the application.  On the LOGIN screen, enter your login name, press the TAB key and enter your password.  Choose the OK button.

Instructors - The first time you log on, use “ADMIN” for both the login name and the password.   When you have successfully logged on, change the password for ADMIN. Select System Administration then Users. 
Student Login - the default login name and password for students is “Student” for the login name and “Student” for the password.  When students login the software, they only get access to the Client portion of the software.

Time Clock Login - the default login name and password for the time clock only is “timeclock” for the login name and “timeclock” for the password.  

Saving the new records you added:
When you move to the next record, Discovery Pro saves the record you added.  When you finish adding records, just close the form or datasheet - you don’t have to save your work.  Discovery Pro automatically saves the data.

Fields you cannot edit:

There are several kinds of fields in forms or datasheets that you can’t edit.   They are described below:

Counter fields - If a field has a counter data type, it is automatically filled in by Discovery Pro.

Calculated fields - Calculated fields display values that Discovery Pro calculates. The student data record contains two such fields.  Last Date of Attendance and Hours to Date. 
Field in a locked record - If you are using Discovery Pro in a multiuser environment and a record is locked by another user, you can’t edit the data in the record.

To close a form:
Select the command button  CLOSE, or click the X in the upper right corner of the form window.

Moving between fields and records:

You can move to the next or previous field in a record by pressing TAB or SHIFT+TAB or by clicking the field you want with your mouse. You can use the GO TO command button (>) on the form to move to the next record.   You can use the GO TO command button (<) on the form to move to the previous record.

Editing Techniques:
To replace an old value with a new value
With the field selected, type a new value.

Open a combo box list to display choices
Press ALT+DOWN ARROW or use your mouse to click the down arrow key on the combo box

Save changes to the current record

Move to the next record, press SHIFT+ENTER, or close the form.

Refresh displayed records (F9 Key):

If you leave the form to enter information such as service codes, products, etc. you may need to press the F9 key to refresh the data in any combo box lists on the form.  This will enable the new service codes or products to appear in the combo box list.

Data Validation checking:
When you try to move out of a field after changing data, Discovery Pro validates the data, making sure that the value you entered is allowed in that field.  If the value is not allowed, Discovery Pro alerts you.  In order to move out of the field, you must either change the data to an acceptable value or undo your changes (press ESC).

A value might not be allowed in a field for the following reason:

   The value isn’t compatible with field’s data type (Such as          Number, Text, or Date/Time).  For example, you can not           store a  name in a field with number data type.

   Data is required in the field, and you have left it blank.
Discovery Pro performs record checking as well as field checking. Before a record is saved, Discovery Pro makes sure it does not break any rules set in the property of the record.  If the record can not be saved, you must either make any necessary corrections or press ESC to cancel all changes you have made to the record.
Chapter 2   Setting up your database files for the first time

Discovery Pro forms are designed with command buttons that perform certain functions.   The command buttons you will see throughout Discovery Pro are detailed below:

> 
Locates the next record in the table.

< 
Locates the previous record in the table.

New
Displays a blank form to allow you to enter a new 
record.

Delete
Deletes the record on the form.

OK
Saves the record.

Cancel
Cancels any changes made to the record on the form.

Close
Closes the form and returns to the previous form or 
menu.

Voice
Allows you to hear voice instructions on how to 
perform functions throughout the software.

Information needs to be added to various  tables before you can begin using Discovery Pro.  Instructions are detailed below starting with the category: Setup Database.

Setup Database:

To begin using Discovery Pro Cosmetology Software, you must setup your preferences.  From the Instructor’s Main Menu SELECT SETUP DISCOVERY SCHOOL SOFTWARE from the toolbar at the top of the menu.

Setup School Info:
Enter the name of your school then press the TAB key or use your mouse to enter the next field.  Enter the address of your school.  Enter the city, state, zip and telephone number.  In the field CLINIC START TIME, enter the time of day your clinic opens.  This start time will be used in the appointment scheduler.  In the field CLINIC ENDING TIME, enter the time of day your clinic closes.  This ending time will be used in the appointment scheduler. If you want receipts to automatically print, pick PRINT RECEIPT.   If wish for student performances from the cash register to automatically be entered into the student’s clinical performances file, enter YES in the AUTO ADD PERF field.  To prevent students from being able to enter their student ID number to clock in and out, forcing them to scan their barcode ID, check ATTENDANCE SYSTEM and enter a 2 character scanner code BEFORE PRINTING THEIR BARCODES. If you want to track attendance using the ¼ hour system, do not click NO ROUNDING.  If you want to track attendance using the straight time method then pick NO ROUNDING.

Setup Clinical Performance Requirements:

You must enter the requirements that must be completed by your students before you can enter your services and prices.    Select SETUP CLINICAL PERFORMANCE REQUIREMENTS  from the SETUP menu.   First, Enter the name of the Performance. (Example: Haircuts, Temporary Color, etc.)  Enter the number required and select the Program the performance relates to. The SORT field and APPEAR ON REPORT field only apply to North Carolina schools.  You will setup a separate list of clinical performance requirements for each program type you setup. (cosmetology, manicuring etc.) 
Setup Services and Prices:

You must enter the services to be performed in the clinic by your students before you can use the cash register software.   Select SETUP SERVICES AND PRICES from the SETUP menu.   First, Enter the name of the service. (Example: Child’s Haircut, Blowdry/Marcel with Brush, Frosting etc.)    Click the down arrow key in the box labeled  DURATION, select the amount of time you wish to block out on the appointment scheduler for the service.  If required, enter the number of live performances required and/or the number of mannequin performances required. Enter the PRICE that will be charged for the service.  Select a CATEGORY (Hair Relaxing, Hair Styling, etc.)  To enter CATEGORIES select SETUP PERFORMANCE REQUIREMENTS from the SETUP menu.  When finished, select the CLOSE button to return to the main menu. Click REPORT to print a clinic price list.

Change an existing Service Code or Performance:

Using the ARROW buttons on the bottom of the form, scroll through the records until the record you wish to change is visible on the screen.  You can also change records by selecting the VIEW RECORDS button.  Make the change and select OK.
Setup Payment Type:

Setup the payment types that can be used in your clinic when accepting payments by clients.  In the Payment type field type CASH.  Then click the NEW button to continue entering payment types .  If you accept credit cards, you will want to type in the type of credit cards accepted. Example: Master Card, Visa, etc.   There is a payment type already setup in the payment type table for gift certificates and complimentary services.  GIFT CERT and COMPLIMENTARY. Using Complimentary allows to user to have a zero sales total.  Gift Cert pops up a form to enter gift certification information.

Setup Sales Tax:
If you will be selling products and are required to pay sales tax you should enter a value in the Sales Tax field.  In the Sales Tax field enter the sales tax percentage for your state.  Example: .06 for 6% Sales Tax.  In order for the system to calculate sales tax for service and/or products, you must set up the product and/or service to calculate sales tax by inserting YES in the field labeled SALES TAX in the service codes file and in the products file.  When finished, select CLOSE to exit .

Setup Designer Schedule:
This is used in conjunction with the appointment scheduler.  If you enter the student/designer’s work schedule in this form this helps the person scheduling appointments to know when the student is scheduled to be working.  You must put a check mark next to the days the student/designer is working and you must enter the time they will be at work on the particular day. If most of your student schedules are the same just create one schedule then pick COPY.  
Setup Classes:
Enter a code for the class in the CLASS ID# field and then a longer description of the class in the DESCRIPTION field.  Specify either WRITTEN or PRACTICAL.  Press ENTER after entering each field in order to progress to the next record. An example of a class might by Milday.
Setup Assignments: These values are using when entering theory grades.  An example of an assignment might be the Milady Chapters.

Setup Grade Types: These values are using when entering theory grades.  An example of a grade type might be tests, quizzes, final.

Setup Program Types: Sample programs are Cosmetology, Manicurist, Esthetician. They represent the MAIN program category.
Setup Programs:  Sample Program types are  Cosmetology Day, Cosmetology Night, Manicurist Day.   You can define time clock rules separately for each program. You must associate each Program with a Program Type. Example:  The Program  “Cosmetology Day” is associated with the Program “Cosmetology”

Early:  Enter the earliest time the student is allowed to clock in. If the student clocks in before that time, the time clock will adjust their clock in time to the EARLY time.

Tardy: Enter the time the student will be classified as TARDY. The student is allowed to clock in and their time clock record is marked Tardy.

Blocked:  Enter the time when a student is no longer allowed to clock in that day. If the student tries to clock in  (the first punch of the day) after this time they will 
be blocked. Their time clock record will indicate the 
time they attempted to clock in and the fact they were blocked from doing so.

Unblocked:  Enter the time when a student is allowed to clock in AFTER being blocked.

Max Hours: Enter the maximum number of hours students in this program are allowed to get in one day.  
If a student gets more than the max hours allowed, the 
time clock will adjust their hours for the day to the value you entered for max hours.
Minimum Hrs:  Enter the minimum number hours the student must be present to not be considered absent.  This value is used with the Absence Processing feature.
Setup Enrollment Status: The list of enrollment statuses displays in the Student Data Record.
Setup School Closures: In order to calculate the school’s offered hours you must enter the dates the school was closed for holidays, snow days etc. 
Setup Promotions:
Enter a Promotion name and the discount associated with it.  Promotions are used when checking out clients in the register.

Setup Product Inventory: There are several categories involved in setting up your product inventory system.  They are listed below.
Setup Product Categories:

This need to be setup to use with the Inventory Module in the software.  Do not enter anything in the field labeled CATEGORY ID.  The software maintains this number for you. The purpose of having categories for your products is to narrow down the list of products for searching and reporting purposes.  Your product list could get rather large. By assigning your products to a category you can then find the product you are looking for more quickly by displaying all products in a category as opposed to displaying all products. Select a category name.  Valid category names might be, shampoo, conditioner, hair color or perms.    To start, enter the category name Shampoo.  When finished, click the NEW button to add another category name.  When you are finished adding categories, click CLOSE to exit the form.

Setup Manufacturers:

Do not enter anything in the field labeled MFG ID.  The software maintains this number for you.  Enter the name of the manufacturer.  Enter the address and telephone numbers for the manufacturer.   Select CLOSE to exit the form when finished.
Setup Suppliers:
In order to track your product inventory, you must enter information about the suppliers of your products. To enter a new supplier, click the NEW button    You cannot enter a value in the SUPPLIER ID field.  The software automatically maintains this field.  Complete the rest of the form with information about the Supplier.
Setup Products:
In order to track your product inventory, you must enter information about each of your products.

To enter a new product, click the NEW button .   You cannot enter a value in the PRODUCT ID field.  The software automatically maintains this field.  Complete the rest of the information about the Product.

Enter the Product Name . Using the down arrow key located in the box labeled CATEGORY select the category the product needs to be in. Enter the Quantity per unit (e.g. 1, 6, 12, 24), the retail price and the unit price for the product.  Enter how much you have of the product currently in stock.  If the product is on order, enter the amount you ordered in this field.  Enter the Reorder Level.  If the product is taxable, type YES in the Taxable field.   If the products is a professional product,  type YES in the Professional field.   If the product becomes discontinued,  enter YES in this field.  This will drop the product from reports and combo box lists.  Select the supplier for the product.  Select the manufacturer for the product.

Setup Accounting:  Enter your list of accounting codes here. Example, tuition, books, kit, etc.  The data entry form for student accounting can be accessed from their student data record tab.  Select the student then press the ACCOUNTING tab.  There you will see all their accounting records and be able to print accounting reports.  When entering accounting records you will have a choice of a charge, a refund or a payment.  A charge is a debit to the student’s account and might be an amount the student owes like for tuition or books.  A payment and a refund is a credit to the accounting and might be a tuition payment or a payment made by the student.  You must first enter a CHARGE before you can enter payments.  The student must owe an amount before you can apply payments towards it.
Setup Prospective Students:  Enter your list of programs and semesters to assist in tracking prospective students. To email prospective students pick a semester from the semester drop down list then pick the EMAIL button. This will send all the prospective student email addresses for that semester to your email software.
Setup Student Records:
Select SETUP STUDENT RECORDS from the Setup Discovery School Software Menu Bar.  You must enter a record for each of your students before you can begin tracking their information.  If you are entering a NEW student select the ADD NEW button on the right of the Student Data Record form.  If you are looking for an existing student’s record enter a portion of the student’s last name in the SELECT STUDENT field at the top of the form.   Then click the DOWN ARROW in the box labeled SELECT STUDENT, you will see a list of all existing students in alphabetical order beginning with the letters you typed.  With your mouse, click the name of the student whose record you wish to view or change.  The record will appear on the screen.

Add New Student:
If you are adding a new student type in the name of the student in the FIRST NAME, MIDDLE NAME and LAST NAME fields.  Continue entering any other information you wish to retain regarding the student.  Be sure to select an enrollment  STATUS for the student.  Default enrollment statuses appear for your selection.  If you wish to enter new enrollment statuses you can do so by selecting SETUP ENROLLMENT STATUS from the Setup Discovery School Software menu bar.  Default program types appear for your selection.  If you wish to enter new program you can do so by selecting SETUP PROGRAMS from the Setup Discovery School Software menu bar.  If you want this student to appear on the appointment scheduler, put a check mark in the SCHEDULE APPTS box. To email a student click on the icon to the right of the email address. Data is not entered in the Last Date of Attendance or the Hours to Date fields.  This information is calculated by the software and appears in these fields automatically. The social security field will only display the last 4 digits of the student’s SS#, for privacy.
Inactive students:  When students withdraw or graduate you should enter those dates in the student data record.  You should also uncheck the CURRENT STUDENT field so that the inactive students do not appear on reports and student drop down lists.

There are tabs at the top of the student data record designed for easy access of student information.  
Accounting:  If you track payments and receipts made by students, use this tab to enter these transactions.  Enter the transaction date, pick the type of transaction it is ( charge, refund or payment) and then pick the what the payment or charge was for.  Example, tuition, books, kit etc.   You can print student statements by clicking on the one of the report buttons at the bottom of this screen. Individual statements can be printed or a school accounting report can be printed using your range of dates. The past due report will print all students who have not paid a payment during the report date range.  

The second tab is called STUDENT NOTES.  The third is Prospective Students. When using these tabs, first select the student from the Student Data Record tab then click on the desired tab.
Chapter 3 - Entering Student Attendance
Manual Entry - If you do not wish to allow students to clock in using the computer and a bar code scanner, you can manually enter their attendance by selecting the ATTENDANCE option from the Instructor’s Main Menu and entering a scanner code.

Select ENTER ATTENDANCE BY STUDENT, Select the student by clicking the down arrow button on the box labeled STUDENT.  A list of students will appear, using your mouse select the student.  Today’s date automatically appears in the DATE field.  You may change the date if needed. Enter the amount of time the student was present for that day.  If you are using the ¼ hour method you will enter time using this example: 7.00, 7.25, 7.50, 7.75, 8.00.  If you are using the No Rounding method you will enter time in the hundredths of an hour.

Click Data Entry Mode On if you do not wish to see all the attendance that has been entered for the student.  After entering this data click the NEW button to enter a new record. Clock in and Out times are not required but if you enter them, they will automatically calculate the total hours for you.
Field Trip Hours – If the attendance you are entering is for field trip hours, check the FT checkbox.

Manual Entries – The Manual check box is activated when you enter an attendance record manually or if you change a time clock record.  This will help you determine which attendance records were made by the time clock and which were manually entered.

Tardy – If you make a manual entry and the student was tardy, click the tardy check box.  This box will automatically be checked if the student used the time clock to clock in and they were tardy.

EX – indicate an excused absence.

UN – indicates an unexcused absence

PROCESS ABSENCES -  If you want the software to determine student absences click on this button. Pick the program and enter a date range.  The students associated with the program selected will appear in the ENROLLED students section of this form.  You can process absences for one student or all students by selected the appropriate button.  The software will look at the student attendance records, the offered hours by the school and the school closures to determine if the student was absent. An entry will be placed in the MANUAL ATTENDANCE table for the absence.
Print Detail Attendance report - to print a report of all attendance for a student select PRINT ATTENDANCE REPORTS from the RUN STUDENT REPORTS option from the Attendance Menu.  A list of available reports will appear.  If you select a report that requires a range of dates make sure of the following:  The dates must be entered in this format (mm/dd/yyyy).  A preview of the report automatically appears on your screen.  The report shows each current student in the program you selected and detailed records of all attendance entered manually and by the time clock.  Each student’s attendance is totaled at the bottom.  To print the report, from the menu bar select PRINT and then OK.

Print Detail Attendance report only one student - to print a detail attendance report for only one student, select the student whose attendance you wish to print. Select  PRINT PREVIEW. You must enter a range of dates to print this report.

Print Summary Attendance report - This report prints a report of all students and a total hours to-date for the student.  No detail records are shown or printed.   This prints a total of all hours to date for a student regardless of the dates.

Update Attendance records

If you need to delete or change an attendance record select the student from the list of students.  Click the DATA ENTRY MODE OFF button..  This action will list all attendance records entered for the student.  Find the record you wish to delete and click the grey box to the left of the record.  The entire record will be highlighted.  Then press DELETE on your keyboard.  To modify a record, find the record you wish to modify and put your cursor in the field you wish to change and make the necessary changes.

Automatic Attendance entry using Bar Codes & Scanner
Student Time Clock View:

If you wish to track attendance by allowing your students to clock in and out of the computer you can do so by selecting CLOCK IN/OUT from the CLIENTS main menu or if you want JUST the time clock to appear on the screen, login to the software using time clock for the username and time clock for the password.  Students can manually enter their student ID to clock in OR they can scan a bar-coded ID badge. The bar-coded ID badge method requires the use of a Card Reader Scanner and requires that barcode fonts are installed onto your computer. If your students have existing school badges that read code 39 barcodes you may be able to use your existing badge by assigning the school’s student id number to the student in the Discovery Pro Software.  America’s Software distributes it’s own bar code scanner with this product for an extra cost.  If you need one please call us at 800-467-1170.

If you wish to print barcodes from Discovery Pro you must first install the barcode font that came with your software.  To install this font, from your desktop select START then CONTROL PANEL.  Double click the FONTS icon.  From the toolbar select FILE and then INSTALL NEW FONT.  From the folder tree at the bottom of the screen select the following folder:  C:\program files\schools. The barcode font named 30f9_new.ttf should appear at the top of the screen. Highlight it and click OK.  Now you are ready to print student barcode labels. If the font does not appear then retrieve it from your original Discovery Pro CD.
To print student bar code labels, from the Main Menu select System Administration and then select PRINT STUDENT BAR CODE LABELS .  Select the students you wish to print a barcode for.   The bar code labels will be previewed on the screen.  If you do not see a bar code printed on the label you do not have your bar code font installed properly.  The labels print on regular 3 column address labels.  Barcode labels SHOULD  NOT be printed on inkjet printers.  For best results, print barcode labels on printers that use toner cartridges and make sure the toner is not low.  It is important that barcodes are crisp and clear or they may not scan.  Remove the label and apply to a time card, badge or other fixed item you wish the student to use when clocking in with the bar code. 

Card Reader Scanners:  Plug the USB cable into the computer the students will be clocking in and out on.  No software or further setup is required for the scanner.  For optimal scanning, position the barcode label so that the mid portion of the barcode is approximately ½ inch off the bottom of the badge or card. 
Omni Multidirectional Scanner:   Plug the USB cable into the computer the students will be clocking in and out on. You must also scan the 3 CARRIAGE RETURN/LINE FEED barcodes located on the scanner quick start sheet included with the scanner.

To allow students to clock in and out from the software we recommend you use the default user STUDENT for the student to log onto the software.  From the STUDENT main menu, the student will select CLOCK IN/OUT.  A form will appear requesting a Student BarCode ID. This is the point where the student will either scan his barcode with the scanner or type in his student ID number.  You can prevent typing in student ID numbers by entering a scanner code in the SCHOOL SETUP form. (You must reprint the barcode labels if you pick this option). You can also specify a maximum number of hours per day a student is allowed to receive, the earliest time a student is allowed to clock in and the latest time a student is allowed to clock in. At the end of the day it is recommended that the instructor either print the time clock report from the ATTENDANCE MENU or view the Instructor’s Time Clock Tabs to make sure the students clocked in and out correctly.  To correct errors select ENTER ATT BY STUDENT from the ATTENDANCE MENU.  Select the student and all their attendance will appear.  The computer automatically calculates the total time present for the day and adds a record to the student’s attendance file.

Instructor’s Time Clock View
Instructors have a different Time Clock View than students.  Select ATTENDANCE from the Main Menu then select Time Clock – Instructors from the Attendance Menu.   The instructor’s time clock has 6 tabs across the top. Each tab shows automatically shows student clocks in for the current day.

Time Clock tab – Shows the normal time clock form that the student’s see.

Who’s In tab -  The Who’s In tab shows all students currently clocked in that day.

Early - The Early tab shows all students who clocked in early that day.

Tardy - The Tardy tab shows all students who clocked in late that day.

Not Clocked In – This tab shows all students who did not clock in at all that day. They may be absent or on another schedule
Blocked - The Blocked tab shows all students who tried to clock in so late they were blocked for that day.
Daily Status Report – At the bottom of the WHO’S IN tab you can print a report that lists all active students and their status for that day.  Statuses include Present, Absent, Tardy and Clocked IN.
Chapter 4 - Enter Clinical Performances

After you have entered all performance descriptions in the SETUP DISCOVERY PRO SOFTWARE menu bar item from the Instructor’s Main Menu per your State Board Requirements, you can begin to track student performances.  From the Instructor’s Main Menu select CLINICAL PERFORMANCES.  This option displays the ENTER CLINICAL PERFORMANCES form.  Select a student from the list of students then select a Performance from the list of performances displayed in the box labeled PERFORMANCES.

NOTE: These services are customizable to meet your state board or school’s specifications.  If the services appearing in this list are not correct you can change them by selecting the SETUP menu bar item labeled SETUP PERFORMANCE REQUIREMENTS from the MAIN MENU. Enter the date the student completed the performance and enter the number performances that the student completed.  If your school has no requirements on Mannequin then just enter the number required in the # Regular Required field.   Once you have entered the information click the NEW button to begin a new entry and select and new performance from the list.  It is not necessary to select SAVE after each entry as the software automatically saves the record as you type it. To view all performances entered for a client click the DATA ENTRY MODE OFF button.

Update Clinical Performance records

If you need to delete or change a performance you can do that by selecting the student from the list.  Click the DATA ENTRY MODE OFF button.  Find the record you wish to delete and click the grey box to the left of the record.  The entire record will be highlighted.  Then press DELETE on your keyboard.  To modify a record, find the record you wish to modify and put your cursor in the field you wish to change and make the necessary changes.   To see only the records you are currently entered select DATA ENTRY MODE ON.

Print Student Performance Report

Student performance reports are printed by selecting PRINT REPORT on the ENTER CLINICAL PERFORMANCES form. Click Print Preview to view the report.  To print, select PRINT from the toolbar and select OK.
Chapter 5 - Theory Grades
Select Theory GRADES from the Instructor’s main menu.  To use the grading system you must set up your students, classes, assignments and grade types before entering data in this screen.  (These setup screens are located on the MAIN MENU menu bar under SETUP DISCOVERY PRO SOFTWARE.) Select the student whose grade you wish to record.  Select the Class ,  A description of the class is automatically displayed.  Select the grade type (Quiz, Exam, Final, Test) and then enter the grade the student received.  Enter the date the student received the grade.

SPREADSHEET FORMAT: This new method of entering theory grades is sometimes preferred. In this format the user enters the grade header once (program, class, grade type, assignment and dates) and is then presented with a list of students.  The user can enter the grade in the grade cell, press TAB then continue entering grades for each student without having to re-enter the grade header information for each student. If you click on the grey box to the left of the student’s name you will see their previous grade records in the Previous Grades section at the bottom of the form.
Update Grade Records

If you need to delete or change a grade you can do that by selecting the student from the list.  Click the DATA ENTRY MODE OFF button.  If you wish to delete a record, find the record you wish to delete and click the grey box to the left of the record.  The entire record will be highlighted.  Then press DELETE on your keyboard.  To modify a record, find the record you wish to modify and put your cursor in the field you wish to change and make the necessary changes.   To see only the records you are currently entered select DATA ENTRY MODE ON.

Print Student Grade Report

To print student grades, select the desired report from the ENTER/UPDATE THEORY STUDENT GRADES form.  This report shows detail grade records and automatically averages all grades in a particular class.

CHAPTER 6 - Client Software  - Point of Sale
The client portion of the software can be accessed using two different methods.  From the Instructor’s Main Menu or for wstudents, when they login to saoftware using the login name “student” and a password of “student’ they automatically go to the client software.  They can not access the instructor’s module from the client software.

To add a new client record:

Select Client Maintenance from the Main Menu. To enter a new client record click the NEW button.   Enter the Client’s first name. Press the TAB key to advance to the Last Name field.  Type the client’s last name.  Continue pressing the TAB key to advance to the fields on the screen until you have entered all the client information.  If you make a typing mistake, press the BACKSPACE key.  If you want to cancel all the changes to the field, press the ESC key.   Using your cursor,  click the do The Designer Preferred field, and the Referred By fields are combo box lists. Click the down arrow to view the lists.  (Or , if you prefer, you can press ALT+DOWN ARROW).  To select a designer, click the designer you wish to select from the pull down list.  It will automatically appear in the Designer Pref. Field.   Click the down arrow to view the Referred By options.  Make your selection from the list.  When you finish adding records, just close the form.

Previous client appointment history is displayed in the mid section of the client record form.  No data entry is allowed in this section. This information is entered through the cash register and automatically appears in the Client Record.

Formulas:
Formulas are entered when checking out a client using the Cash Register. Use the NOTES field to on the Client’s Master Record to record any previous formula information prior to using Discovery Pro Software.

Locating Existing Clients from the Client Record:
To retrieve a current client’s record, click the down arrow key in the field named SELECT CLIENT located at the top of the Client screen.  This action will display a list of all clients by last name then first name.   Type the first letter of the client’s last name.  This will find the first last name starting with the letter you type.  This technique helps you to move quickly to the client you are looking for.  Select the client by clicking once on the client’s name.  The client information will automatically appear on the screen.  Make any changes then close the form or select another client.  Remember, your changes are automatically saved when you close the screen or move to another record.  You can also use the NEXT and PREVIOUS command buttons to locate records in the table.
Command Button Functions on the client master record:

NEXT - Moves you to the next record in the table.

PREVIOUS - Moves you to the previous record in the table.

NEW - Clears the data from the form to allow entry of a new record.

DELETE - Deletes the client record currently on the screen.

VOICE - Hear voice instructions on using the client master  form.

OK - Saves the current record.

CLOSE- Saves the records and closes the Client  Record form.

CANCEL - Cancels any changes made to the current record.
Functions from the Menu Bar:

Many of the functions available by clicking one of the buttons are also available from the record menu bar located at the top of the client record.   By  clicking FILE on the menu bar you will see a pull down menu with various functions listed.  There is no difference between using these functions and using the ones at the button of the client record.

ACTIVITIES - Several activities are available from the client master record.  To open the cash register form Select CASH REGISTER.   To open the appointment scheduler select APPOINTMENT SCHEDULER.   If you need to add products, service codes or designers, select it from the ACTIVITIES pull down menu from the client records menu bar.

REPORTS - Client reports are available using the REPORTS option from the menu bar.  The reports are defined below:

MASTER CLIENT REPORT -    The Client  Reports Dialog box will appear.  To print a master  client report click the text labeled MASTER CLIENT REPORT.

CLIENT REPORT.  A list of designers will appear at the bottom of the dialog box.  Select the designer whose clients you wish to print, or to print a report of all clients, make no selection.  Select  PRINT PREVIEW.  Print Preview will print the report to the screen . If you wish to print it to a printer, select PRINT.  The  Master Client Report prints a list of all clients by last name.

NEW CLIENT REPORT - To print a report of all clients who have been to the salon only once, select NEW CLIENT REPORT.  The Client Reports Dialog box will appear.  Select  PRINT PREVIEW.  Print Preview will print the report to the screen . If you wish to print it to a printer, select PRINT.

CLIENT APPOINTMENT HISTORY  - The Client Reports Dialog box will appear.  To print a client visit history report click the text labeled CLIENT APPT. HISTORY.  A box will appear at the bottom of the clients reports dialog box containing names of all clients.  Select the client whose record you wish to print or preview by clicking their name.  Then select PRINT PREVIEW or PRINT.  The Client Appt. History report lists all appointments kept by a particular client. To exit the print preview, press ESC or click the X .

Client Mailing Labels - The Client mailing Labels dialog box appears.  Make your selection by clicking the circle next to the labels you wish to print. To print mailing labels by male or female, you must enter an F or an M in the ENTER PARAMETER VALUE box.  Refer to the section on MAILING LABELS later in this manual for detailed information on printing mailing labels.

Client Birthday Report - To print a report of all clients having birthdays during a particular month, enter the month in the ENTER PARAMETER VALUE box after selecting the Client Birthday Report option from the Menu Bar.  Example: Enter 7 for birthdays in the month of July, or enter 12 for birthdays in the month of December.

Duplicate Client records:  If you attempt to enter a client with the same name as an existing client you will be prompted.  This features is designed to minimize the creation of duplicate client records.

VOICE HELP

Click the VOICE button to hear voice instructions on how to use the client record form.
CHAPTER 7 - Appointment Scheduler
Overview
The larger your computer monitor, the more columns of students will appear on the screen. You will see between 7 – 16 columns and up to 24 rows.  Click the > to the left of the designer's names to see the remaining designers. The schedule displays up to 5 hours of the schedule in full view.   Use the scroll bars to the left of the time slots to view the remaining schedule.   If the schedule does not display the hours of operation you will need to enter the salon's start and end times in the School Setup file.  Enter the times in the following format:  08:00 AM or 5:00 PM.  Enter the hours the clinic is open for appointments.

When you enter the appointment schedule, the schedule shows appointments for the current date.  To schedule appointments for another date, click the calendar button or the buttons next to the calendar button.  These buttons will advance the date 1 day, 1 week or 1  month forward or backward.

Scheduling Appointments:
The scheduler displays a column for each student you have specified (on their student data record) as being available to take appointments. Student names are color coded depending on the program they are in.  If you wish to see students only in one particular program then pick the PROGRAM from the drop down list.  Double click anywhere in any box on the schedule. The schedule appointment dialog box appears.  The Designer, Date and Time fields are automatically filled in.  Select a service.  A list of services for the designer appear.   The duration time for the service automatically appears.  If it does not, you need to enter it in the Service Code file.  Select a client.  If the client is new and doesn't appear in the list, click the ADD CLIENT button to quickly add the new client.  This method only adds the client's first and last name to the client master record.  If you want to schedule two services, click the SECOND SERVICE box and fill in the next service information.  Click OK the complete the appointment.

Book Overlapping Appointments:

You may book overlapping appointments.   The appointment scheduler shades the boxes on the schedule for the amount of time allocated for the appointment.  You can double click in the any of the shaded boxes to schedule an overlapping appointment.

Unbook an Appointment:
To unbook an appointment, double click in the box containing the appointment information.  The Schedule Appointment Dialog box appears.  Select UNBOOK.  The appointment information will be deleted from the schedule.
Reschedule an Appointment:
To reschedule an appointment, drag the appointment (with your mouse)  to the desired box (must be on the current view of schedule) then drop the appointment.  A message will appear  "Are you sure you want to move this appointment?"  Click Yes to move the appointment.

Find an Appointment:
To find an existing appointment for the client, select the client whose appointment you wish to find.  The scheduled appointments will appear in the list.   Click the appointment you wish to go to then click GO TO APPOINTMENT .
Schedule Standing Appointments:

To schedule standing appointments select SCHEDULE from  the Menu bar.  Then select STANDING APPOINTMENTS.   The standing appointments dialog box will appear.   Select the client you wish to schedule the appointments for.   Select the designer.  Enter the time of the appointment.  Select the service. The duration will automatically appear.  Enter a starting date and an ending date for the appointments you wish to schedule.  Enter the number of appointments you wish to schedule.  Select the frequency of the appointments.  Select OK to complete scheduling the standing appointments.
Block Out Time

To block out time on the schedule for vacations, days off, etc. Select Block Out from the Schedule Appointment dialog box.  Select the amount of time you wish to block out on the schedule enter a description such as vacation, day off, etc.  Select OK.  The amount of time you specified will be blocked out on the appointment schedule.  You may also use MULTI BLOCKOUT to block out multi students at one time with the same schedule.
Printing Appointment Schedules:

To print a schedule for a designer or to print a schedule or the salon, select File from the Menu bar and select Print Schedule.

Enter a start date.  Press the TAB key and enter an end date.  Select a designer from the pull down list or leave the designer field blank to print an appointment schedule for all designers.  Select a designer from the list only if you wish to print an individual appointment schedule.  Select PREVIEW to view the schedule on the screen.  To print the schedule, from the FILE menu at the top of your screen select FILE then PRINT then OK.

Confirm an Appointment:

Double click in the box for the client whose appointment you wish to confirm.  The appointment schedule dialog box will appear.  Click the box labeled confirmed.  This action will insert an asterisk (*) before the client's name which indicates the appointment has been confirmed.

Checked In:
Double click in the box for the client you wish to check in  The appointment schedule dialog box will appear.  Click the box labeled checked in. This action changes the color of the cell to red. This indicates the client has been checked in.

Checked Out:
Selecting CHECK OUT will send the appointment information to the cash register screen.  This saves time checking out a client by pre-filling in the client, the student, the service and the price.  If the appointment included a second service, make sure you are on the first service before selecting CHECK OUT.  This will enable all services to be added to the cash register automatically.

This action changes the color of the cell to green.  This indicates the client has been checked out.

Changes to Appointments:
To change the duration of the appointment, the client or the service of an existing appointment, double click in the box of the appointment you wish to change.  The appointment schedule dialog box will appear.  Make any necessary changes and click OK.  If you need to change the time of the appointment you should reschedule the appointment  by dragging and dropping the appointment to the new time on the schedule.  (You can only drag and drop appointments on the time slots visible to you on current view of the schedule.)  If you need to change the appointment to a new date or to a new designer,  you will have to UNBOOK the appointment first and then schedule a new appointment.

Printing Appointment Tickets:
Print Ticket ‑ prints a sales ticket with past appointment information about the client and shows current appointment information and client formulas.  You can also print appointment tickets by date by selecting REPORTS from the menu at the top of  the appointment scheduler.

CHAPTER 8 - Cash Register

From the Main Menu select  CASH REGISTER. You can also get to the cash register by selecting Activities , then cash register from the  menu bar while you are in other areas of Discovery Pro. Click the down arrow key in the box labeled SELECT CLIENT.  Type the first letter of the last name of the client you are looking for.  Then locate the client and click once.

Specifying Multiple Shifts:

If your clinic operates on more than one shift you may wish to use the Shift feature.  On the Cash Register screen to the right of the Trans # is a field labeled SHIFT.  This field defaults to Shift 1.  If you have multiple shifts you will need to change this number accordingly.  For shift 2 change the value to 2.  All transactions completed when this value is 2 will be assigned to the second shift.  When End of Day reports are printed they will be grouped by the shift number.  The End of Day Cash Drawer Balance report requires that you enter the Shift number on the pop up screen that appears before the report is printed.  NOTE:  Each time you exit the Cash Register, the Shift number defaults back to 1.

Selecting Services Rendered:
In the section labeled SERVICES click anywhere. Then click the down arrow key in the box labeled Designer and locate the designer who performed the service.  Click anywhere in the Service field.  Click the down arrow key and select the service that was performed.   The service name and price will automatically appear.  Enter any formula used during the service. Select any promotion and then continue adding services until finished.   You must pick the student each time you add a service.  The total for all the services entered will appear in the SERVICES box to the right of the screen.

NOTE:  To advance from one line to the other simply press ENTER or the TAB key.  This action will move you through the fields one by one.   Or, if you prefer, you can use your mouse.  Simply click on the field you wish to be in.

Delete a service.  Move your cursor to the record selector for the first row you wish to delete.  (The record selector is to the left of the record you want to delete.)  Once selected, press the DELETE key on your keyboard.

Selecting Products Purchased:
In the section labeled RETAIL click anywhere in the designer field.   Choose a designer using the pull down menu.   Click the down arrow key in the box labeled Product and locate the correct product.  Click the product once.   The product name and price will automatically appear .    The quantity automatically defaults to 1.  You may change this number if needed.  Enter any discount (e.g.  5%, 10%).  The price will appear in the Total field.  Press ENTER or TAB to move to the next line if you need to add additional products.  Continue adding products until finished.   The total for all the products entered will appear in the PRODUCTS box to the right of the screen.

Delete a product. Move your cursor to the record selector for the first row you wish to delete.  (The record selector is to the left of the record you want to delete.)  Once selected, press the DELETE key.

Sales Tax:
When you enter your products in the Inventory system, there is a field called SALES TAX on the Add Products Form.  If sales tax should be calculated for a product you must enter YES in the SALES TAX field.  This is how the Cash Register knows whether to apply tax.  The amount of sales tax will automatically calculate for each product that has YES in the SALES TAX field.

Selecting Payment Type:
Click the down arrow key in the field labeled PAY TYPE.  Select the payment type by clicking the value from the list.  It will appear in the Pay Type field.  If you select GIFT CERT, the gift certificate dialog box will appear.  If the client has paid with a gift certificate you must enter the gift certificate number (assigned when the gift certificate was purchased) and the certificate payment amount.  If the service is FREE then select COMPLIMENTARY as the payment type.

Tip:
Enter any tip in the field labeled TIP.

Amount Tendered:
Enter the amount given to you by the client for payment in the AMT TENDERED field. If the service was complimentary, you must pick the Complimentary payment type.  Otherwise you will not be able to enter a zero amount in the amount tendered field. The amount tendered must be equal to or greater than the order total. 
Completing a transaction: Once you have entered the services received and/or retail purchased, pick a payment type and enter the Amount tendered, Click the SAVE button.   Once the sale has been saved the cash drawer will open automatically and the CHANGE pop up form will appear.

Change:
The amount shown in the CHANGE field is the amount to be given back to the client.  The CHANGE field is calculated by adding the TOTAL plus the TIP and subtracting the AMOUNT TENDERED.

Cash Register Buttons:
To cancel a transaction, click the CANCEL button. This action clears the data you entered from the form.  To complete a sales  transaction, click the ENTER button. Once you press ENTER you will be prompted with a SCAN BARCODE form .  You can either scan the student’s barcode or enter the student’s ID number to complete the sale. This information is saved to the sales record to indicate who completed the transaction.    To close the cash register and return to the Main Menu click the CLOSE button.

ADD CLIENT - If the client does not appear in the list of clients, click the ADD CLIENT button.  This allows you to quickly enter the client without leaving the cash register.  This function only enters the client’s name into the client record.

RECEIPT -  To print a receipt for the sale you must click the RECEIPT button while the sale is still on the form.  You cannot print a receipt after you click the OK button because the sales information you entered has been cleared from the form.

RETURNS  -  To process a return, click the RETURN  button. This action displays the CLIENT RETURNS form.  Select the client who is returning the product or getting a refund on a service.  Select the service or the retail product.   The amount to be credited automatically appears in the CREDIT AMT field.  Select how the money is being refunded (example, cash, credit card).  Enter a reason for the return.  Click OK to complete the return.
Printing return reports - To print a report on product returns click the PRODUCT REPORT button.  To print a report on service refunds click the SERVICE REPORT button.
END OF DAY - To print  reports showing all retail and service sales for the current day, click the END OF DAY button from the CASH REGISTER screen.  If you wish to print the End of Day report for a different date, from the cash register menu bar, select REPORTS then select CLINIC SALES.

GIFT CERT.

If the client has purchased a gift certificate click the GIFT CERT. button on the cash register form.    Enter who the gift certificate was purchased for, the amount of the gift certificate, the expiration date and  the person who sold the gift certificate to the client.  Click OK to complete the gift certificate sale.  The amount of the gift certificate will automatically appear on the cash register form in the field labeled GIFT CERT and will be added along with services and products in the TOTAL field.

TRANSACTION HISTORY: Clicking this button will display the last 20 sales transactions entered.

Editing Cash Register Transactions:

To make changes to previous sales transactions created in the Cash Register, select SYSTEM ADMINISTRATION from the Main Menu.  Then select EDIT SALES TRANSACTIONS.  Click the down arrow key in the box labeled Find Transaction.  Locate the transaction you wish to make changes to and click it once.  The Transaction will appear on the screen.  Make any changes then press OK.  If you wish to delete the entire transaction click the DELETE button.  Click the CLOSE button to return to the Maintenance Menu.

CASH REGISTER REPORTS:

From the Cash Register Menu Bar you are able to print the following reports:

Designer Retail Commissions:
To print the Designer Retail Commissions Report, click once in the text labeled DESIGNER RETAIL COMMISSIONS, or in the circle to the left of the text.  A pop-up box will appear at the bottom of the screen listing all designers.  Select one designer or make no selection to print all designers.  You must enter a range of dates to print this report.  Select Print Preview to review the report, or click PRINT to print the selected report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format: 07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format. Press ENTER or click OK.

Designer Service Commissions:
To print the Designer Service Commission Report, click once in the text labeled DESIGNER SERVICE COMMISSION, or in the circle to the left of the text.  A pop-up box will appear at the bottom of the screen listing all designers.  Select one designer or make no selection to print all designers.  You must enter a range of dates to print this report.  Select Print Preview to review the report, or click PRINT to print the selected report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format: 07/27/2007  Press ENTER or click OK.  Enter the ending date in the same format. Press ENTER or click OK.

Designer Retail Sales:
Select Detail, Summary or Retail Sales by Manufacturer.  You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER.
Designer Service Sales:
Select Detail or Summary .  You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK.

Detail Sales Transactions:
You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK. This report prints a detailed listing of all sales transactions completed using the cash register in transaction # order.
Salon Sales Report:
You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK.  This report prints salon sales by payment type.

Salon/Designer Summary:
You must enter a range of dates to print this report.  A pop-up dialog box will appear.  Enter the Start Date and then the End Date .  If you wish to print the report for a particular designer then select a designer from the combo box labeled DESIGNER.  If you wish to print the report for the salon, do not select a designer.  Select PREVIEW to preview the report.  If you wish to print the report, from the menu bar, select FILE then PRINT.  This reports prints detailed sales analysis and client retention data for the salon and for the designers.

NOTE:   Client Retention data will only appear on this report if you are selecting REQUEST TYPES when you schedule appointments for clients.  Request Types are located on the SCHEDULE APPOINTMENT form in the Appointment

Scheduler.  If you are not selecting request types when you schedule appointments, the client retention data will appear blank or with zeros on the report.   If you wish to track the Extended Service information, you must answer YES in the EXT SERVICE field in the service code file for all extended service codes.
Functions from the Menu Bar:

RECORDS

Refresh Screen - Refreshes all data in any combo boxes or lists on the cash register form.

ACTIVITIES
Several activities are available from the cash register.  To open the appointment scheduler from the cash register select APPOINTMENT SCHEDULER.   If you need to add products, service codes or designers, select it from the activities pull down menu. If you wish to view the client record form, select VIEW CLIENT INFO from ACTIVITIES.

ON LINE HELP

Select HELP from the menu bar to view help information on using the cash register.

VOICE HELP

Click the VOICE button to hear voice instructions on how to use the cash register.

CASH DRAWER OPERATION
The software will automatically open a serial cash drawer that is connected to COM 1 once the user completes a cash register transaction. You can also open the cash drawer with the manual key that comes with it.  Cash Drawers are optional and can be purchased by calling America’s Software Corporation at  800-467-1170.
CASH REGISTER REPORTS

The cash register reports are accessible from the toolbar at the top of the cash register form.  There are a variety of sales reports available depending on your needs.
CHAPTER 9 - Inventory

From the Main Menu select INVENTORY.

SUPPLIERS
Enter New Supplier:
To enter a new supplier, click the NEW button    You cannot enter a value in the SUPPLIER ID field.  The software automatically maintains this field.  Complete the rest of the screen with information about the Supplier.  Your record is automatically saved after you enter the information in the last field or select CLOSE.  (See below.)

Locate an existing supplier’s record:
Click the down arrow key located in the field labeled SELECT SUPPLIER at the top of the Suppliers screen or press the ALT+DOWN ARROW key to see a list of suppliers.  Type the first letter of the Supplier’s name.  This will position the pull- down list to names of suppliers beginning with the letter you typed.  (You can enter as many letters as you like when positioning the pull-down list.)  Select the supplier you are looking for by clicking the supplier name once.  The supplier’s record will automatically appear on the screen.   Make any changes.  They will automatically be saved by Discovery Pro.

Review Products For a Supplier:

To view a list of products for a particular supplier, select the supplier whose product list you wish to view then click the Review Products button on the Suppliers screen.  A pop-up list will appear at the bottom of the screen displaying all products assigned to this supplier.  To close the pop-up list, click the X in the upper right corner of the pop-up list box.

Functions from the Menu Bar:

ACTIVITIES - Several activities are available from the inventory forms.

Cash Register - To open the cash register from the supplier form  select CASH REGISTER. Refer to the chapter on the Cash Register for detailed instructions on how to complete sales transactions.

Appointment Scheduler - To open the appointment scheduler from the supplier form select APPOINTMENT SCHEDULER.  Refer to the chapter on the Appointment Scheduler for detailed instructions on how to schedule appointments.

Client Records - To open the Client Records form from the supplier form select CLIENT RECORDS.  Refer to the chapter on Client Records for detailed instructions on how to add/maintain client records.

Categories:
Do not enter anything in the field labeled CATEGORY ID.  The software maintains this number for you.    The purpose of having categories for your products is to narrow down the list of products for searching and reporting purposes.  Your product list could get rather large. By assigning your products to a category you can then find the product you are looking for more quickly by displaying all products in a category as opposed to displaying all products.

Select a category name.  Valid category names might be, shampoo, conditioner, color or perms.    To start, enter the category name Shampoo.  When finished, click the NEW button to add another category name.  When finished adding categories, click CLOSE to exit the form.

Buttons on the Category Form:
> - Moves to the next record in the table.

< - Moves to the previous record in the table.

New - Clears the screen so you can enter a new category.

Delete - Deletes the record currently displayed on the screen.

Voice - Hear voice instructions on how to enter category codes.

OK - Completes a new entry.

Cancel - Clears any data entered on the form.

Close - Closes the form.

Products:
View Existing Products
Click the down arrow key located in the field labeled SELECT PRODUCT TO FIND at the top of the ADD PRODUCTS form or press the ALT+DOWN ARROW key to see a list of products. Type the first letter of the product’s name.  This will position the pull- down list to names of products beginning with the letter you typed.  (You can enter as many letters as you like when positioning the pull-down list.)  Select the product you are looking for by  clicking the product  name once.  The product record will automatically appear on the form.   Make any changes.  They will automatically be saved by Discovery Pro.

Add New Products
To enter a new product, click the NEW button .   You cannot enter a value in the PRODUCT ID field.  The software automatically maintains this field.  Complete the rest of the information about the Product. If you wish to use your product’s existing UPC barcode place your cursor in the UPC field and scan the barcode on the product. 
Enter the Product Name . Using the down arrow key located in the box labeled CATEGORY select the category the product needs to be in. Enter the Quantity per unit (e.g. 1, 6, 12, 24), the retail price and the unit price for the product.  Enter how much you have of the product currently in stock.  If the product is on order, enter the amount you ordered in this field.  Enter the Reorder Level.  If the product is taxable, type YES in the Taxable field.   If the product is a professional product, type YES in the Professional field.   If the product becomes discontinued, enter YES in this field.  This will drop the product from reports and combo box lists.  Select the supplier for the product.  Select the manufacturer for the product.

Select CLOSE to exit the form.

Buttons on the ADD PRODUCTS form:

New - Clears the form and allows entry of a new record.

Delete - Deletes the record currently displayed on the screen.

Voice - Hear voice instructions on how to enter products.

OK - Completes a new entry.

Cancel - Clears any data entered on the form.

Close - Closes the form.
MANUFACTURERS

Enter the information about the manufacturers of your products.

Buttons on the Manufacturers form:
> - Moves to the next record in the table.

< - Moves to the previous record in the table.

New - Clears the screen so you can enter a new category.

Delete - Deletes the record currently displayed on the screen.

OK - Completes a new entry.

Cancel - Clears any data entered on the form.

Close - Closes the form.

INVENTORY TRANSACTIONS:

In order to automatically maintain products stock quantities, you must keep the software informed of product receipts and uses.  Product quantities are automatically adjusted when you use the Cash Register, but not all product receipts or disbursements are handled there.  When you receive products or use products in the salon you need to enter a inventory transaction here.

To start a new transaction, click the NEW button.  The TRANSACTIONS field is a counter field.  No data entry is required or permitted in this field.  Enter the date of the transaction.  Select a product from the pull-down menu in the PRODUCT field.  Select the type of transaction you are completing from the pull-down menu in the TYPE field.  Valid types are Received,  Employee Use, Salon Use or Other.  Enter the quantity and any notes about the transaction.

When you are finished entering transactions, click the CLOSE button to return to the main menu.
Buttons on the Receive Inventory form:
> - Moves to the next record in the table.

< - Moves to the previous record in the table.

New - Clears the screen so you can enter a new category.

Delete - Deletes the record currently displayed on the screen.

Report - Prints a listing of transactions within a range of dates.

Cancel - Clears any data entered on the form.

Close - Closes the form.
INVENTORY ON LINE HELP

Select HELP from the menu bar to view help information on using the inventory system.

Printing Inventory Reports:
Select REPORTS from the Menu Bar from the supplier or from the products form.  A pull-down list of available inventory reports will appear.

Product Reorder Report:

This report is designed to produce a list of products that you need to reorder.  NOTE:    The product reorder report uses the reorder level field in the add products screen to determine which products appear on this report.  If you want to be notified to reorder this product when you have only 12 units on hand, then enter 12 for the reorder level when creating the product record.  The software will determine how many units are in stock of the product and then look at the reorder level value you entered for the product.  If you have less of the product in stock than the reorder level quantity, then that product will appear on this report.  This report prints to the screen.  To print to the printer, select FILE then PRINT from the menu bar.

Mfg Report:

Select this report to print a detailed listing of all manufacturers, their addresses and telephone numbers. This report prints to the screen.  To print to the printer, select FILE then PRINT from the menu bar.

Supplier Report:

Select this report to print a detailed listing of all suppliers, their addresses and telephone numbers. This report prints to the screen. To print to the printer, select FILE then PRINT from the menu.
Inventory Transactions report:

Select this report to print a detailed listing of all inventory transactions made from the RECEIVE INVENTORY form.  This report requires a range of dates. This report prints to the screen.  To print to the printer, select FILE then PRINT from the menu bar.

Inventory Transactions - Salon Use:

Select this report to print a detailed listing of all inventory transactions completed in the Inventory Transaction utility using the type SALON USE.

Professional Product Report:
This report will print a list of professional products.  Print this report by Category, or by Product.  You can also print salon use by Product or Salon Use by Mfg.

Retail Product Report:
This report will print a list of products.  Print this report by Category, or by Product name.  You can also print retail sales by product or retail sales by Mfg.

RETAIL LABELS – You may use the barcodes on your product or print barcode labels from Discovery Pro than contain the product name and price.
Retail Labels by Product

Select an individual product or make no selection to print labels for all products.   Retail labels will include the product name , retail price and the salon name.   Label Size: These labels print on ½" x 1 3/4 “ laser sheet labels.  Avery label # 5267 or #6467.

Labels By Manufacturer:

Select an individual manufacturer to print labels for products made by a particular manufacturer or make no selection to print labels for all manufacturers.   Retail labels will include the product name,  retail price and the salon name.   Label Size: These labels print on ½" x 1 3/4 “ laser sheet labels.  Avery label # 5267 or #6467.
CHAPTER 10 - Management Reports
Select MANAGEMENT REPORTS from the Main Menu.   Note: Most of the reports found in Management Reports section can also be printed from the menu bar throughout Discovery Pro.

PRODUCTIVITY REPORTS

Click the Productivity Reports Button.  The Productivity Reports Dialog box appears.

Designer Retail Sales:
To print the Designer Retail Sales Report click once in the text labeled DESIGNER RETAIL SALES, or in the circle to the left of the text.  Select Print Preview to review the report or click PRINT to print the selected report.  You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK.

Designer Service Sales:
To print the Designer Service Sales Report, click once in the text labeled DESIGNER SERVICE SALES, or in the circle to the left of the text.   A pop-up box will appear at the bottom of screen listing all designers.   Select the designer you wish to print the report for then Select Print Preview to review the report or click PRINT to print the selected report. You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007. Press ENTER or click OK.  Enter the ending date in the same format.   Press ENTER or click OK.

Salon/Designer Summary:
You must enter a range of dates to print this report.  A pop-up dialog box will appear.  Enter the Start Date and then the End Date.  If you wish to print the report for a particular designer then select a designer from the combo box labeled DESIGNER.  If you 
wish to print the report for the salon, do not select a designer.  Select PREVIEW to preview the report.  If you wish to print the report, from the menu bar, select FILE then PRINT.  This reports prints detailed sales analysis and client retention data for the salon and for the designers.
NOTE:   Client Retention data will only appear on this report if you are selecting REQUEST TYPES when you schedule appointments for clients.  Request Types are located on the SCHEDULE APPOINTMENT form in the Appointment Scheduler.  If you are not selecting request types when you schedule appointments, the client retention data will appear blank or with zeros on the report.
SALES REPORTS
Select Sales Reports from the Management Reports Main Menu. The Print Sales Reports Dialog Box appears.

Daily Floor Report:
To print the Clinic Sales Report, click once in the text labeled FLOOR SALES REPORT, or in the circle to the left of the text.  Select Print Preview to review the report or click PRINT to print the selected report.  You must enter a range of dates to
print this report.  A pop-up dialog box will appear asking for the 
beginning date.  Enter the date in the following format:  07/27/2007. Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK.

Retail Sales by Product:
To print the Retail Sales by Product Report, click once in the text labeled RETAIL SALES BY PRODUCT, or in the circle to the left of the text. A Pop-Up box will appear at the bottom of the screen listing all retail products.  Select the products you wish to print the report for.  Select Print Preview to review the report, or click PRINT to print the selected report.  You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER.
Detail Sales Transactions:
To print the Detail Sales Transactions Report, click once in the text labeled DETAIL SALES TRANSACTIONS,  or in the circle to the left of the text.  Select Print Preview to review the report or click PRINT to print the selected report.  You must enter a range of dates to print this report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format:  07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format.  Press ENTER or click OK.

Select Misc. Reports from the Management Reports Menu.

CLIENT REPORTS:

MASTER CLIENT REPORT.  A list of designers will appear at the bottom of the dialog box.  Select the designer whose clients you wish to print, or to print a report of all clients, make no selection.  Select  PRINT PREVIEW.  Print Preview will print the report to the screen . If you wish to print it to a printer, select PRINT.  The  Master Client Report prints a list of all clients by last name.  It includes client  address and telephone numbers.

NEW CLIENT REPORT - To print a report of all clients who have been to the salon once, select NEW CLIENT REPORT.  The Client Reports Dialog box will appear.  Select  PRINT PREVIEW.  Print Preview will print the report to the screen . If you wish to print it to a printer, select PRINT.
CLIENT APPOINTMENT HISTORY  - The Client Reports Dialog box will appear.  To print a client visit history report click the text labeled CLIENT APPT. HISTORY.  A box will appear at the bottom of the clients reports dialog box containing names of  all clients.  Select the client whose record you wish to print or preview by clicking their name.  Then select PRINT PREVIEW or PRINT.  The Client Appt. History report lists all appointments kept by a particular client.

To exit the print preview, press ESC or click the X on the screen.

Designer Retail Commissions:
To print the Designer Retail Commissions Report, click once in the text labeled DESIGNER RETAIL COMMISSIONS, or in the circle to the left of the text.  A pop-up box will appear at the bottom of the screen listing all designers.  Select one designer or make no selection to print all designers.  You must enter a range of dates to print this report.  Select Print Preview to review the report, or click PRINT to print the selected report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format: 07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format. Press ENTER or click OK.

Designer Service Commission:
To print the Designer Service Commission Report, click once in the text labeled DESIGNER SERVICE COMMISSION, or in the circle to the left of the text.  A pop-up box will appear at the bottom of the screen listing all designers.  Select one designer or make no selection to print all designers.  You must enter a range of dates to print this report.  Select Print Preview to review the report, or click PRINT to print the selected report.  A pop-up dialog box will appear asking for the beginning date.  Enter the date in the following format: 07/27/2007.  Press ENTER or click OK.  Enter the ending date in the same format. Press ENTER or click OK.
MISC REPORTS:

Appointment Confirmation Report
To print a report of all appointments within a range of dates detailing client information including telephone numbers, select the option labeled APPOINTMENT VERIFICATION.  Designers can use this report to verify appointments
Designer Hour Report

This report prints a detailed listing of all currently employees designers and the hours spent at the salon for a range of dates.  NOTE: You must be entering hours using the DESIGNER HOUR utility located on the SYSTEM ADMINISTRATION menu in order for this report to print.
Client Birthday Report

To print a report of all clients having birthdays during a particular month, enter the month in the ENTER PARAMETER VALUE box after selecting the Client Birthday Report option from the Menu Bar.  Example: Enter 7 for birthdays in the month of July, or enter 12 for birthdays in the month of December.

MAILING LABELS:
Mailing labels print on standard Avery 3 across Laser Labels.  Size 1" x 2 5/8” Avery # 5160.

All labels print to the screen to allow you to preview them first.  If you wish to print the labels, select FILE then PRINT from the Menu Bar.

All Client Labels
To print all client labels select this option.

New Client Labels
To print only clients who have been to the salon once, select this.

No Extended Services
To print only clients who have never had an extended service at your salon, select this option.

NOTE: In order for these labels to print, you must be entering YES in the EXT SERVICE field in the SERVICE CODE table for all services which are classified as Extended Services.

Client Labels F/M
To print only labels for Females enter F in the ENTER PARAMETER VALUE field.

To print only labels for Males enter M in the ENTER PARAMETER VALUE field.
Chapter 11     SYSTEM ADMINISTRATION

Table Maintenance:

The Table Maintenance section of this software should only be used by technical support staff.  This utility exists to provide help in troubleshooting any potential problems you may encounter administering your database.

ADD USERS:

There are three default users already  setup in Discovery Pro when you receive it.  (ADMIN)   You may use ADMIN to log onto your database as long as you like.  You do not have to set up additional users unless you plan to implement Discovery Pro’s security features.  Instructors need to change the ADMIN password in order to keep students from logging into the system using ADMIN.  Also, (STUDENT) is already setup.  Students need to log in using the Student login name and Student for the password.  This directs them to the CLIENT software main menu and allows them to use the time clock without gaining access to administrative menus.  To view just the time clock, login as TIMECLOCK for the user name and TIMECLOCK for the password.
The user “ADMIN” MUST NOT BE DELETED from the User Table.  You are allowed to change the password for ADMIN but it must remain in the user table. To change the ADMIN password, from the main menu select SYSTEM ADMIN then TABLE MAINTENANCE then pick USERS.  Locate the ADMIN record and column labeled PASSWORD.  Place your cursor in the PASSWORD field and change the password from ADMIN to something else.  (Maximum of 7 characters)
To add a new user click ADD USERS from the SYSTEM ADMIN menu.  Mandatory fields are the first and last name of the user, a login name and password. Password: Click the explode button (…) to the right of the field labeled PASSWORD.  If this is a new user do not type in an old password.  Type in a password for the user in the NEW PASSWORD field then retype the same password in the VERIFY field to verify the password you have setup for the user.  Click the OK button to complete the password entry.

If you wish for the user to be allowed to access the System Administration Menu, click the box under ADMIN MENU.   If you wish for the user to be allowed to access the Cash Register, click the box under CASH REGISTER.  If you wish for the user to be allowed to access the Appointment Scheduler click the box under APPT. SCHEDULER.  If the Security boxes are left unchecked, the user will not have access to these sections of Discovery Pro.
VOICE HELP

Click the VOICE button to hear voice instructions on using the Add New User form.
Backing up your data:
IMPORTANT: It is important to backup up your database frequently.  Using the backup device for your computer, the data file which is named SALONT.MDB. The folder location name will be SCHOOLS (Unless you changed it during the installation process.)  It is recommended that you perform a backup every day. Use more than 1 set of backup media and rotate them daily.  If your computer crashes or your data becomes corrupted, the backup disks will be the only way to restore your data.   AVOID DISASTER AND BACKUP REGULARLY.

Compacting and Repairing your data:
Your data can occasionally become fragmented or need repair.  Using the full version of Microsoft Access, locate the COMPACT AND REPAIR option from the DATABASE UTILITIES menu option to accomplish both procedures.    This means your database will occupy less room on your hard drive.

EDIT SALES TRANSACTIONS
If you make an error in the cash register, use the EDIT SALES TRANSACTIONS option to correct errors or delete cash register transactions.  Find the transaction by clicking the FIND TRANSACTION field.   The transaction will appear on the form. Make any changes then click OK.  If you wish to delete the sale click the DELETE button.

EDIT RETURN TRANSACTIONS

If you make an error while entering a return, use the EDIT RETURN TRANSACTIONS option to correct errors or delete return sales transactions.  Find the transaction by clicking the FIND TRANSACTION field.   The transaction will appear on the form.  Make any changes then click OK.  If you wish to delete the sale click the DELETE button.
END USER LICENSE AGREEMENT FOR Discovery Pro SOFTWARE
IMPORTANT—READ CAREFULLY: This Discovery Pro End User License Agreement  is a legal agreement between you (either an individual or a single entity) and America’s Software  Corporation for the Discovery Pro software product identified above, which includes computer software and associated media and printed materials, and may include “online” or electronic documentation (“SOFTWARE PRODUCT” or “SOFTWARE”). By installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be bound by the terms of this Discovery Pro End User License Agreement. If you do not agree to the terms of this Discovery Pro End User License Agreement, promptly return the unopened and unused SOFTWARE PRODUCT within 14 days of date of invoice to the place from which you obtained it for a full refund less shipping charges.

SOFTWARE PRODUCT LICENSE
The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as well as other intellectual property laws and treaties. The SOFTWARE PRODUCT is licensed, not sold.

1.
GRANT OF LICENSE. This Discovery Pro End User License Agreement grants you the following rights:

Software. You may install and use unlimited copies of the SOFTWARE PRODUCT, or in its place, any prior version for the same operating system, at a single site location for use by the Cosmetology or related Program. (Manicuring, Esthetician etc.) A SITE LICENSE allows the customer to install the SOFTWARE PRODUCT on an unlimited number of computers at any single campus site location. The term “Site” means a physical location other than the primary location and at a different address.

Storage/Network Use. You may also store or install a copy of the SOFTWARE PRODUCT on a storage device, such as a network server, used only to install or run the SOFTWARE PRODUCT on your other computers over an internal network; however, you must acquire and dedicate a license for each separate site location on which the SOFTWARE PRODUCT is installed or run.  The term “Site” means a physical location other than the primary location and at a different address.

2   DESCRIPTION OF OTHER RIGHTS AND
LIMITATIONS.
Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or disassemble the SOFTWARE PRODUCT, except and only to the extent that such activity is expressly permitted by applicable law notwithstanding this limitation unless express written permission is obtained from America’s Software Corporation

Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be separated for use.

Rental. You may not rent or lease the SOFTWARE PRODUCT.
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TERMINATION. Without prejudice to any other rights, Discovery Pro may terminate this Discovery Pro End User License Agreement if you fail to comply with the terms and conditions of this Discovery Pro End User License Agreement. In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component parts.
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COPYRIGHT. All title and copyrights in and to the SOFTWARE PRODUCT (including but not limited to any images, photographs, animations, video, audio, music, text, and “applets” incorporated into the SOFTWARE PRODUCT), the accompanying printed materials, and any copies of the SOFTWARE PRODUCT are owned by America’s Software or its suppliers. The SOFTWARE PRODUCT is protected by copyright laws and international treaty provisions. Therefore, you must treat the SOFTWARE PRODUCT like any other copyrighted material except that you may either (a) make copies of the SOFTWARE PRODUCT solely for backup or archival purposes and (b) install the SOFTWARE PRODUCT at one site. The term “site” means at one site address.  If you wish to install the software at more than one campus site location you must purchase a separate license.

LIMITED WARRANTY
LIMITED WARRANTY. America’s Software Corporation warrants that (a) the SOFTWARE PRODUCT will perform substantially in accordance with the accompanying written materials for a period of thirty (30) days from the date of receipt, and (b) any hardware accompanying the SOFTWARE PRODUCT will be free from defects in materials and workmanship under normal use and service for a period of thirty (30) days from the date of receipt. Some states and jurisdictions do not allow limitations on duration of an implied warranty, so the above limitation may not apply to you.

CUSTOMER REMEDIES. America’s Software and its suppliers’ entire liability and your exclusive remedy shall be, at America’s Software’s option, either (a) return of the price paid, or (b) repair or replacement of the SOFTWARE PRODUCT or hardware that does not meet America’s Software’s Limited Warranty and which is returned to America’s Software with a copy of your receipt. This Limited Warranty is void if failure of the SOFTWARE PRODUCT or hardware has resulted from accident, abuse, or misapplication. Any replacement SOFTWARE PRODUCT or hardware will be warranted for the remainder of the original warranty period or thirty (30) days, whichever is longer. Outside the United States, neither these remedies nor any product support services offered by America’s Software Corporation  are available without proof of purchase from an authorized international source.

NO OTHER WARRANTIES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, AMERICA’S SOFTWARE CORPORATION AND ITS SUPPLIERS DISCLAIM ALL OTHER WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE, WITH REGARD TO THE SOFTWARE PRODUCT, AND ANY ACCOMPANYING HARDWARE. THIS LIMITED WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY FROM STATE/JURISDICTION TO STATE/JURISDICTION.

NO LIABILITY FOR CONSEQUENTIAL DAMAGES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL AMERICA’S SOFTWARE CORPORATION OR ITS SUPPLIERS BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF BUSINESS INFORMATION, OR ANY OTHER PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE SOFTWARE PRODUCT, EVEN IF AMERICA’S SOFTWARE CORPORATION HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME STATES AND JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU.
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