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Appointment-Plus Picture Upload Module

Overview

The Document Upload Module allows you or your customers to upload documents into
the system. This allows you to save key documents and have them linked to a
customer’s profile for access and review at any time.

There are 3 ways to use the Document Upload Module:

1. Upload documents for customers via Site Administration.
2. Allow customers to upload documents themselves via the Customer View.
3. Upload internal documents that can then be attached to email notifications.

Examples of how the module can be used include:

Customers filling out forms prior to their appointment

In many situations, such as with massage therapy, new clients are required to fill out
intake forms. Many other professions also require some initial documentation for
customers. With the Document Upload Module, you can have your customers upload
their document while they are making their appointment. The document can then be
accessed via the customer’s profile or when viewing their appointment.

Customers uploading a document for review

Some writing centers and tutoring companies have their students submit papers to be
reviewed during the appointment session. By having students upload papers when
making their appointment, it ensures the paper is associated with the appointment and
saved in the system. Staff members can then access and download the paper for
review at their convenience.

Organizing customer documentation

By uploading key customer documentation, it allows you keep all important forms in one
place and ensure that they don’t get lost. You can access all documents associated
with a customer at any time.

Sending documents via email notifications

In some cases, after a client has booked an appointment, companies will want to have
that customer fill out some information to bring with them to the appointment. With the
Document Upload Module, you can attach any document to any email. For example,
you can attach a form to the Appointment Confirmation Email. When the customer sets
an appointment and receives their confirmation email, it will include the form they need
to fill out.
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Appointment-Plus Picture Upload Module

How Does It Work?

You can enable the Document Upload Module at any time via the Options link in the
Company section of your account. Once you enable the module, you will be able to
immediately begin uploading documents into the system. You will also have access to a
set of preferences that will allow you to control how the module is used in your account,
including whether or not to allow customers to upload documents.

Customers Uploading Documents
If you enable the ability for your customers to upload documents, they will be prompted

to upload a document during the appointment setting process. An example of what the
upload page looks like is below.

Example of a customer uploading a picture via the Customer View

=&=]
/€ Document Upload - Windows Internet Explorer | F=ECR =7 = 1 vl
[&] https:/fuww.securedata-transT.com/ap/ap_ui_v2/includes/document_upload.php?d=sppointplusli&headqu v & | " " ! b
Close Window
[& Find = 97 Check = =] AutoFill - & - (Signin = | @gConvert ~ [ Select
Document Upload B - B @~ [} Page ~ i Tools. v
i Allowable document types are: Microsoft Word, Excel and Powerpoint, and PDFs. Maximum size is
2MB. =
Step 1
Click on the Browse button and select the document you would like to upload
Select Document
Step 2 *Members Gift Certificates Log Out
Enter a name for the document
‘your cursor over the "Share” button and selact how you would like to share it
Document Name
L
Step 3 <. SelectEnter Cther Infarmation
Ifyou like, you can add a longer description of the document in the Caption field
Selected Appointment Information
Caption [Fsage
s 11, 2009
By clicking on the "Upload and Save Document” button. it signifies my agreement to the
Sotaiont Wil iy lse ciick Continue! below to proceed fo payment and secure your appointment
Upload and Save Document
Dene [@ € Intemnet | Protected Mode: Off £100% ~
| ECHECECNEINESY |
2c |26 | 27 | 28 |29
- 25 |26 | 27 |28 |29 - Upload Decument
Please enter any spacial requests, naeds, or any other information of which we should be aware:

& [ € Internet | Protected Mode: Off #100% ~
s x AW 325 M

Done

Ty————— <
T | Xlie /2 60nt..

You can also control the text that displays when the customer is prompted to upload a
document. The text defaults to, “If you would like to upload a document, please click on

the Document Upload button below.”

You can edit this text via the Pages/Text tab in Site Administration.
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Uploading Documents Via Site Administration

Internal staff can upload documents associated with customers through Site
Administration. Uploading can be done via the Customers section of Site Administration,
or you may upload a document while making an appointment or viewing an existing
appointment. When you select a customer from the Customer drop down when making
an appointment, the customer’s name displays. Next to their name, you’ll see a
“documents” link.

When you click on the “documents” link, a window will display showing any existing
documents you or your customer have uploaded. It will also allow you to upload
additional documents.

Example of uploading a document while making an appointment for a customer.

@ Site Administration - Windows Internet Explorer 2 Ste AAmInEation  Windows INtenet Explorer F=mEn )
@\/ « [\ httpsy/ /v, zppointment-plusl com/ap/ap_admin_v2/appeintments index v2.php?p=2pptsd] &S Bl e e e |"‘ x || Google e
File Edit View Favorites Tools Help
Google| 8~ [] seareh f@' D 2| B-= W o gl 3~ [ ] sesrch {® - Osignln - & Comvert ~ PiSelect
"33 & ,iA SEEAda e ‘ | ¢ 4 | @ site Administration ] 8- B~ @ v Pager @ Tooks
Location MNorth Location 12 - [a Horth Location 12 Customar

Robert Barnett

“A\ppointment-plus pos | liime sk | eusiomers’ s@iwe| | Documents

company lists  pagesftext layout messq
View Schedule For: -
All Staff Members
e N Wednesday May 6, 2009 Document Name  Description Upload Date  Document (click to view)
ST W T ES My MCIRET I D Stats Stats for ABC Co 51103 = ] (Edit] [ Delete |
1.2 Make Appointment

34 s[E]7 =
10 11 12 13 14 15 16 | @, o
17 18 13 20 21 22 23 Information Form  Full infermation form 4/16/09 Edit| | Delete

24 25 26 27 28 2930
= Robert Barnett

profile | documents

89

il

Barnett. Robert -
S feme . HNorth Location 12 = Add New Document
8 2 10 11 12 ME 2 = Allowable document types are. Microsoft Word. Excel and Powerpoint. and PDFs. Maximum size is
14 18 17 18 1920 ssi 12345 2B
;; mm e R 4 Firstlame Robert view

a Select Document Browse

Document Hame

LastName  Bamett

Address 123 Capple

ciy Phx Description
Location Search State AZ
Upload and Save Document
Appointment Search Zocode 23432
Customer Searcn - = —— — —— d|
Daytime TATN TEE =
Staff Member Search e (480) 765-9983 Dene [ @ Intemet | Protected Mode: Off ®100% -
= i Fuaninn
lew Features | Let an answering service book your appoi 1t Support Level: Premium  [submit a question | review submitted questions or call (480) 4831199, After hours call (888)367-1413]

Done [@ € Internet | Protected Mode: Off E100% ~
EI2Mi. = @ Adobe.. | < EN BT ¥R 328 oM

In that popup window, you are given the ability to do the following:

¢ View, change or edit any documents that have been uploaded for the customer
o Delete any uploaded documents
e Upload additional documents

When uploading documents, you can include a document name and caption. This
helps to identify the document.

When you look up a customer and click on their name to access their information via the
Customer Search page in the Customers tab, you will see a “Document Upload” link.
When you click on that link, you will have the same options.
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Appointment-Plus Picture Upload Module

Pets or Children
Similar to customers, when you access the details of a pet or child via the Customer

Search page or when making or viewing an appointment, you will be able to maintain
documents of the pet or child in the same fashion as you would for customer documents.

Uploading Internal Documents
You can upload internal documents that you can then attach to any of the automatic

emails sent by the system. You can also access these documents for viewing or
downloading at any time.

To upload internal documents to the server, click on the Internal Documents link in the
Company section of Site Administration.

Example of uploading an internal document.

€ Site Administration - Windows Internet Explorer

E= =
@\J < [ A httpsy//wnnn.sppeintment-plusl com/ap/ap_admin_v2/sppointments_index_v2.phpip=apptsadirst=yes - &[4[ x || Google 2 -
File Edit View Faverites Tools Help
Google| 8 - [=] sEmh{’aj- QPP B = Euukmarks'| [@ Find = *% Check = ] AutoFill Sy« (signdn - | @Convert + [ Select

. >
w R |A Site Administration = G v B v ®® v [2hPage v i Tooks v

6:39 pm
oo Location Morth Location 12 ~ North Location 12 B4 5 msas
'»Appomimeni-plus i pos time clack staffmembers | services  reports | giftcerfificates
[ company  JRIESEICEEERIE layout messages help logout
Location Information -
Biing normaton Documents
Open Hours |
Closed Days
Preferences Document Hame: Description Upload Date Document (click to view)
Appointments
Customers
Staff Members Post-Appointment Survey Survey for all clients 5/6/09
Services
Events
Reoms -
Terms L=
i E Client Intake Form Client intake form 4/21/09 [
Customer View
E-mais
P03
Packages
it Centificates
Outlook Export
il Add New Document
Customer Payments Allowable document types are: Microsoft Word, Excel and Powerpoint, and PDFs. Maximum size is 2MB
Customer FieldsTerms
General
Iy Mobie Schedule Seiceibucument
Document Upload Document lame
Preferences L4
Options i
Description
Internal Documents =
DocEnl Mook Upload and Save Documant ]
Notifications i
New Features | Let an answering service book your Support Level: Premium [submit a question | review submitted ions or call (480) 483-1199. After hours call (888)367-1413]
1 | [ € Internet | Protected Mode: Off #100%

T——
- v XLite 2 Alnt...

2V = @ Adobe. | < Bl BT WO 240 oM
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Attaching an Internal Document to an Emaiil

To attach an internal document to an email, go into the Notifications section within the
Company tab. Click on any of the notifications. At the bottom of the notification will be
a section prompting you to attach one or more of your internal documents to the email.

When attached, the documents display in the email as clickable links. They are not sent
as true attachments. This helps lessen the likelihood of emails being mistaken for spam.

Example of attaching a document to an email.
€ Site Administration - Windows Intemnet Explorer [E=n =
@\J - \A https://www.appointment-plusl.com/ap/ap_admin_v2/appointments_index_v2.php?p=appts&first=yes -3 “,‘ x \ \ Goagle 2 ~|

File Edit View Favorites Tools Help

Google| 8 ~ [+] har:h{n@j- D b @ | B- v € Bookmarksr | (& Find - " Check = ] AutoFill - Sy - (signin v | @ Convert v [ Select
. — -
% | A site Administration )] Fa~ B - @ ~ [ Page v i Tools ~
6:34 pm

oz Location North Location 12 ~ North Location 12 B 5 msas

: .

“Appointment-plus : R St | Cavs | i | Cizmiti

m lists  pagesitext layout messages help legout
Location Information = L~
Biling Information e
eschedule your appointment, you may do so -

Open Hours

ite or give us a call.

Closed Days

Preferences
Appointments
Cusiomers
Staff Members
5 s
Eeén‘f:' Thanks!
Rooms
Terms
Locations
Custemer View test 125
E-mails
POS X
Packages this is the custom footer
Gift Certificates
Outlook Export
Time Clock
Customer Payments
Customer FieldsTerms
General

Closing

From

T

Documents to include in email (documents are included as links at bottom of email)

Iy Mebile Schedule [Z] Client Intake Form 1
Document Upload
Preferences | | [[IPost-Appointment Survey

Options

Internal Documents

Update

lew Features | Let an answering service book your Support Level: Premium [submit a question | review submitted or call (480) 483-1138, After hours call (868)367-1413]

Done [@ @ Internet | Protected Mode: Off #100% v
 Fam. - - e ool ——r: - amllahe: 2 : — . WG 331Mm

Example of email with document attached.

ol St [rotes gt B B Sants i A0 A P

'Abpol ntment-plus

www . appointment-plus.com ¢ 13951 N. Scottsdale Rd., Suite 131, Scottsdale, AZ 85254-3454 ¢
480.483.1199

Page 7 of 9



Appointment-Plus Picture Upload Module

Preferences

You can control key document upload settings to help ensure proper usage for your
specific needs. The following are preferences you can control via the Document Upload
section of Preferences section in Site Administration:

Customer Documents

All

Allow Site Administration users to upload customer documents.

Allow customers to upload documents.

Limit the number of documents a customer can upload.

Limit the number of documents that can be uploaded for a customer through
Site Administration.

Only allow Headquarters Administrators to delete documents.
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Monitoring Documents

Whenever you allow customers or staff to upload documents, it’s a good idea to monitor the
documents that are being uploaded. The Appointment-Plus Document Upload Module allows
you to view any documents uploaded to your account through the Document Monitor page.

You can also edit or delete any document. This functionality is limited to Headquarters and
Location Administrators.

On the Document Monitor page, you can search under any date. The page will list who

uploaded the document, including whether it was uploaded by a staff member or a customer,
and the date they uploaded it.

Example of the Document Monitor Page

& Site Administratien - Windows Internet Explorer

=00 |
- & [4] x| coogte P |

@\J + [ A\ hitps:/fuonw.zppeintment-plusL.com/apfap_admin_v2/appointments_index_v2 phpip=appts&dirst=yes
File Edit View Favorites Tools Help
Google| § ~ [=] sEar(M»@jv 9 dp- :9~| &- o Eunkmarks'| [& Find ~ % Check = ] AutoFill - &

% v [ ISignin - | &Convert v [ Select
Iy o 33
U e | A Site Administration = i v @ v [i} Page v G Tools =

7:10 pm
o358, Location Morth Location 12 = North Location 12 B 5 msas
"APPOi"'meni'PIUS i pos time clock staff members  services  reports gift certificates
m lists  pagesiext layout messages help logout
Location Informatian -
Biing nformaten Document Monitor
Open Hours
Closed Days
Preferences

Appointments Date  May - G = 2009 -

Customers

Staff Members
Services

Events

Rooms

Terms | Previous Day Next Day J
Locations |

Customer View Uploaded By Upload Date  Document Name: Caption
E-mails

PO
Packages

Jo (staff member) 5/6/09 Post-Appointment Survey Survey for all clients @
Gift Certificates

m

Document (click to view)

Outlaok Export

Time Clock

Customer Payments
Customer Fields/Terms
General

My Mobile Schedule
Document Upload
Preferences

Options

Internal Documents

Document Monitor

MNotifications

New Features | Letan service book your appoiniments

Support Level: Premium  [submit a question | review

guestions or call (430) 483-1199. After hours call (888)367-1413]
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