Quick Start Guide
This guide will help you set up your account and get you ready to start using Barkley HQ!
Once you are logged into your account you will automatically be brought to the dashboard. This

acts as your home screen so you can see your upcoming bookings and other important details
about your business.

] Upcoming Bookings Naw Booking Your current culture Is settoc English (Cmudn)
To chonga it click hets

Mo Bookings to Dispiory

Getting Started

i zyateny is setup the wery you [k
T Selup Products

2 Setup Services

thay work

3 Sstup Employess ond howrs

4 Setup Booking Rerninders

S  Buy Credits for Marketing Setlip Anytime

Let's begin by accessing the admin portal for your account. To access the admin portal click on
your name (top right) and select Admin.

Step 1: Store Setup

Store Setup

D Your Account
o) Store Dotails
0 opening Hours
& Daszhboard

@ Togs
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1a) Click on Store Details and enter in your information. You will have to enter the site details
and company details.

Site Details
Ragion/Timszane {UTC-05:00) Eastern Time (US & Conada) ,
Culture english (Canoda) =
Site Name Tart Groom Salon
Address 123 straet
Address
i Suburb The Clty
[l Compony Details s i

“ Country conada =
Postocoda ADAIBT
PFhone Humber 123-456-7880
Molzile Number 123-054-0087
Email yourernaliflemailecom
Webeite Addirazs I‘.ttp."f".'m"f\'.v\'eb&-w.com
ABN 00M223344

1b) Once this information is filled out click the Save button. You will be brought back to the
admin panel.

1¢) Click on opening hours and enter in the day and times your business is open.

Opening Hours

a start Finish Clossd
Sunday 200 AM + E30PM . %
ﬂ Monday 200 AM v 530 PM v No
Openlng Histire Tuesday E:00 AM - 5:20 PM v Mo
Wednesday 00 AM v S30PM v No
I L3 f.\rlﬁ nln{; Hours mumw o0 AN v 30 PR - Mo
Frldﬂ"! .00 AM A 530 PM r Mo
saturday 2100 AM L S30PM - No

Mew facry

1d) Once this information is filled out click the Save button. You will now be brought back to the
admin panel.
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Step 2: Finances

Finances

HE rayment Types
“ Discounts

B Sules Settings
B Racsipt Printing

E Perty Cosh Codes

2a) Click on Payment Types. This is where you can edit what types of payments your business
can accept.

Search Payment Types

Payment Description « Type

Cash cash n
Cheque Standard n
Credit Cord Stondard n
Electronics Funds Transfer Stondard n
@ift Card Gift Card nn
ayalty Dollars Layaity Dallors n

2b) If you need to add a payment click New Payment Type. Let's add Debit as a payment.
2c) Once you are on the Payment Type screen enter ‘Debit’ for the description. Type should be

set to standard. Open drawer should be set to no. Payment Bankable should be set to yes.
Status should be Active. See below.
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Paymenit Type Details

Description Dabit
Type Stondord

Open Drower e

Payment Bankable m
Active

I & Profile status

2d) Once this information is filled out click the Save button. You will now be brought back to the
Payment type screen. You can add another payment type or exit.

2e) Navigate back to the admin panel by clicking your name (top right) and selecting Admin.
Scroll back down to finance.

Finances

KX payment Types

Y Discounts
B sales Settings
B Rec =ipt Printing

HE Pemty Cash Codes

2f) The next thing we need to do is setup your Sales Settings. Do this by clicking Sales Settings
under the finance section.

2g) Enter the information and make sure you fill out your tax information correctly.

WWW.BARKLEYHQ.COM INFO@BARKLEYHQ.COM

4



Sciles Settings

Allaw Transaction Vaiding m:'

Sales Tox System Harmonized Solos Tax
Dofault Tax Rote 3

Allow Deposits Mo

Currency Symbol Conodian Dollar. §

Enable Troding System Disabled

Enabie Troding Systam to dechare registers and sales for each doy.

2h) Once this information is filled out click the Save button. You will now be brought back to the
admin panel.

Step 3: Categories
The Best Way To Setup Your Products & Services

When setting up your products and services on Barkley HQ it is best to start by creating detailed
categories. To create a new category follow the steps below.

1) Log into Barkley HQ

2) Click on your name in the top right corner
3) Select Admin

4) Look for the Products and Services section
5) Select Categories

Products and Services

services

H AN

Products
Prepoid Services

1 Pockoges

o ’w’ ‘;-i.

Categories
s 5 ippiiers

W Understocked
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You will be brought to the categories page where you can add a new category, delete a
category or edit an existing category. To add a new category follow the steps below.

Search Category

@0
(2 ]0]
=0
=0
(2] ]

1) Click the blue New Category button

2) Enter the name of the Category

3) Enter the online description (You can copy and paste the name of the category)
4) Enter the online details

5) Click Save

anlin Dasciption

Qnling Dot ok

Hint: The more categories you enter the better and more organized it is when creating a
booking. We recommend at the very minimum you have the following categories: Small Dog
Services, Medium Dog Services and Large Dog Services. If you want to get even more detailed
you can enter in a specific breed as a category like Doodle Services. The reason you want to
have specific categories is so the services under that category will have the correct price and
estimated time.

We also recommend you setup a category called Additional Time. Then you will create the
following services under the Additional Time category.

- Additional time 15 (Set the time for this service to 15 minutes and put your price)

- Additional time 30 (Set the time for this service to 30 minutes and put your price)
- Additional time 45 (Set the time for this service to 45 minutes and put your price)
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Code * AckciZ0MIn

Description * Additional Tima 30 Min
" aditionai Time .

Minutes 30 Saaking Winutes
Pricing

Prive v1E00

Tax Rate i 0

Average Cost v 000

Once you created your categories you have to create the products and services for each
category.

Step 3 Continued: Products & Services

Products and Services

& Services

wh Products

45" Prepaid Services
& Packages

& categories

fas suppliers

¥ Understocked

3a) Click on services to add and edit services you offer. Barkley HQ has a list of common
groomer services built in. Click on services.
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Services

Services More v

Deseription » Code Category Prica Booking

Length

Anal gland cheaning Anal gland cleaning Woalk in services 35000 60 n
Bath Both Dog Services $5000 [i1a] ﬂ
Bath Baith Dog services $5000 [:1¢] n
Blow Dry BiowDry Dog Services $50.00 &0 n
Breath freshenar Braath frashenar Walk in services 35000 o0 ﬂ
Brush Ot BrushOut Dog Services $50.00 [:1¢] n
Deshed Deshed Dog Services $5000 &0 n
Ear clearing EorGlean Wolk in services 5000 60 ﬂ

3b) Let's start by editing the services already in Barkley HQ. To do this click on the blue pencil
icon beside the service you wish to edit.

I s Details
& Online Bookings
H Reosources & Rooms

s Fmployees
Ui History
# Loyalty

€ survay Quastionnalres

Code * Bath

Description * Bath

catsgory * Dog Sarvicea v “
colour =
stotus [ ncive |

Niniftes &0 Boscking Miites
- s 5000

Tax Rate % 1000

Average Cost # 000

3c) Fill out the details of the service, time for the service and pricing for the service correctly.

3d) Click on Online Bookings and fill out if you want this service to be scheduled online. If this is
enabled your customers will automatically be able to select this service when scheduling an

appointment online.
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& Detalls

I & Online Bookings
E Resources & Rooms
‘it Employees
) History
# Loyaity

@ survey Questionnaires

Online Bookings

Show Online m

Ondiree Description Dog Bath

service Details

Dog Bath|

This setting only is used when you have enabled Online Payments end have selected that you require a Minlmurm Deposit or
Payments ars Optional

{ TR EE NS O e Ao e A

3e) Once this information is filled out click Save. You will now be brought back to the Services
screen. You will have to repeat steps 3b, 3c, 3d for every service you offer.

3f) To add a new service click on New Service.

Services search Services
services td More v
Description = Code Category Prica Booking

length
Anal gland cheaning Anal gland cleaning Woalk in services 35000 60 n
Bath Both Dog Services $5000 60 ﬂ
Bath Bath Dog Services $5000 60 n
Blow Dry ElowDry Dog Services 35000 =] u
Breath freshener Braath frashenar Walk in services 35000 60 ﬂ
Birumiy Ot BrushOut Dog Services $50.00 &0 n
Deshed Ceshed Dog services 35000 -} n
Ear cleaning EorGiean Wolk In services 5000 60 ﬂ

3g) Enter the details for the service. For code you can enter a number or a short form version of

the service.
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Dog Conditioner Treatm...

l & Details
5
& Online Bockings
E Rezources & Rooms
&k Employese
W Lloyalty

© Survay Questionngires

Detalls

Code * DagCondition

Description * Dag Conditioner Treatment
Category * Dog Services

Colour

b e |

Times

Minutes

Pricing

— s 200
Tax Rete w1300
Avarnge Gost L

o

et

Booting Minutes

3h) Click on Online Bookings and fill out if you want this service to be scheduled online. If this is
enabled your customers will automatically be able to select this service when scheduling an

appointment online.

Dog Conditioner Treatm...

= Detoils
I & Online Bookings
W Hesources & Rooma
e ETI plOyEas
#r Loyalty

e Survey Questicnnalres

Online Bookings

Ehow Onlina m
onfine Dascription Dog Canditioner
Service Details

Condition your dog.|

This setting only iz used whan you hove enobled Online Poymaents ond hove selactad that you raquire'a Minimum Deposit or

Poyrnents are Optional.

W i e e R s

3i) Once this information is filled out click on the Save button. You will now be brought back to
the services screen. You will have to repeat steps 3f, 3g, 3h for every service you add.

3j) Navigate back to the admin panel by clicking your name (top right) and selecting Admin.
Scroll back down to Product and Services.
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Products and Services

& services

wh Products

45" Prepuaid Services
& Packages

& categories

fas suppliers

¥ Understocked

3k) Click on Categories.

Search Category

Name =

Dog Services ﬂ
Gift Cards ﬂ
Loyalty System ﬂ
Walkin services n

3l) This is all the categories your business offers. You can add a new category by selecting New
Category. Let's add a Dog Product category. Click New Category.

3m) Fill out the information for you new category.
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Details

Name * Dag Products
Online Description Dayg Prtirkirils
Online Details Dog Retoll Produets|

Dog Products

i Datails

3n) Once the information is filled out click Save. You will be brought back to the Categories
screen. Repeat steps 31, 3m, 3n to add more categories.

30) Navigate back to the admin panel by clicking your name (top right) and selecting Admin.
Scroll back down to Product and Services.

Products and Services

& services

wh Products

4" Prepaid Services
& Packages

& Categories

e Suppliers

¥ Understocked

3p) Click on Products to add a product. This step is only necessary if your business sells retail
products.
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Products All Supplicrs b Bearch Products

Description « Code Category Price Stock on
Hand
Dog shompoo Dog$hompao Dog Services S0.00 o ﬂ

3q) To add a new product click New Product.

3r) Fill out the product details and pricing. The code could be a number or short form description
of the product.

Code * Blusteash
Dascription * Bliue Dog Leash
Dog Froducts v Acd

Cotegory *
Barcode Optionol
Blue Deg Leash Sha Medum

& Detalls status m

& stock Control

Pricing

# Loyuilty

Price £ 1200
Averags Cost v boa

3s) Click on stock control to have Barkley HQ manage your inventory levels.

Stock Control

Allow Sales | yes |

Allow Booking No
Malntain Stock m
Stock on Hand L) Canual Stek Chaniges

Stock Chonge Rea., Stock Count Gain .
Rearder Point 2
Meimurm Level o
Pack Quantity gl

supplier ¥
Supplier ltem Code
Supglier Prica ¥ oo
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3t) Allow sales should be yes, allow booking should be no (unless you want customers to be
able to order this when they book an appointment online), maintain stock should be yes. Fill out
your inventory and reorder information. You can also add the supplier.

3u) Once this information is filled out click Save. You will now be brought back to the Products
screen. Repeat steps 3q, 3r, 3s, 3t to add more products.

3v) Navigate back to the admin panel by clicking your name (top right) and selecting Admin.
Step 4: Add A Client

4a) To create a new client click on the Clients tab on the top toolbar.

E BOOKINGS CLIENTS TRANSACTIONS EMPLOYEES PRODUCTS MARKETING REPORTS

s Upcoming Bookings New Booking

No Bookings to Display

4b) Click on New - Create new client.

Pets Clients Waditing Lists

e Search e Search Waiting Lists
O=.. O=..

4c) Fill out the Contact Details.
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Contoct Datails Cliant Mode

Name Mairk Blue

Phone Number 123-456-7890

Mohbils Mumber

Mark Blue Wark Nurmber
Ernail Address mark@noemallcom
Addrass 123 Faker 5treet
Addrass units
Suburb Taronto
State an

B custom

Fostcode Anapl
o

Personal Details

Birth Date a Year 1y

4d) Click Save once the Contact Details, Personal Details and Other Details are filled out
correctly.

4e) You will be brought back to the Search Clients screen.
4f) To add another client click on New Client and repeat steps 4c, 4d, 4e.
Step 5: Add A Pet

5a) To add a new pet click on the Clients tab on the top toolbar.

CLIENTS TRANSACT EMPLOYEES PRODUCTS MARKETING REPORTS

Upcoming Beokings New Booking

No Bookings to Display

5b) Under pets select New - Create New Pet.
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Pets Clients Waiting Lists

e Search e Search 23] Waiting Lists
Search Pats Search Clients Monoge Waiting Lists

5c) Start typing in the Owners name (owner must be entered before pet). The owners name
should appear in the drop down.

Pet Details

Owner * | Mar |
‘ Mark Blue - 123-456-7890 - 321-654-0987 ‘

5d) Fill out the Pet Details.

Pat Details

Owner * Mark Blue

Neime ™ Raver

Type vog :
Breed Colden Retriever 5
Sax NMole -
Calaur Yellow '
Weight 35

Birth Dote February 7 p S

Temper Tarma

Muzzle No

Cage Lead No

Rego Number Dptionol

MieraChip Number 123456

5e) Once the Pet Details is filled out click Save.
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5f) You will now be brought back to the Search Pets screen.

5g) To add another pet click New Pet and repeat steps 5c, 5d, 5e.
Step 6: Bookings

6a) To create a new booking click on the Bookings tab on the top toolbar.

35 CLIENTS TRANSACTIONS EMPLOYEES PRODUCTS MARKETING REPORTS

s Upcoming Bookings New Booking

No Bookings to Display

6b) Under Bookings click New - Create New Booking.

Bookings Resources and Rooms

calendar @ Resource Calendar

Search Bookings

o

N =

6¢) Fill out the Client Details and Pet Name (These fields should auto populate if the client is
already in the system). Click Next.
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Client Details

Client Wark Blia

Phone Nurmber 123~ 456- 7880

Mobile Number 321-854-00E7

Emuil Address mark@noemaileom
Mark Blue

Fet Hame | Rover

Q) Cliznt Detalls

@ Servies Data Perfarmed By Description valus  Rebook

Pravious Services

@ Tirma ond Employss Ne Previous Services to display

6d) Select the service the client wishes to book. Click Next.

Select Service

Employes Dovid Sorbara v

-+ Category | Dogservices % 5

service | Dog Conditionar Treatment [30] v “

Selected Services

Q) Clignt Detoils Description Time Price

| O Dog Conditionar Treatmant 30 mine 800 =
1) Seryices

Estimated Tima 30 minutes

Mark Blue

@ Terrve and Ery iployee

- EECT
4) Comments

6e) Select the Employee and Time the client wants to book. Click Next.
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Select Time

Employee David Sorbare v
Dote Thursdaoy. February 7, 2018 ]
Titie [ 4zoma v’
Mark Blue

Recurring Booking Ko

@ Services

| @ Time ond Employes
@ Comments

6f) Add any comments or notes you want to remember. Click Save.

Comments

Rover |s hyper|
Mark Blue
;s 5
@ Client Details
@ services Previous Booking Date Gomment
@ Tima ond Emipoyes Mo comments to disploy
| G) Comments
R

6g) You will now be brought back to your Calendar View.
6h) To add a new booking repeat steps 6c¢, 6d, 6e, 6f, 6g.
Step 7: Transactions

7a) To complete a transactions click on the Transactions tab in the top toolbar.
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CTS MARKETING REPORTS

@ Upcoming Bookings New Booking

No Bookings to Display

7b) Under Sales click on Cash Sale - New Cash Sale

Orders Transactions

Sales

o Cash Sal_e e ‘ufiew_ @ Tr-::ding_ -
° Cash R_ei__und F_‘urchuse Ordt_ar e _Seqrcl_'t

e Exchange Receive Goods e Search

Stock Petty Cash Cash Drawer

o Write._ on o F_*ettf,r Cush

Write Ot_‘f _

7¢) Fill out the information for the sale. The client should auto populate if they are already in the
system.

7d) You can edit the details of the sale by clicking on the blue pencil icon.

7e) To add a payment click on the + button.
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MARKETING REPORTS

Cash Sale - 501830

Mark Blue n David Sorbara

cCodsfl Description Qty Price Total

Search item 1 0.00

Blue Dog Leash 1 1200 12.00 =

Assisted By David Sorbara

Harmonized S.. 156

Total 13.56

Payment Value
cash : 1358 ﬂ

Cash ] 0.00

Amount Due 0.00

Complete Cancel

7f) Click on complete. You will now be brought to the Receipt screen.

Mark Blue Entered By: David Sorbara
2019-02-07

123 Faker Street Unit 5
Toronto ON AOAIB1

321-654-0987
123-456-7880

mark@noemailcom

Code Description Vaiue Qty Total
Blueleash Blue Dog Leash $12.00 1 $12.00 E
Assisted By David Sorbara
Total: 51356
Harmonized Sales Tax : $1.56
Cuosh: $13.56

Change Dus: $0.00

920786 - e T T VR
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7g) You can email or print the receipt for your clients. Click Close when finished.
7h) You will now be brought back to your Calendar View.
Step 8: How To Complete A Booking

8a) To complete a booking click on the Calendar in the top toolbar to bring you to your Calendar
View.

[=[[=[:[D0>

a5 David Sorbara

4:30 o Rawer : ) Mark Dlus
Doy Coritioner Treatnent
_ [reveris e

.......

3:30 pm

345 pm

4:00 pm

4:15 pm

w— 4:30 pm Rover :  Mark Blue

U P Dog Conditioner Treatment o
Rover i ]

4:45 pm PEC Bl Mark Blue 54 (ﬁ @ D f x

500 pm [ 321-654-0987 Ausitng Payment |

515 pim Rover is hyper. |
| I

5:30 pm (0 4:30 PM - 5:00 PM 2£,50.00

545 pm & David Sorbara [531$8.00

6:00 pm

Services: Dog Conditioner Treatment

6:15 pm » 1
[ Edit

6:30 pm -

6:45 pm Payment hd Unconfirmed ~ ] cancel -

7:00 pm

8c) Click on Payment. You will now be brought to the Booking Payment screen.
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Booking Payment - 501831

Mark Blug a Dovid Sorbaro u u

code/Description

Search lem 1 .00

Dog Conditioner Treatment 1 BOO 20d nn B
Perfopnmad By David Sorbarn
Harmenized 5. 104
Total a4
Poyrmient Value
Cash , 904
Aot Die 204

8d) Make sure all the booking details are correct. Add what type of Payment they are using and
click the + button to add payment.

8e) Click on Complete. You will now be brought to the Receipt screen.
8f) You can print or email the receipt to your clients. Click Close when finished.

8g) You will now be brought back to your Calendar View.
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