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ABOUT THIS DOCUMENT

You can easily change the employee at the Point 
of Sale, and in the transaction list. For example, if 
a service was booked in with one employee, but 
another employee actually ended up completing 
the service, then you may wish to change the 
employee at the Point of Sale. If a transaction has 
been processed under the wrong employee, then 
you can change the employee in the transaction 
list. This allows you to make sure that your 
transaction history and employee performance 
records are accurate. It also ensures that your 
employees will receive the right amount of credit.
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1
Click on the employee cell 
on the sale line you wish 
to change. This will open 
the choose employee 
window.

2
Click on the correct 
employee. The correct 
employee will then be 
displayed on the sale line.
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CHANGING THE EMPLOYEE FOR A MULTI-BLOCK SERVICE

1
Click on the employee cell 
on the sale line you wish 
to change. This will open 
the choose employee 
window.

2
Click to select the service 
block you wish to edit.

3
Click on the correct 
employee at the bottom of 
the window.

4
Repeat steps 2 and 3 until 
the correct employee 
appears next to each 
block.

5
Click done.
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1
Click on the main menu.

2
Click on the Point of Sale 
icon.

3
Click on the transactions 
icon.
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4
Double click on the 
transaction to view further 
details.

5
If you are changing an 
employee for a service, 
double click on the 
relevant service to view 
the breakdown of service 
blocks.

6
Select the item with the 
incorrect employee.

7
Click the employee 
button.

8
Select the correct 
employee.

9
Click done to proceed.
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