
Creating a Spa Treatment Booking via the Treatment Room  
1. To make a spa treatment booking via the treatment room, you will first have to select 

the booking icon on your main desktop. 

 



2. Then Select Treatment Rooms from the View List 

 

3. This will show you all available treatment rooms in Grey. 

 



4. and show you in Red where the Treatment Room is Unavailable. 

 



5. To create a booking, go to your chosen treatment room and chosen time slots. 

 

6. Double click on it to bring up the treatment list. 

 



7. If you select a treatment where there are no staff members available, either due to time 
or due to skills. The no treat members of staff available icon will appear on screen. 

 

8. When you select a treatment where there is availability of a staff member. 

 



9. A list of the available staff members will appear. You can now select from the list which 
staff member you wish to book the treatment with. 

 

10. This will then take you to the booking screen where you can fill in the customer's name 
by starting to type their name. 

 



11. If they are known to your business, they will appear on the filter screen. If they are not 
known to your business, you can create them as a customer or just type. In their name. 

 

12. Once the member of staff has been allocated to the booking and the customer has been 
entered, you can then click on exit to save your booking. 

 


