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How to Import your Customers and Schedule into Zenmaid
from Your Previous System

We offer a free concierge onboarding service so you don’t have to manually transfer over your
schedule and customer list from your previous system. We’ll take care of that. All you have to do
is give us a list of your customers and their information such as address, email address, phone
number, and notes if any in a csv file or you can give us a temporary login on your current
software and we’ll take care of getting the information for you.

How to Manually Add New Customers in the System

To add any new customer in the system:

1. Click Contacts

@ ZenMaid £ scheduling (3% Contacts) &8 Employees

2. Click + New Contact button

& Contacts

3. Fill in the details

+ New Customer

4. Tick on the box to automatically track the customer’s records status (lead, one-time, recurring
customer, or former customer)

Public Notes

These notes can be set to appear on work orders sent to your cleaners

* v Automatically track this record's status using calendar activity

If checked, ZenMaid will classify this record automatically as a lead, one-time, recurring, or
former customer based on your calendar activity. This information is used in various reports
ZenMaid generates. If you frack this information manually, it may affect the accuracy of these
reports.
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5. Once done filling out all your customer’s information, click on Save

Service Locations

Street
City
State $ Zip

© Set as billing address

+ Add Service Location

Billing Address

Street

City

State + Zip

-& Save and Create Appointment

Another way to add a new customer is from the calendar, when creating a new appointment.
Click on the calendar and a sidebar pop up will appear. Choose New Record and click Proceed
to next step. This’ll take you to the page where you can put in the customer’s details.

Employees : Create Appointment > Close

month = week day >

Thu 12/22 Fri 12/23 Sat 12/24

l © Run Payroll Choose a Customer

7:00 - 1 7:00 - 9: 7:00 - 8 New Record

Appointment time:
Thu, Dec 22 9:30am - 9:45am

Proceed to next step

You will be given the option to enter more information,
set the recurrence, and edit the start and end time of this
appointment on the next page
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Understanding Customer Type or Status

We have the following Customer Types:
e Lead - A customer who has not made any appointment
e One-time - A customer who made 1 appointment
e Recurring Customer - A customer who’s had more than 1 appointment
e Former Customer - A customer that has not made an appointment for more than 6
weeks

Zenmaid automatically assigns customer type based on their calendar activity so long as this
part in the customer’s records is ticked.

Public Notes

These notes can be set to appear on work orders sent to your cleaners

b 4 Automatically track this record's status using calendar activity

If checked, ZenMaid will classify this record automatically as a lead, one-time, recurring, or
former customer based on your calendar activity. This information is used in various reports
ZenMaid generates. If you frack this information manually, it may affect the accuracy of these
reports.

You can also manually assign the customer type by unticking the box. Once unticked, you can
choose which type you want to assign to the customer

Automatically track this record's status using calendar activity

If checked, ZenMaid will classify this record automatically as a lead, one-time, recurring, or
former customer based on your calendar activity. This information is used in various regor‘cs
ZenMaid aenerates. If vou frack this information manually, it may affect the accuracy o

Lead
One-time Customer

LE G EER v Recurring Customer s

Former Customer

IMPORTANT NOTE:

If you’re manually changing your customer status to Former Customer, you’ll have to inactivate
the customer’s all ongoing and future appointments first. Click here for step by step instructions
on how to inactivate ongoing and future appointments.
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How to Integrate Quickbooks

1. Click on the dropdown after your name and click Account Settings

e Success Maid Easy
" Hi, Sharon

ﬁ' Account Setlings

ng: .
ﬂJ Sign Cut

2. Click on Quickbooks Integration button

B (l) Quickbooks Integration

3. Click Connect to Quickbooks if you haven't yet linked it.

Link yjour account to Quickbooks QuickBooks @

4. On the pop up, enter your login details for your Quickbooks online account

I

Sign in

ssssssss
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5. Go to your Contacts page and click Sync Customers with Quickbooks

& Sync Customers with Quickbooks

6. On the pop up, select how you want to sync then click Start Sync

&Quickbook Sync

I'd like to...
Sync my contacts from QuickBooks to ZenMaid
e Sync my contacts from ZenMaid to QuickBooks
Sync my contacts both ways

Start Sync
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Creating an appointment in Zenmaid is so easy! See instructions below.

1. Click on Scheduling

el
yoan m Scheduling 'ﬁ‘ Contacts

e | Gor

2. Click on the + Appointment button.

[erorormert Sravesies |

&

Sun 4/3

Tasks

Tam

3. From the pop up sidebar (right part of the screen), type in the name of your customer on the
search bar and click on it. You can also click on New Record (for new customers). Then click on

Proceed to Next Step

New Record
marion Q

Leads Type the name of your customer here
then click on the name of

Marion Sampath
your customer

Customers

set the recurrence, and edit the start and end time of this
appointment on the next page

Choose a Customer

Appointment time:
Thu, Dec 29 9:00am - 8:15am

Proceed to next step
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If you clicked on New Record, you will be taken to a new screen where you can enter all the
customer details. It'll look like this (see below).

Contact Name +| | First Name... Last Name.
Company Name

Marketing Source v

+ Add Phone Number

+ Add Email Address

After filling in all customer details, click on Save and Create Appointment

Billing Address
Street
City

State v Zip

4. On the screen pop up to your right, you can start entering the appointment details (date and

time, recurrence - one time or recurring, etc.)

Create Appointment

Test Santos

Outstanding Balance $0.00
& No email on record

. No phone number on record

Status Active v

I'[his serviceis (®/One Time Recurring I

* Date 04/09/2016

*From  1200AM *To  1z00AM (®
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5. Click on edit to assign cleaners for the appointment. You can assign it to a team or specific
cleaners. To create teams click here. Tick on work items as needed. Put in the price (optional)

No Cleaners Assigned E
e —————————

Clean outside bathroom
cabinets

Clean outside kitchen

kabinets

Clean inside refrigerator Wet wipe baseboards
Vacuum Furniture (One

Room)

Wet wipe baseboards

Clean Fireplace Clean oven

Wet wipe windowsills Wet wipe door facings

and frames

Price Paid |

6. You can put down notes such as special instructions. Once done, click on Create

Appointment

+ |Change contact from lead to customer after creating

appointment?

Create Appointment a

7. If there’s an email address on the customer’s file you will be asked if you want to send a

confirmation email for this appointment. Click Yes, if you want to.

Send confirmation email for this appointment?

Email will be sentto santosmichee@amail.com

You can also send the confirmation email at a later time. Just click on the appointment.From the
sidebar pop up, click on Send Email, choose Appointment Confirmation & click Generate Email

Select Email Type

v Appointment Reminder :
Work Order
& Send Email
L Appointment Follow-Up —

The confirmation email and other email templates as well as text templates can be edited and automated.

For| . I it templ lick here.
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How to Create Employees

1. Click on Employees

# Em ployees E" Booki

2. Click on + New Employee
o ew pe

3. On the next page, you can start filling in your employee details such as Name, Contact
details, Pay type, etc.

* First name 6]
Last name
Phone number
Email

Allow this employee to sign in and view their schedule?

Additional Infermation

Pay type Hourly v

Hourly Rate

The email is necessary for your employee to receive work orders via email, view their schedule

and also to clock in and out on every job. Here’s how you can give your employees access to

the clock in and out feature of zenmaid. The clock in and out information they enter is connected

to Zenmaid’s payroll. Learn how to run payroll here.

Your customer’s phone number allows them to receive text work orders

4. Once done, click on Create Employee
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You can also create teams. First, make sure that you’ve already added all your employees in the

system. Click here to learn how to Create Empl

1.Click on the dropdown after your name and click Account Settings

e Success Maid Easy _
R L Sharon

ﬁ' Account Settings

ng:
(..IJ Sign Out

2. Click on Teams

3. Click on + Add Team

4+ Add Team

4. Give the team a name and assign a color for the team for the calendar

Team Hame

Type in the name of the team here|

B CalendarColor
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5. Assign team members by ticking on the box before the employee name then click Save

Changes.

Team Members

¥ | Alexis Amar Ghose
Arun + |Darren

| David | Debbie
Gerard Iniesta
Jessi Jessica

How to Add a Member to Teams

1.Click on the dropdown after your name and click Account Settings

B Success Maid Easy _
RS Hi, Sharon

ﬂ' Account Settings

ngs

(.IJ Sign Out

2. Click on Teams
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3. Under the team where you want to add an employee, tick on the name of the employee or
employees.

Team Members

+ | Alexis ¥ |Amar Ghose
Arun Darren
Dawvid Debbie
Gerard Iniesta
Jessi Jessica

How to Assign Cleaners/Teams for an Appointment

You can assign cleaners or teams for each cleaning appointment.

1. Click on Scheduling

2 Scheduling

2. On your calendar, click on the appointment

Mon 4/11 Tue 4/12

8:15-11:00
Mrs. Michee Santos

111 Gth Ave 9:15- 11:30

Chicago, IL 60669 Susan Reynolds
16618 Lithonia Ave, Znd FI
Chicago, IL 60702
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3. From the sidebar screen on your right, click on the person icon. The assign cleaners pop up
will appear.

Mo Cleaners

Assigned

4. From the pop up, choose whether you want to assign a team or individual/individuals for the
appointment. To assign a cleaner or cleaners, tick the box beside the name of the cleaner. To
assign a team (make sure that you’ve set up teams first. Click here for instructions on how to
create teams) click on the Team dropdown and choose the team you want.

Assign Cleaners To assign a team, dlick on the
dropdown arrow and click on

the team you want
Team

« | Alexis Tp assign individual findividuals: « Amar Ghose
Tick on the box before the
AN name of the cleaner

David Debbie

Darren

5. If it’s a recurring service and you want to assign the appointment to the same team or
cleaner/cleaners you've chosen, tick on the box otherwise leave it unticked. Then click on
Assign Cleaners.

Ossign selected cleaners to all future appointments in this recurring service?
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How to Edit One-Time Appointments

If you need to edit the date and or time of the appointment:

1. Click and drag the appointment to the new day and or time.

1. Click on Scheduling

2. On your calendar, click on the appointment

Mon 411 Tue 412

8:15-11:00

Mrs. Michee Santos

111 Gth Ave 9:15-11:30
Chicago, IL 80889 Susan Reynolds

16618 Lithonia Ave, 2nd FI
Chicago, IL 80702

@ 111 6th Ave
Chicago, IL 60669

Amount due Mot 52t ¥ Mot paid

Show Appointment Details
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4. On the next screen, you'll have a chance to make the necessary changes such as date

change, time change, work order details, and pricing.

Time and Recurrence

Thie le 3 cne-time servica

Diata 04102015

From

Dietails and Work Order

Status

Work Ordar

Mo Cleanars Assignad

Notas

e @

To | s ®

Clean cutside kitchen
cabinste

Claan Inslds refrigarator

Claan outslkde bathroom
cabinsts

‘Wt wips bassboards

‘Wt wips bassboards Waruum Furnitura {Cna
Roomi

Clean Firaplaca Claan owvan

Wt wipa windowsllls Wit wipa door Tacings
and framsas

5. Lastly Click Save Changes
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How to Edit Recurring Appointments

How to Reschedule the Date and or Time of a Recurring

Service

1. Click on Scheduling

hboard

E Scheduling

2. From your calendar click and hold simultaneously on the appointment and drag it down.

8am

9am

10am

10am

11am

12pm

8:00-10:45

Mrs. Michee Santos
111 Bth Ave
Chicago, IL 60860

3. A pop up will appear where you can edit the date and time of the appointment

Reschedule Appointment To...

* Date

f. From

411172018

1000 (© *To  1245PM  (®)
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4. If you want the changes saved for all appointments, tick “This and all future appointments in
the series”.

Apply change to

Only this appointment
& This and all future appointments in this series

5. If it’s just for this specific appointment, then tick on only this appointment.
Apply change to

& Only this appointment

6. Lastly, click Save

How to Edit the Address of a Recurring Appointment

1. Click on the appointment and from the sidebar pop up click on Manage Recurring Service

Fesidential Service

Fepeats weekly
Fri, Jun 10 7:00 AM - 10:45 AM

2.Top right of your screen, you'll see Actions. Click on the dropdown menu and click on Edit Default
Appointment Details

Inactivate
t" Adjust service frequency ‘

Change Default Status

Edit Default Appointment Details
Delete

Manual prepared by:
| NEED A
M MICHEE

Last updated 10/19/2016




€ ZEnMAID

SO0FTWARE

24
How to Use ZenMaid

3.Top right of your screen, you'll see Service Address. Put in the new address here.

Service Address

Street 4119 Park Blvd

City Palo Alto

State CA =3 Zip 94306

4. Scroll down and click on Save Changes

Save Changes

You will then get a confirmation of the address change you made

Default appointment information has been successfully changed! A new recurring service has been created to manage this new appointment data and the old service

has been disabled.

Sustomer Information

Amar ZenMaid (Zenmaid.com Software)
Jutstanding Balance $101,000.00 §)
amarghose@gmail.com

« No phone number on record

Default Appointment Information
9 4120 Park Blvd
Palo Alto, CA 94306

Jefault Assigned Cleaners
)

Jessi

Julie

WORK ITEMS
Clean oven
Clean inside refrigerator

Status m

Owed $185.00 % Not paid

Notes

CUSTOM FIELDS
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How to Edit the Frequency of a Recurring Service
1. Click on the appointment and from the sidebar pop up click on Manage Recurring Service
- Residential Service [# Manage recurring service

Repeats weekly
Fri, Jun 10 7:00 AM - 10:45 AM

2.Top right of your screen, you'll see Actions. Click on the dropdown menu and click on Adjust

Inactivate
y  Adjust service frequency

Change Default Status

Service Frequency

Edit Default Appointment Details

Delete

3. From the pop up, choose the new frequency under "Repeats" and for "Starting with appointment
on" click on the dropdown arrow as to when this change will take effect. Once you've chosen a date
from the dropdown arrow, you can also type in the same date for the box that says "Starting"

(¢’ Adjust Recurring Service

Warning: In order to preserve old appointment data, this action will
inactivate the current recurring service and create a new one starting with
the selected appointment. All appointments starting after the selected
appointment in the old recurrence will be deleted.

Starting 10/06/2016 = Ending
(leave blank to repeat forever)

Repeats every 2 weeks B

Sep 1, 2016
¥ Oct6, 2016
Nov 3, 2016
Dec 1, 2016
Jan 5, 2017
Feb 2,2017

Starting with appointment on

4. Lastly, click on Update Service
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How to Reassign a Recurring Appointment

1. Click on the appointment and from the sidebar pop up click on the person icon

9
Debbie

Darren

2. On the next page you can reassign either to a new team or to another cleaner or cleaners.

. To reassign to another
Assign Cleaners team, click on the

Team’s dropdown arrow

and click on the new
Team | 9 v team you want to assign
the appointment to
Alexis Amar Ghose
Arun v Darren

David + Debbie ‘ \

To reassign to another
Gerard Harriet cleaner or cleaners,
untick the current
cleaners first and then
tick the names of the
ones you want to
Joey Barton Julie reassign the

appointment to.

Iniesta Jessi

Jessica Joe

Karine Kumar
Lindsey Baller Lionel
Lisa Lolita

3. Scroll down and if you want the entire series of appointments assigned to the new cleaners, tick
on the box for “Assign selected cleaners to all future appointments in this recurring service”
otherwise leave it untick. Lastly, click Assign Cleaners.

Assign selected cleaners to all future appointments in this recurring service?
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1. Go to the contacts page, click on the name of the customer and click on Edit. Scroll all the way

down until you see the Scheduled Services of your customer.

Ana Pieraccini - Scheduled Services

© Schedule Service

10

#)records per page

Type Occurs
Recurring every 2 weeks on Mondays from 12:30 PM - 2:30 PM
Recurring every 2 weeks on Thursdays from 2:30 PM - 4:45 PM

Showing 1 to 2 of 2 entries

Start Date

4/04/2016

6/16/2016

End Date

ongoing

ongoing

Ongoing and Future [T

Search;

2. Click on Manage Recurring Service or Manage Appointment

Ana Pieraccini - Scheduled Services

‘© Schedule Service

10

) records per page

Type Ocours
Recurring every 2 weeks on Mondays from 12:30 PM - 2:30 PM
Recurring every 2 weeks on Thursdays from 2:30 PM - 4:45 PM

Showing 10 2 of 2 entries

Start Date

4/04/2016

6/16/2016

ongoing

ongoing

Ongoing and Future 2SS

Search:
End Date Manage

& Manage Recurring Service

o oS

« Previous

1

Next —

3. On the next page, top right of your screen, click on the Actions button's dropdown arrow and

click Inactivate

rtini

Adjust service frequency

Inactivate

Change Default Status
Edit Default Appointment Details

Delete
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4. On the pop up warning prompt, the date when you want the service inactivated as necessary and
then click Inactivate

#* Inactivate Recurring Service

Warning: This action will PERMANENTLY delete all appeointments in this
service scheduled after the selected date!

Inactivate service on 10/25/2016

5. You'll have to do the same for all ongoing and future appointments the customer has.
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Zenmaid Templates
(Invoice, Reminders, Follow Ups, Etc)

Communication made

easy hetween you and
your customers

§

between you and /S

HoHBNEEE
your cleaners TTTTTTITT
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Email Templates in Zenmaid

You can send these email templates manually or automatically. You can edit what you’d like to
appear in these templates and if you automate you can choose the time they get sent out. To
edit email templates, click here.

e Work Order - Send to your employees/cleaners assigned

e Appointment Confirmation - Sent to customers confirming scheduled appointment

e Booking Confirmation - Zenmaid offers a booking form (included in premium and buy it
once plans) that can be put up on the customer’s website. You will need to fill out a
survey form to set this up.

e Comeback - You can send the comeback template to previous customers who haven't
scheduled a cleaning with you in a while.

e Appointment Follow Up - You can send this to customers after cleaning to get a
feedback from them.

e Appointment Reminder - Send this to your customers to remind them of an upcoming
appointment with you.

e Invoice - Send invoices via email

Text Templates in Zenmaid

You can send these text templates manually or automatically. You can edit what you’d like to
appear in these templates and if you automate, you can choose the time they get sent out. To
edit text templates, click here.

e Work Order - Sent to your employees or cleaners assigned
e Appointment Reminder - Remind your customers of an upcoming appointment by
sending this template

IMPORTANT NOTE: Please remember that text messages are limited to 140 characters only.
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How to Edit Email and Text Templates Overview

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
RER (i Sharon

ﬂ' Account Setfings

ng:
(..IJ Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates or
Automated Text Templates

" WWACUEERA i Teams
| 9 Automated Email Templates

b4 Mass Email Templates

:@all 0 Automated Text Templates t

3. Click on the template you want to edit (e.g. work order, appointment confirmation,
appointment reminder, etc)
Automated Email
Templates
Waork Crder

Confirmation

Booking Confirmation
Come Back
Appointment Follow-Up

Appointment Reminder
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4. Under Body, you’ll see that we have supported wildcards (or those inside the double curly
brackets) which automatically puts in the information of the customer and appointment details.
You can choose to leave out wildcards as you please and edit the template as needed.

Body

Pswce BN R @R @& @ QL% FE ¥ B e:
B I US x, x*|L| = := Elyy B == = =9 E| e
HOHE=0Q'=®

Styles - || Format - || Font - || Size || A- B3| 52 20| ?

Hi {{appointment.contact_name}},

You're receiving this email as a quick reminder that you have an upcoming appointment with us:
{{appointment.start_time_approx_one}} on {{appointment.start_date_in_words}}

{{appointment.address}}

Thanks again for choosing us, we're looking forward to leaving you a sparkling home.

{{appointment.company_name}}
{{appointment.company_phone_number}}
www.SuccessMaidEasy.com

Like us on Facebook!

{{appointment.logo}}

5. Click Preview to see how the actual template looks like. Don’t forget to click Save Changes
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WildCards

IMPORTANT NOTE: Those in curly brackets (e.g. {{appointment.start_time}} ) are called
wildcards. They tell the system where to put the corresponding information for each

appointment. Currently, the system supports the following wildcards:

{{appointment.start_time}} - exact appointment start time (e.g., 12:30 PM)
{{appointment.start_time_approx_one}} - approximate appointment start time (e.g., 12
PM -1 PM)

{{appointment.start_date}} - date of appointment (e.g., 10/3/2013)
{{appointment.start_date_in_words}} - date of appointment in words (e.g., Thursday, Oct
3)

{{appointment.address}} - address of appointment

{{appointment.contact_name}} - name of client (e.g., John Smith)

You can send an email to amar@zenmaid.com if the information you want to add is not a

supported wildcard.
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How to Email Invoice to Customers

1. Click on Scheduling

e B
lﬂ- Dashboard E Scheduling 'ﬂ Contacts

v1'Work Orders

Mon 314 Tue 31

2. Click on the appointment
800 -10:45
Mirs. Nichee Santos
111 Gth Ave
Chicago, IL BOBBD

4. Select the "invoice" template in the dropdown then next. You'll have the opportunity to edit the
invoice on the following page before sending.
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How to Send/Resend Appointment Confirmation

IMPORTANT NOTE: Appointment confirmation is sent manually. After creating the appointment

in your calendar, a prompt will appear asking you if you want to send an appointment

confirmation. Click Yes to do so.

If your customer has made changes to a scheduled appointment, you’ll have to manually send a

new appointment confirmation with the changes made.

To resend appointment confirmation:

1. Click on the Scheduling tab.

E Scheduling

] coorcar—

2. Click on the appointment

815 - 11:00
Michee Santos
915-1130

_ 930-12:30
Chicago, IL 60860 Susan Reynokds
Amar Zenhaid
186818 Lithonia Ave,

(Zenmaid.com

Software)

4118 Park Bhd

Palo Alto, CA 84308

9:00-1:00

Amar FenMsaid
{(Zenmaid.com
Software)

4118 Park Bhed
Palo Alto, GA B4304

3. On the right side of your screen, a pop up will appear. Under Actions, click on Send Email
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Amar ZenMaid (Zenmaid.com Software)
Outstanding Balance $94,570.00 9
& amarghose@gmail.com

. Mo phone number on record

Show Details +

Alexis
Debbie
Arun
Darren
Jessi
Jessica
Julie

4. Choose Appointment Confirmation from the dropdown choices and click on Generate Email

Select Email Type

Work Order \ Generate Email

Work Order

Appointment Confirmation
Appointment Follow-Up
Appointment Reminder

5. On the next page, you’ll have the chance to edit the confirmation email and put in the
changes made. Make sure that the Send to box is ticked then hit Send Email

Send email to:
¥ |Allison Butts <santosmichee@gmail.com=
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How to Send Work Orders

You can send work orders to your employees via text or email. You can also automate sending

the work orders out. Click here for instructions on how tomat nding of work or

email and here for text.

1. Click on the Scheduling tab.

B Scheduling

1

2. Click on the appointment

9:00 - 100
Amar ZenMaid

9:15-11:30
Susan Reynolds

{Zenmaid.com
168818 Lithonia Ave,

Software)

2nd FI
4119 Park Bhvd

Chicago. | 80702

3. On the right side of your screen, a pop up will appear. Under Actions, click on Send Text or
Send Email

Amar ZenMaid (Zenmaid.com Software)
Outstanding Balance $94,570.00 9
= amarghose@gmail.com

. No phone number on record

Show Details +

Alexis
Debbie
Arun
Darren
Jessi
Jessica
Julie
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4. Choose Work Order from the dropdown choices and click on Generate Email or Generate
Text

Select Email Type

Work Order ¥

Work Order
Appointment Confirmation
Appointment Follow-Up
Appointment Reminder

Generate Email

How to Send Appointment Reminders

You can send appointment reminders via text or via email. You can also automate sending them
out. Click here for instructions on how to automate sending of Appointment Reminders

1. Click on the Scheduling tab.

Scheduling

e

2. Click on the appointment

9:00 - 1:00
930-12:30 Amar ZenMsid
‘Amar ZenMaid {(Zenmaid.com

9:15-11:30
[hicago, IL 60688 Susan Reynokds

188189 Lithonia Ave,

(Zenmsid com Software)

2nd FI

Software) 4118 Park Bhd
Chicago, & 80702

4118 Park Bivd Palo Alto, CA 94304

Palo Alto, CA 84308
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3. On the right side of your screen, a pop up will appear. Under Actions, click on Send Text or

Send Email

Amar ZenMaid (Zenmaid.com Sofiware)
Outstanding Balance $94,570.00 9
& amarghose@gmail.com

*. No phone number on record

Show Details +

Alexis
Debbie
Arun
Darren
Jessi
.Jessica
Julie

4. Choose Appointment Reminder from the dropdown choices and click on Generate Email or

Generate Text

Select Email Type

Work Order \l Generate Email |

Wark Order
Appointment Confirmation
Appointment Follow-Up

Appointment Reminder
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How to Send Appointment Follow Ups

You can also automate emailing of appointment follow ups. Click here for instructions

1. Click on the Scheduling tab.

ﬁ Scheduling

1

2. Click on the appointment

9:00-1:00
9:30-12:30 Amar ZenMaid

G915-1130
Chicago, IL 60889 Susan Reynolds .
Amar Zenhaid {(Zenmaid.com
18818 Lithonia Ave,
(Zenmaid.com Software)
Software) 4118 Park Bhd
4118 Park Bhed Palo Alto, GA 84308

Palo Ao, CA 04308

Alexis
Debbie
Amun
Darmen
Jessi
Jessica
Julie
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4. Choose Appointment Follow Up from the dropdown choices and click on Generate Email

Select Email Type

Appointment Follow-Up (Ml Generate Email

Work Order
Appointment Confirmation

Appointment Follow-Up
Appointment Reminder
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How to Edit Email Templates (Step by Step

Instructions)

You can edit the email templates in Zenmaid to suit your needs.

How to Edit Appointment Confirmation

1. Click on the dropdown after your name and click Account Settings

o Success Maid Easy _
R i Sharon

'ﬂ' Account Setlings

nge
M sign out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

* BACETCERA i Teams
| of Automated Email Tempiates

B4 Mass Email Templates

:all O Automated Text Templates it

3. Click on Appointment Confirmation

Automated Email
Templates

Work Order

Appointment
Confirmation

Booking Confirmation
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4. Make the necessary edits in the Body Section. Use wildcards to assign information to be
included in the template. (Click here to find out what wildcards are)

Body

|Bsawce GO R @ B x0H BEBGEG a2 % | mpeonn ==
/B I U S x x| L|[iz::=|F&[» B == =5[19E5E =M
HOMmM=® Q= ®

| styes - || Format || Font -|| see -|lA- B3 Q| 2|

Hi {{appointment.contact_name}},

Thank you again for choosing {{appointment.company_name}} to handle your home cleaning needs. You're receiving this email to confirm
your appointment on {{appeintment start_time}} on {{appointment start_date_in_words}}. The address we have is:

{{appointment.address}}

Please notify us as early as possible if you need to change this appointment or reschedule for any reason. You can contact us directly by
responding to this email, calling us at [company phone] or sending us an email directly at [company email].

Thanks again for booking with {{appointment_.company_name}}, we're looking forward to leaving you a sparkling home.
{{appeintment.company_name}}

{{appeintment.company_phone_number}}

www.SuccesshMaidEasy.com

Like us on Facebook!

5. Make sure that the box Prompt for confirmation email after scheduling appointment is ticked.
Click Preview to see the changes you made and lastly click Save Changes

+ | Prompt for confirmation email after scheduling appointment?

N—
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How to Edit Booking Confirmation

1. Click on the dropdown after your name and click Account Settings

i  Success Maid Easy _
R Hi, Sharon

ﬂ' Account Settings

ng:
'ﬂ.} Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

l  Templates ~ -  REENS
1 —
4 Mass Email Templates

:all 0 Automated Text Templates t

3. Click on Booking Confirmation

Automated Email
Templates

Work Crder

Appointment
Confirmation

Booking Confirmation
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SOFTWARE How to Use ZenMaid

4. Make the necessary edits in the Subject and Body sections as you like. Make use of
wildcards to assign what information is included. (Click here to fin t what wil

Subject

Thanks for booking with [{{booking.my_company_name}}]!

Body

Bsowce B DR @ B|[X 0 B 6B G «~|[Qt B e e
|3 I U s x, x° L\;z = EE 8B E E EE unm%ivH@-é
HOm=O Q=6

| Svies  -J| Format -J| Font -] sz -||A- @-||X d|?

Hi {{booking.full_name}}

Thanks for booking with {booking.my_company_namel}! We're looking forward to helping you at {{booking.star
{{booking.start_date]}. The address we have on record is:

{{booking.address_alt}}

If any of the above is incomect or you would like to make a change please let us know at {{booking.my_compa
via phone at {{booking.my_company_phone_number}}.

We'l also send you a follow up email as soon as our team confirms this appointment on our calendar.
Thanks again, we're locking forward to working with youl

{{booking.my_company_name}}

5. Click on Preview to see the changes you’'ve made and lastly click on Save Changes.

i Save Granges,
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How to Edit Appointment Reminder

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
R 1 Sharon

ﬁ Account Settings

ng:
{!} Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

& Templates ~ - BEEHS

E4 Mass Email Templates

:aall 0 Automated Text Templates ¢

3. Click on Appointment Reminder
Automated Email
Templates

Work Order

Appointment Reminder
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4. Make the necessary edits in the Subject and Body sections as you like. Make use of

wildcards to assign what information is included. (Click here to fin t what wil

Subject

Reminder ...

Body

Rswce BD R @ B||%D @@ @ Qb 5% =8 e
|B Lo U S —>¢|g§ = k| W= = =0 W a£'||@ =

HOM=©O Qi ®

|St5rles v||FDrmat v||ant v||Size v||£v ﬂv”:: EUH’J

Hi {{appointment.contact_name}},

You're receiving this email as a quick reminder that you have an upcoming appointment with us:
{lappointment.start_timel} on {{appointment.start_date_in_words}}

{{appointment.address}}

Thanks again for choosing us, we're looking forward to leaving you a sparkling home.
{{appointment.c ompany _name}}

{{appointment.c ompany _phone_number}}

www. Succ essMaidEasy.com

5. Click on Preview to see the changes you’'ve made and lastly click on Save Changes.

IS Save hanges
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How to Edit Work Order

1. Click on the dropdown after your name and click Account Settings

I Success Maid Easy _
BRI i Sharon

ﬂ' Account Setlings

ngs
(.IJ Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

dl  Templates ~ | BCEINE
B4 Mass Email Templates

:all 0 Automated Text Templates t

3. Click on Work Order

Automated Email
Templates

Work Order
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4. Make the necessary edits in the Subject and Body sections as you like. Make use of

wildcards to assign what information is included in your work orders (Click here to find out what
wildcards are). Click Preview to check on the changes you made. Lastly click Save Changes.

Subject

K{appaimmen.company_name]}] Wark arder for appainimen an {{appainiment star_dale_in_wards]] {{appainiment startme}} - [{appainmment.end_ime}}

Edit subject as you want

Body
Bsw= @ DR @ R @ @ e ¥ 5 |aeeDun e
(8 z uexnwiL][z=ix%nEasamailloscm

Eom=©q= 6

|5TfBE -||=ur'r'a1 -||=-:r11 -| 5I2 -||A'ﬂ'||3c .=.ﬂ| ?l
F
{{3npaimmant lagat} )
customerDatashest  Edlit here

Customars Hame [{appmment contast namslt

Address {{appoimment addresst}

{{appointmentstart_date}} {{appointment.star_time}}

Phone Numbsere Emalls

{{appointmentoustomer_contact_phons_numbers)} {{appaintmant customan_comact emalis}}

("Pizase astenisk preferrad phons|

How would you prefer to be contacted for hollday rescheduling changes, windows of tima,

gte? [{appoimiment hashed custamer Hems predsrad comtast methodll

Poeslbla other names on Chacks Recslved |Nesded for Accurats Posting of

Checks] _{{aspaimment hashed cusiomer Hems possible ofner names on checis received])

#of bathroome _[{appaimiment hashed cusiomer Hems bedrooms}t #0f bedreome _{{appaimmenthashed cusiemer Rems bafwoamsl}

__#of storles _{{appaniment hashed cusiomer Rems sianes})

Maora than 50°% carpeted _{{appoiniment nashed customer Mems mars fhan hal! canpsted)}

Access te Home (Gate Codea, Alarm Code and Location, Location of Hiddan Key, Othar Entaring instructions) _

{{appaimimen hashed cusiomer Hems.access fo hamel}

Animal Hames, Types, and Spacial instructions  [{appoinment haghed customer Memsanimal names and instrucians}} M

F

Sand dally schaduls to amploysss the night bafora?
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How to Edit Appointment Follow Up

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
UM Hi, Sharon

ﬁl- Account Setlings

ngs
(.I.) Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

dl  Templates ~ | BCEINE
B4 Mass Email Templates

:all 0 Automated Text Templates t

3. Click on Appointment Follow Up

Automated Email
Templates

Work Order
Appointment Confirmation
Booking Confirmation

Come Back

Appointment Follow-Up
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4. Make the necessary edits in the Subject and Body sections as you like. Make use of
wildcards to assign what information is included in your work orders (Click here to find out what
wildcards are). Click Preview to check on the changes you made. Lastly click Save Changes.

Quick check in

|ESDLH:E' EDE‘ E” liiiilii ||ql-’-§! g'”uE@EDE-‘:Hl
B I U & %2 Ellic=|sanl csanguileapm
HOM=Z® Q=0

|S1y|e5 v||Fnrrna1 -||For1 -||5ize -||£- m'|

2 al?]

Hi {{sppointrnent. contact_namsl},

Thanks again for ¢hoosing {{appointment.company _name}} to clean your home! We hope you had a great experience with us but wanted
to follow up and make sure.

Please let us know if there is anything we can be deing to provide you with better service. Your feedback helps us consistently improve
the quality of cur buginess and to ensure you always receive the best experience possible.

At {{appeintment.company_name}} your satisfaction is our top pricrity.

Thanks again, we lock forward to ¢leaning your home again!

{{appainiman company_namejt

{{appaintmant comzany_ghane_numoed]

WAW.Suctessh akl Sasy.com

LR US 0N Fasaoo!

PS If you had & grest experience with us please share us on facebook or reveiw us on Yelp!

{{appointment. logol}

— =
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How to Edit Invoice

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
R 1 Sharon

‘n' Account Settings

ngs
(!.} Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

" IPACECRA @ Teams

B4 Mass Email Templates

:all 0 Automated Text Templates

3. Click on Invoice

Automated Email
Templates

Appointment Reminder

Booking Confirmation

Appointment Follow-Up

Invoice
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4. You'll have the chance to edit the invoice under the Body Section

Subject

[{{appointment.company_name}}] Invoice for cleaning on {{appointment.start_date}}

Body

Bswee DR @R[ BGEG IR ER Y]
BIUSxx L|[zuFre»nse=sssJug|/leagm
HOmM=0 Q=0

Csyes | fomat | Fox | sz -| A- @|[% 2]

{{appointment.company_name}}

edit your template and insert your company address here,
[fectt P 4 pany i {{appointment.logo}}

{{appointment.company_phone_number}}
{{appointment.company_email}}

Service address

Billing address
{{appointment.contact_name}}

{{appointment.contact_name}}
{{appointment.address_alt}} {{appointment.address_alt}}

Description Charges

Time of Service
{{appointment.start_date}} {{appointment.start_time}} - {{appointment.end_time}} General Cleaning {{appointment.balance}}

5. Click on Preview to see how your invoice template looks like

6. Don't forget to click on Save Changes.
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How to Edit Come Back Email

1. Click on the dropdown after your name and click Account Settings

e Success Maid Easy _
R Hi, Sharon

ﬁ' Account Settings

ngs
M sign out

2. Click on the Templates tab’s dropdown and click on Automated Email Templates

 J Templates ~ |- RCEEE
E4 Mass Email Templates

:@all 0 Automated Text Templates t

3. Click on Come Back

Automated Email
Templates

Work Order
Appointment Confirmation

Booking Confirmation
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4. Make the necessary edits in the Subject and Body sections as you like. Make use of
wildcards to assign what information is included in your work orders (Click here to find out what
wildcards are). Click Preview to check on the changes you made. Lastly click Save Changes.

:Suhjec*t )

We miss you!

&

[Bsowe: @D B @B @@ @ lats B % | | mpoenOEm=g|

(BT Uusx Lz e»Beszm 95| em

Y- EENET)
|

Format -|| Font -|| Size -||£' m'|

Styles -

€ J|[2]

Hi {{customerfirst_name}},

We noticed you hadn't needed & cleaning in over a month. {{oustomen my_company_name]} prides itself on quick, qualty service and we were hoping to help
wou again. If you'd like to book an appointment with us in the next couple weeks we'd be happy to give you a discount &s a token of our appreciation for giving
us the opportunity to clean your home.

Just mention this email nesxt time you book with us and you'll get 10% off!
Hape you're doing well, we're looking forward to hearing from you!

{{eustomner my_company_name))
{fzustomermy_phone_number}}

{{appointment.logel}

1 =
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How to Edit Text Templates (Step by Step

Instructions)

Text templates can be edited. However, keep in mind that text messages are limited to 140
characters only.

How to Edit Text Appointment Reminder

1. Click on the dropdown after your name and click Account Settings

e Success Maid Easy _
RE i Sharon

'ﬂ' Account Setlings

ngs
(..IJ Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Text Templates

PRCLEICERE @ Teams

& Automated Email Templates
EA4 Mass Email Templates

5 Ao Tt Tergtes

Manual prepared by:
| NEED A
M MICHEE

Last updated 10/19/2016




€ ZEnMAID >

SOFTWARE How to Use ZenMaid
3. Click Appointment Reminder

Text Templates

Appointment Reminder

Work Crder

4. Edit the body section as you want. Please keep in mind the 140 characters limit.Click Save
Changes

Body

You have a cleaning scheduled for {{appointment.start_time}} on {{appointment.start_date}} - {{appointment.company_name}}. Please contact us at
{{appointment.company_phone_number}} to cancel or reschedule

==
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How to Edit Text Work Order

1. Click on the dropdown after your name and click Account Settings

Success Maid Easy _

Hi, Sharon

ﬂ' Account Settings

ng:
(!J Sign Out

2. Click on the Templates tab’s dropdown and click on Automated Text Templates

Z° Templates ~ [ REENE

| & Automated Email Templates ‘
f-4 Mass Email Templates

5 Adomaed T Trgtes

3. Click Work Order

Text Templates

Appointment Reminder

Work Order

4. Edit the body section as you want. Please keep in mind the 140 characters limit.Click Save

Changes

Body

{{appointment.contact_name}} - {{appointment.start_date}}, {{appointment start_time}} - {{appointment.end_time}}. {{appointment. address}}
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How to Automate Sending of Email Templates

1.Click on the dropdown after your name and click Account Settings

Success Maid Easy _
Hi,

ﬂ' Account Setlings

nge
® sign out

2. From the Templates tab, click on Automated Email Templates

" AR ) Teams
&4 Mass Email Templates

:aall 0 Automated Text Templates ¢

3. Choose the template you want to send automatically.

Automated Email
Templates

Work Order

Appointment
Confirmation

Booking Confirmation
Come Back

Appointment Follow-Up

Appointment Reminder
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4. Choose when the automated email gets sent out and click Save Changes

How to Automate Sending of Appointment Reminders via
Email

1.Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
R i Sharon

ﬂ' Account Settings

ngs
(..IJ Sign Cut

2. From the Templates tab, click on Automated Email Templates

 ~ Templates ~ |- REENS

| % Automated Email Tempiates

B4 Mass Email Templates

:all 0 Automated Text Templates

3. Click on Appointment Reminder.
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Automated Email
Templates

Work Order

Appointment
Confirmation

Booking Confirmation
Come Back

Appointment Follow-Up

Appointment Reminder

4.Make the necessary changes in the Body section if any. Scroll down until you see “Send
appointment reminders”. Click on the dropdown and choose the time you want to send it from
the options available. Then click on Save Changes

Send appointment reminder

If appointment status is Actiy One day before appointment
Two days before appointment
Three days before appointment
W Four days before appointment
Five days before appointment

Six days before appointment
S | One week before appointment
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How to Automate Sending of Work Orders via Email:

You can email daily schedules to your employees the night before each appointment.

1.Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
e Hi, Sharon

'ﬂ' Account Settings

ngs
(!J Sign Out

2. From the Templates tab, click on Automated Email Templates

@l ~ Templates ~ I REENS
! —
E4 Mass Email Templates

;all 0 Automated Text Templates

3. Click on Work Order.

Automated Email
Templates

‘Work Order

Appointment
Confrmabon
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4. Make the necessary changes in the Body section if any.Below the Body section, scroll down
until you see “Send daily schedule to employees the night before?”. Tick on the box before it
and then Click on Save Changes

4’ |Send daily schedule to employees the night before?

- Save Changes
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How to Automate Sending of Appointment Follow Up via
Email

After completing a scheduled cleaning, you can email an appointment follow up to your
customers to get their feedback.

1.Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
RE™8 i Sharon

'ﬁ' Account Setfings

ngs
M sign out

2. From the Templates tab, click on Automated Email Templates

4 ~ Templates ~
| % Automated Emai Tempites

E4 Mass Email Templates

@l Teams

;all 0 Automated Text Templates t

3. Click on Appointment Follow Up

Automated Email
Templates

Appointment Follow-Up
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4. You can make edits in the Body section as you like. Scroll down until you see “Send follow
up emails”. Click on the dropdown and choose the time when you want appointment follow ups
get sent.

Send follow-up emails| MNever M

If appaointment status i ©Ne day after appointment
Two days after appointment
Send only for clien| Three days after appaintment
Four days after appointment
Five days after appointment
w Six days after appointment

Cne week after appointment

5. On the appointment status, click Completed from the dropdown menu.

|Ifapp|:|intment status isl Active v
Active
Send only for clien Stand-By nt?

Weekly Active

6. You have the option to send appointment follow up for only the first appointment of your
client. Tick on the box if that's what you want otherwise leave it unticked. Lastly, click on Save
Changes

Send only for client's first appointment?
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How to Automate Sending of Come Back Email

1.Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
RN i Sharon

'ﬂ' Account Settings

ngs
M sign out

2. From the Templates tab, click on Automated Email Templates

Templates ~ - REEUS
E4 Mass Email Templates

:all 0 Automated Text Templates t

3. Click on Come Back

Automated Email
Templates

Work Order

Appointment
Confirmation

Booking Confirmation
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4. In the Body section, you can make edits as needed. Scroll down until you see “Send
comeback email”. From the dropdown menu, choose when you want the comeback email sent
out. Lastly click on Save Changes.

Send come back emaif Never ¥

Mever
W One week after customer's last appointment

Two weeks after customer's last appointment
Three weeks after customer's last appointment
Four weeks after customer's last appaintment
Five weeks after customer's [ast appointment
Six weeks after customer's last appointment
Seven weeks after customer's last appointment
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How to Stop Sending Automated Emails For Certain

Customers

From the Contacts page, click on the name of your customer then click Edit

Luc Soul (Zenmaid Software) LGl gyl LeTE (]l

Untick the part that asks "Send automated emails to this address?"

lindseyaadevs@gmail.com DSend automated emails to this address? n

<+ Add Email Address

Scroll down and click Save Changes

o
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How to Automate Sending of Text Messages

1.Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
BRI Hi. Sharon

l:l- Account Settings

ngs
(.IJ Sign Out

2. From the Templates tab, click on Automated Text Templates

PRCULECERA ) Teams

‘ & Automated Email Templates ‘

B4 Mass Email Templates
3. Choose the template you want to send automatically.

Text Templates

Appoiniment Reminder

Work Order
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4. Choose when the automated text message gets sent out and click Save Changes

How to Automate Sending of Text Appointment Reminders

1.Click on the dropdown after your name and click Account Settings

e Success Maid Easy _
(T T =
S Hi, Sharon

ﬁ' Account Settings

ngs
M sign out

2. From the Templates tab, click on Automated Text Templates

PRCLECCRG ) Teams

& Automated Email Templates

| B4 Mass Email Templates .
3. Click on Appointment Reminder .

Text Templates

Appointment Reminder
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4. Right below the Body section, choose when you want the appointment reminder text
message gets sent out. Choose Active for the Status and click Save Changes.

Body
One day befare appointment
You have a cleaning schedu| Two days before appointment poi

Three days before appointment
Four days before appointment
Five days before appointment
Six days before appointment
One weelk before appointment

ffappointment.company_phd

Send appointment reminders | Never v

If appointment status is| ACive v
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How to Automate Sending of Text Work Orders

1.Click on the dropdown after your name and click Account Settings

Success Maid Easy _
Hi, Sharon

'n' Account Setlings

ngs
M sign out

2. From the Templates tab, click on Automated Text Templates

#~ Templates ~ |- REEWE

‘ & Automated Email Templates ‘

B4 Mass Email Templates

3. Click Work Order

Text Templates

Appointment Reminder
Work Order

4. Under the Body section tick on the box to text daily schedules to employees the day before
and click Save Changes.

¥ | Text daily schedules to employees the day before (in the afternoon)?
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How to Integrate Stripe with Zenmaid:

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
R i Sharon

ﬂ' Account Settings

ngs
M signout

2. Click on Credit Card Processing

& Account @ Company

= Credit Card Processing

3. Click on the Yes button for Enable Credit Card Processing

Enable Credit Card Processing? YES

4. Enter your Stripe secret API key

Stripe API Secret Key ﬂ
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5. Lastly click Save Changes

Save Changes

You should then be able to see the option to add credit card in your customer’s records from the
Contact page
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How to Run Payroll

First make sure that you’'ve added all your employees and set up their pay rate. To learn how to

add employees, click here. You choose/edit how you compensate your employees (hourly,
revenue share, fixed flat rate, or variable flat rate) when you create them (in the employees tab

at the top of your screen)

To Run Payroll
1. Click on the Employees tab at the top of your screen

ﬂ Employees

2. Click on Payroll

# Employees

© New Employee == Payroll

3. Set the dates and then click on Run Payroll

04/06/2016 to | 04/13/2016 Run Payroll
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How to Calculate Variable Fixed Rate

To calculate a variable fixed rate pay:

1. Run payroll first

& Employees
i ——— 04/0612016 &) to | 04132016 [ TR
¢ © New Employee & Payroll => :
2. Click on Payroll

2. Look for the right employee name and click on View and Edit for his or her wages

Wages $0.00
Bonus +50.00
Deductions -%$0.00

3. Click on the pen and notebook icon (see below)

Qo

4. A pop up will appear where you can enter your employee’s wage (and extras if any). Then
click on Save Job Pay

Edit Appointment Wage

Wage $0.00
+ Extras F0.00

Total $0.00

Save Job Pay
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How to Handle Day Offs and Holiday or Vacation

Leaves (2-Part Process)

Part 1: Create a Fake Job

The first part is to create a “fake job”. You need to Create a new customer named Not Available

or something along this line. To do this:

1. Click Contact

2. Click on + New Contact

3. Tick on Customer

This record is a Lead (= Customer

4. Name it Not Available
Contact Name v || NOT [£] | AvAILABLE

5. Click on Save and Create Appointment

6. Schedule the appointment on the day or days a specific cleaner is off. Tick on Recurring if

your employee is off during certain days or a certain day for every week or month. If it's just a

one-time day off such as sick leave, etc. then click on one time.

This service is (* One Time Recurring

* Date

* From ®© *To ®©
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7. Assign the cleaner for this appointment by clicking on Edit and from the pop up ticking on the
name of the cleaner then click on Assign Cleaners
Assign Cleaners

Team

+ Alexis
Arun

David

8. Lastly, click on Create Appointment

Create Appointment

Another method is to create a new appointment from your calendar and clicking on New Record
for your customer. On the next page, you’ll have the chance to create the record for Not
Available and then proceed with scheduling the appointment and assigning it to the cleaner on

his or her off day. For step by step instructions on how to create an appointment, click here

Part 2: Create a Status for the “Fake Job”

The second part is to create a Status for the “fake jobs” so they won’t be included in the Payroll

1.From Account Settings, click on Statuses

@ Statuses

2. Click on + Add Status

<4 Add Status

3.Then give the new status a name like Off Work.

e UNTICK the box that asks include in payroll.
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e UNTICK the box that asks put in work order box.
e TICK the box that says show by default in calendar and
e TICK the box that asks Use to calculate scheduling conflicts should be ticked.

Name  Off Work I Calendar Color
¥ Show by default in calendar? 0 Put in work order? 0
¥ Use to calculate scheduling conflicts? 0 Include in payroll? 0 Include in revenue

4. Then click on Save Changes

5. Go back to your calendar, click on the “fake job” and on the sidebar pop up, change the status
from Active to the new status Off Work. And do the same every time you create a fake job.

Active
Stand-By
Cancelled

Completed E
Monthly Active

ls-,:l
(]

+ $0. Weekly Active

Commercial Cleaning

mnre o "
Bi weekly active
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Editing the Status of Recurring “Fake Jobs”

1. If the fake job, you created is a recurring one, click on the appointment and click on Manage
Recurring Service.

2. On the next page, click on the Actions dropdown arrow and click on Change Default Status

Adjust service frequency

Change Default Status

Edit Default Appointment Details

Inactivate

Delete
3. From the pop up, change status to Off work and click on Change Status
£# Change Default Status

Change status to Off Work B

Starting on 07/15/2016

4. You should get a confirmation of the status change you made

Status for recurring service was successfully adjusted!
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How to Create Tasks

1. From your calendar, there is a row for tasks at the very top. Click on it

Sun 410 Mon 411 Tue 4112 Wed 413

Tasks IﬂPink Up Supplie

2. On the sidebar pop up right of your screen, write down the name of the task, notes if any and
when it's due. If it's a recurring task click on set repeat and choose from the recurrence options.

You also have the option to customize recurrence.

New Task

04M10/2016
& Cancel

Another method is by clicking on Dashboard. Scroll down until you see Today’s Tasks. Then

click on + New Task

P anii—.
@B Dashboard Q Today's Tasks Upcoming Tasks @ New Task |
-

Manual prepared by:
| NEED A
M MICHEE

Last updated 10/19/2016




€)Zen &3

How to Use ZenMaid

How to Create and Customize Appointment Statuses

1.Click on the dropdown after your name and click Account Settings

e Success Maid Easy _
RIS (i Sharon

ﬂ' Account Settings

ngs
(.IJ Sign Cut

2. Click on Statuses

r @ Statuses

3. Click on Add Status

4. Give the new status a name and tick on the options you want for the status as you like and

choose it's calendar color

Name I Calendar Color

¥| Show by defaultin calendar? @ (¥ Putin work order? @

¥ | Use to calculate scheduling conflicts? 9 ¥ | Include in payroll? 9 Include in revenue reports? 9

5. Lastly, click on Save Changes
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How to Give Your Employees Log in to their

Schedules

1. Click on Employees tab

'“-‘f Contacts - Employees

2. Search for the employee you want to give access and click Edit

Mame ol Ema Phone rmber Limk

e arriadl S R TR
T T :
e e .

e -

3. Check the box “Allow this employee to sign in and view their schedule

* First name & e
Lust name g
Phone number 8507042403
Emuail amaghoseEoma

4 Allow this smployes to sign in and view their scheduls?
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4. Create a password for your employee
5. Scroll down and click Save Changes

Save Changes

85
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How Employees Can Clock in and Out of Zenmaid

How to Give Your Employees Access to the Clock in & Out
Feature

Your employees can now clock in and out of Zenmaid. Here’s a step by step instruction on how
to give your employees access to this new feature.

For Employees Already Added in the System

1. Click on Employees

ﬂ Employees

2. Click Edit beside the name of the employee. You can also click on the employee name and
on the next page click the Edit button at the top. Either way, you’ll be taken to the page where
you can edit your employee’s information.

Maria Camacho

3. On the next page, type in your employee’s email address if there isn’t one yet

Email ouremployee@email.com

Cleanare nan nea thic amail s

4. Tick on the box “Allow this employee to sign in and view their schedule” if it's not yet ticked.

+ | Allow this employee to sign in and view their schedule?

Is this employee an office manager?

UNTiC2 Managers oan create, view and &0l CUstomers, applintments, and Smpeyess
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6. Create a password for your employee and type it in the Password box and then reenter the
same password on the provided text box below to confirm.

Password  createap 1 for your employ

=ave biank {'_\':-_ aon 't want to change
Password confirmation retype the same password here

If there’s an existing one and you want to change it, click on Change Password. Otherwise,
leave it as is.

Password Change Password

7. Lastly click on Save Changes

For New Employees or Those You Are Just Adding in the System

1. Click on Employees

ﬂ Employees

2. Click + New Employee

3. Add in the details of your employee. Make sure that your employee has an email address.

* First name Maria 8]

Last name Camacho

Phone number

IEmalI Euremelﬂee@emailmm I

Cleaners can use this email address to sign in here and view their schedule

4. Tick on the box “Allow this employee to sign in and view their schedule”

+ | Allow this employee to sign in and view their schedule?

Is this employee an office manager?

Office managers can cr

ViEW[ and &Il CUSIDMETsS, APpPoInimeEnts, and Smpkyees
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5. Next, tick on the box “Allow this employee to log their time in the system”

| Allow this employee to log their time in the system?

If Vou enabie this Sphicn, This empisyes Will b2 3D 10 g thelr ime In 3nd Time Ut Wiksn They SEpn in, S5awving
you time on payrodl and time tracking

6. Create a password for your employee and type it in the Password box and then reenter the
same password on the provided text box below to confirm.

Password create a password for your employee

{leave blank if you dont want to change it}

Password confirmation retype the same password here

7. Lastly, click on Create Employee

How to Clock in and Out of Zenmaid

1. Go to the sign in page https://app.zenmaid.com/sign_in
2. Enter your log in details

@ ZEnMAID

SOFTWARE
SIGN IN
B Email =
& Password
Remember Me

Forgot your passwaord?
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3. On the next page, click on the appointment

5:00 - 8:00
Alison Butts

4. On the sidebar pop up, scroll down and click the clock icon

Maria Camacho

5. Edit your clock in and out times as necessary and then click Save.

Edit time in and out

Maria Camacho in  s00PM @ out s00PM ()
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How to Create a Shortcut for Zenmaid Logln on Your Mobile
Devices

For iPhone users

1. Open Safari and go to zenmaid.com and click on log in
2. Click the Bookmark icon

seees SMART ¥ 9:39PM x>
& app.zenmaid.com (o

©Zenap

Sign IN

Forgol your password?

¢ dom o

3. On the next page, click on Add to Homescreen

-

Mad Reminders Add 1o Noted Facebo

M oo @ |

Add Add to Add to C
Bockmark Reading List  Home Screen
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The zenmaid will now be on your homescreen. Just click on it and it'll open to the log in page

For Android Users

1. Open Google Chrome go to zenmaid.com and click on log in.

2. At the top right of the screen, click on the 3 dots

3% [E

7 6:57 AM
2O,

Y= & = WS
B hitps://app.zenmaid.com/s

©Zen(TA

Sien In

@ Password

Remember Me

Manual prepared by:
| NEED A
M MICHEE

Last updated 10/19/2016



http://zenmaid.com/

€ ZEnMAID o

SOFTWARE How to Use ZenMaid

3. Then click on Add to Homescreen

B https:/ w* ©® cC
New tab
MNew incognito tab
| Bookmarks
Recent tabs
| History

B Em

@ Pal Share...

Femel  Print...

- Find in page
Add to Home screen

] Request desktop site O

4. On the pop up, type in the name (Zenmaid Log in) and click on Add

Add to Home screen

ﬂ zenmaid log ﬂ

1121314lslel7l2]o]0
qlwlerlyuiop
alsfd|flaln]ilk]!
4 zxcv'b'nJmE

5. The zenmaid app will now be on your homescreen. Just click on it and it'll open to the log in page
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How to Print Work Orders

1. Click on Scheduling

E Scheduling

2. Click on Work Orders

w'Work Orders

3. Tick on print work orders
! Work Orders

I'want tq (» print work arders email wark orders

4. Modify the dates

From 04/14/2016

5. You can choose to print for employees or teams. Choose from the dropdown menu for either.

Then tick on the employees or teams you want to print for

+ Michee Test Santos

+ | Sharon

For Employees T
+ [test

Employees
=== TEAMS : ¥ Test Employee

6. If you want to print just the work orders/schedules without grouping by team or employee,

scroll down and tick “print schedule without grouping by team or employee”

« |Print schedule without grouping by team or employee

7. Lastly, click Print Work Orders
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How to Print Route Sheets

1. Click on Scheduling

E Scheduling

2. Click on Route Sheets

3. Modify the dates

From 041472018

4. You can choose to print for employees or teams. Choose from the dropdown menu for either.

Then tick on the employees or teams you want to print for

+ |[Michee Test Santos

¥ | Sharon

For Employees ¥ J test

Employees
.= = =4 TE3MS ¥ | Test Employee

5. If you want to print just the route sheets without grouping by team or employee, scroll down

and tick “print schedule without grouping by team or employee”

+ | Print schedule without grouping by team or employee

6. Click on Generate Route Sheets
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How to View Your Appointments for An Entire
Week/Weeks or a Month

1. Click Scheduling

2. Click the Calendar dropdown and click on List

Calendar

Grid

3. Modify the type of appointments you want to see

Show All Appointments v
All Appointments

Faid Appointments
Unpaid Appointments

4. Modify the dates and click on Fetch Appointments

from | 04/14/2016 to | 04/21/2016 Fetch Appointments
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5. You'll see the appointments listed as this

Amar ZenMaid (Zenmaid.com Software) S0

Alexis . Debbie , Arun . Darren | Jessi . Jessica , Julie
Amount due $1,000.00 x Notpaid

Fiona Jackson
Lisa , Neymar (5}

Amount due MNotset ¥ Not paid

Margaret Lezaja
Diebbie , Darren (9)
Amount due Mot sst ® Not paid

Ebony Haydon
Kumar , Julie (4)
Amount due Notset % Not paid

Joe Nolan L0

Sally , Pedra (6)
Amount due MNotsst % Not paid
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How to View Appointments for the Day via
Dashboard

1. Click on Dashboard

ﬁ- Dashboard

2. Modify the date to see the appointments for the day you want then click on Go to Date

Cleanings for

4162016

3. You'll see the appointments for that day listed as this (see below). Click on the dropdown to
show the maximum of appointments displayed

0 " |records per page Search:

Date * Time Customer Name Balance Owed Paid Status Link
Sat, Apr 16, 2016 7:30 AM Mrs. Michee Santos No =3 Edit
Sat, Apr 16, 2016 8:30 AM Steven Delice 576.00 No =B Edit
Sat, Apr 16, 2016 11:00 AM Allison Butts No =3 Edit
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Updating Outstanding Balance

The system updates balances everyday at midnight and any changes made on the appointments are
reflected in the customer's balance the following day.

How to Reflect Unpaid Balance on Appointments

1. Click on the appointment

Mon 411 Tue 4112

8:15-11.00
Mrs. Michee Santos

111 6th Ave 915-11:30

Chicago, IL 60659 Susan Reynolkds
18818 Lithonia Awe, 2nd FI
Chicago, IL 60702

2. On the sidebar pop up (right of your screen), click Edit this Appointment

¢ 111 6th Ave
Chicago, IL 606649

Amount due Motset  x Mot paid

Show Appointment Details +

3. On the next page, scroll down until you see Billing and then enter the amount owed.

Billing

Balance Owed Paid

4. Click Save Changes
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2 Ways to Clear Balances or Mark Them as Paid

How to Mark Unpaid Appointments in Bulk

1.Click on the dropdown arrow beside Calendar and click on List

=

Calendar -

Grld ic

I
2. For "Show", click on the dropdown arrow and choose Unpaid Appointments

Show v All Appointments
Paid Appointments

. Unpaid Appointments
)pointmerts 1ur serecieu udte

3. Modify the dates by clicking on the from and to calendars then click on Fetch Appointments

from 06/20/2016 to 06/27/2016 Fetch Appointments

4. You'll then be given a list of all unpaid appointments within the dates you selected.
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5. Tick the box beside Actions to select all unpaid appointments. If you don't want to do that, you can
manually tick the appointments you want to mark as Paid

cnuww Ulipand APRUINUNS! s v num (VST PV FAVETY]

o Actions ¥ Displaying all unpaid appointments for selected date range

6/23/2016

v Amar ZenMaid (Zenmaid.com Software) m
Michee Test Santos, Lolita , Xavi , Stephanie , Amar Ghose (15)

Amount due $1,000.00 % Not paid

6/24/2016
¥ Margaret Lezaja m

Lolita , Lionel (12)
Amount due Not set % Not paid

6/25/2016
v Christine Klemm m

Harriet
Amount due Not set % Not paid

6. Click on the dropdown arrow after Actions and click on Mark as Paid. This will mark all the
selected unpaid appointments as Paid.

How to Mark Appointments Paid One by One

1. Click on the appointment

Mon 4/11 Tue 4/12

815-11:00
Mrs. Michee Santes

111 Bth Ave 915-11:30

Chicago, IL 80669 Susan Reynokds
18619 Lithonia Awe, 2nd Fl
Chicago, IL 60702
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2. On the sidebar pop up (right of your screen), click Edit this Appointment

| BE&&EW

¥ 111 6th Ave
Chicago, IL 60669

Amount due Motset % Mot paid

Show Appointment Details +

3. On the next page, scroll down until you see Billing and tick on Paid

Billing

Balance Owed Paid

4. Click Save Changes
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How to Fetch Revenue Reports

1. Click on Dashboard

ﬁ Dashboard

2. Under Revenue Report, modify the dates you want the report generated for and then click
Fetch Report

Fetch Report

Revenue Report
—E——

IMPORTANT NOTE: You'll have to manually change the dates every time you go out of the
dashboard to fetch the Revenue report you want

Automated Email
Templates

Appointment Reminder

Booking Confirmation

Appointment Follow-Up

Invoice
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How to Connect to Mailchimp to Send Mass Emails

You can integrate zenmaid with Mailchimp and sync your contacts and then using Mailchimp,

you can send out emails to your clients.

1. Click on the dropdown after your name and click Account Settings

i Success Maid Easy _
R Hi, Sharon
ﬁ Account Settings
ng:
O sign out

2. click on Mailchimp Integration

KA Mailchimp Integration

3. Click Connect to Mailchimp

Connect to Mailchimp

4. Go to your Contacts page

Se%
as Contacts

5. Click on the sync contacts to Mailchimp button

© Sync Contacts to MailChimp

6. On the pop up bar, choose what you want to sync (ex: just leads, just customers or both) then

click Start sync
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Sync contacts to mailchimp

Sync
Customers
All Contacts

List | AllLeads + All Contacts .

Once done, you can log in on your Mailchimp and start sending the mass email from there.
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How to Add a Custom Field for Appointments

1. Click on the dropdown after your name and click Account Settings

[ Success Maid Easy _
R i Sharon

ﬁ- Account Settings

ngs
M signout

2. Click Custom Fields then click Appointment Fields

£+ Custom Fields ~

% Customer Fields
# Employee Fields

3. Click +Custom Field

Appointment Custom Fields

105
How to Use ZenMaid

+ Custom Field
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4. On the pop up, type in the name and choose the type whether it's a checkbox, dropdown or text.
Then click Create Field

Add Appointment Custom Field

Name Type the name here

Type + Checkbox
Dropdown

4»

Hide from employees?

These field will be hidden from employees when they log in and on work orders.
Office admins will still be able to view and edit this field.

S
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