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A
HOW IT ALL FITS TOGETHER
The client journey across the website, My Profile and the dashboard — every
link, who uses it, and three journeys from booking to report.
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A1 THE BIG PICTURE

Three places, one client. The client books and fills in their consultation form on their own phone; reception
works in the dashboard; the therapist treats with the form's warnings in mind. Everything meets in the client's
record, under one client number.

C L I E N T

R E C E P T I O N

T H E R A P I S T

B E H I N D  T H E  S C E N E S

1 Books a
treatment

website · phone
or walk-in

2 Gets the
My Profile link

booking email ·
WhatsApp · QR

3 Signs in &
fills in form

code emailed to
their own address

Booking saved

OSB- / BSB- web
OSW- / BSW- desk

4 Form saved to
client record

PC- / BC- number
every view logged

5 Confirms &
checks for ⚠

dashboard: Approve,
Reviewed with client

6 Treats safely

knows allergies,
pregnancy, injury

7 Finishes &
invoices

Finish · invoice ·
daily report

the booking appears on the dashboard

Place Who What happens there

www.orientalspa.co.za Anyone Menu, online booking, gift vouchers, contact. The booking email
it sends carries the My Profile link.

myprofile.orientalspa.co.za The client Signs in with their email and a code; sees their visits; fills in or
updates the consultation form.

dashboard.orientalspa.co.za Reception &
management

Bookings, walk-ins, invoices, vouchers, daily report. Opens the
client records and the training site.
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A2 EVERY LINK, WHO OPENS IT, WHAT THEY SEE

Address Who opens it How they sign in What they can see

www.orientalspa.co.za Public — The public website. Location pill
switches Plattekloof / Brackenfell.

myprofile.orientalspa.co.za The client Email → 6-digit code
sent to that email. No
SMS.

Only their own profile: client
number, visits, their forms, their
details.

myprofile.orientalspa.co.za/form The client Opened from their
profile

Their consultation form, already
filled in with their details.

dashboard.orientalspa.co.za Reception,
management

Work email → 5-
character code

Everything for the branch(es) the
account is allowed. Branch accounts
see only their branch.

clients.orientalspa.co.za Reception,
management

Handed over from the
dashboard (Clients), or
the same work-email
code

Client records and consultation
forms for the branch(es) allowed.
Every form opening is logged.

training.orientalspa.co.za Staff — (not on the public site,
not in search engines)

This handbook and the guides to
download; links to the training
school (LMS, students) in the
dashboard.

Retired: consent.orientalspa.co.za (switched off 2 Oct 2026). Every link we send points at My Profile.

THE ONE RULE BEHIND ALL OF IT

Nobody gets in with a phone number alone. A client proves who they are with a code sent to their own email; staff with a
code sent to their work email. Never read a code out, send one on, or ask a client for theirs.
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A3 THREE JOURNEYS, START TO FINISH

1 · A client books online

2 · A walk-in or phone booking

3 · A returning client with a gift voucher

Client Books on the website. Gets an email with the reference (OSB-/BSB-) and the My Profile link.1

Reception Sees it in Upcoming as "awaiting confirmation" and taps Approve — the client is emailed. (Part B,
section B8.)

2

Client Opens My Profile, signs in with the emailed code and fills in the consultation form. (Part C, sections
C4–C6.)

3

Reception Sees ⚠ on the booking if the form needs attention; opens the consultation only if needed. (Section
B14.)

4

Reception On arrival: checks the answers with the client, taps Reviewed with client, then Start.5

Therapist Treats with the warnings in mind (e.g. "avoid abdomen", "nut-oil allergy").6

Reception Finish, invoice or record the payment; at the end of the day the daily report. (Sections B6, B11, B10.)7

Reception Asks "have you been with us before?" — search the name or number in client records.1

Reception Books them in the Walk-in / phone client form (section B5). Reference OSW-/BSW-.2

Reception No form on file? Send consent form on the booking — or hand over a paper form from Forms
(section C9).

3

Client Fills it in on their phone while they wait.4

Reception Checks for ⚠, Reviewed with client, Start; after the treatment Finish and invoice.5

Client Quotes their client number (e.g. PC-0142) or phone number, and shows the voucher.1

Reception Opens their record: is the form up to date? If their health has changed — pregnancy, injury, new
medication — they update it in My Profile first.

2

Reception Books them and enters the voucher code in the walk-in form, or redeems it from Invoices →
Redeem voucher (section B13).

3

Therapist Treats; reception finishes the session.4
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A4 REFERENCE NUMBERS — WHAT EACH ONE MEANS

You see It is a… Notes

PC-0142 / BC-0007 Client number One per person, for life. PC = first seen at Plattekloof, BC =
at Brackenfell. Used at both branches.

OSB-… / BSB-… Online booking OS = Plattekloof, BS = Brackenfell (same for all below).

OSW-… / BSW-… Walk-in or phone
booking

Made in the dashboard.

OSI-0001 / BSI-0001 Invoice Numbered per branch.

OS-2609-029 / BS-… Digital gift voucher Year-month-number. Has a QR code.

HCV-… Printed (hard-copy)
voucher card

Created from an invoice line.

PCF-… / BCF-… A signed consultation
form

A client can have several; the newest is "active".

NEVER RETYPE OR CHANGE A REFERENCE
References are printed on invoices, vouchers and QR codes that clients already hold. If one looks wrong, report it — do not
edit it.

A5 WHAT IS LIVE TODAY (2 OCTOBER 2026)

Part Status Notes

Website, online booking, vouchers, specials Live Both branches. Specials are set per
branch.

Dashboard: bookings, invoices, vouchers, report Live Part B.

My Profile: email sign-in, visits, client number Live Open to every client. Email only, no
SMS.

Consultation form Live Saved encrypted, PDF copy to the client.
Paper forms from Forms.

Client records (Clients) Live Real records from bookings and
vouchers, both branches.

My Profile link in booking emails and WhatsApp Live Send consent form on bookings and
walk-ins.

Training site and Help Live Help downloads the handbook; Training
opens training.orientalspa.co.za.
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B
THE RECEPTION DASHBOARD
dashboard.orientalspa.co.za — bookings, walk-ins, calendar, invoices,
vouchers, client records and the daily report.
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About the pictures. The screenshots come from the real dashboard, but every client name, phone number and email has
been replaced with an invented one, and voucher cards are blurred. Therapist names are real — they are staff, not clients.

B1 SIGNING IN

Sign-in screen. Enter your work email, then the code from your inbox.

Account Sees

plattekloof@ Plattekloof only

brackenfell@ Brackenfell only

admin@, jasmin@ Both branches (switch at the top)

NEVER SHARE A CODE
Oriental Spa will never ask you for your code by phone or WhatsApp. If you did not ask for a code, ignore the email and tell
the manager.

Open dashboard.orientalspa.co.za on the reception
computer, tablet or phone.

1

Type your work email and tap Send Code.2

Open your inbox. Enter the 5-character code (letters
and numbers) and tap Verify. The code lasts 10
minutes; asking for a new one cancels the old one.

3

You stay signed in on that device, so you will rarely
need a code again. One code opens everything —
bookings, invoices and vouchers.

4
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B2 FINDING YOUR WAY

The top bar. Who is signed in, the branch switch (Plattekloof / Brackenfell — the dark one is the branch you are working on), Sign out, Report a
bug / request, and this month's counts of walk-in, online and phone bookings.

CHECK THE BRANCH FIRST

Everything you see and create belongs to the branch shown in dark green at the top. Before you book or invoice, make sure
it is your branch. Branch accounts (plattekloof@, brackenfell@) are locked to their own branch.

The menu on the left

Menu item What reception uses it for

Bookings The booking desk: today's sessions, walk-ins, calendar, upcoming web
bookings, day settings. You live here.

Yoga, Corporate Yoga sessions and corporate mobile-spa requests (when you are asked to).

Records Search every booking; publish the daily report.

Location & staff Treatment rooms and therapists for the branch.

Clients Client records and consultation forms. Opens in a new tab, already signed
in (section B14).

Forms Blank consultation forms to print at the spa.

Help One tap downloads this handbook (PDF).

Training Opens training.orientalspa.co.za: the training school (LMS, students) and
the library of staff guides.

Vouchers Gift vouchers: approve, confirm payment, issue, send, redeem. Quick
voucher.

Invoices Invoice a client (+ New), send it by WhatsApp or email, record payment.
Client list. Redeem a voucher.

Specials, Devices, Access Management only — leave these alone unless asked.

At the very bottom of every page, Force refresh reloads the newest version of the dashboard if something looks out of date.
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B3 START OF THE DAY

Therapists on duty. Tap a name to tick or untick it. "+ Add therapist" adds someone new to the list.

Check the branch at the top.1

Tick who is in today. Tap 👥  On duty, tick every therapist working, then Save. Only therapists on duty can be given
bookings.

2

Look for bookings to confirm. Open Upcoming (section B8) and the Calendar (section B7). A red "pending" count
means a client booked online and is waiting for you.

3

Give every booking a therapist and a room in the Therapist & room column (section B4).4
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B4 THE BOOKING DESK

Tap Bookings. The desk opens on today; the arrows beside the date move a day back or forward.

The booking desk. Left: Sessions for the day (in progress and still to come; finished ones fold away). Middle: Therapist & room — change them
with the drop-downs. Bottom: Day at a glance, one column per therapist. Right: the Walk-in / phone client form.
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B5 WALK-IN & PHONE BOOKINGS

Walk-in / phone client form (sample values).

CHECK THE GREY BOX

Above the button a summary shows the time, "room free
again" and any warning such as no therapist yet · no
room yet. Fix those before you tap the button.

Client name — as they want it on the invoice.1

Treatment — start typing, then pick from the list.
Choose 60 min or 90 min, and the number of guests.

2

Date and the client's WhatsApp number (optional,
with the country code). This number is how we find
the client again.

3

Therapist and Room. For a couple or group, tap more
than one room.

4

Time — use −15 / +15 / Now.5

Commission if one applies.6

Paying with a voucher? Type the code or tap 📷
Scan, then Check.

7

Send consent form sends the client the My Profile
link on WhatsApp so they can fill in their form while
they wait.

8

Tap Add booking. The booking is saved as scheduled
— it only goes in progress when you press Start on it.
If the client is already here and the treatment begins
now, tick Start now first.

9
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B6 MANAGING A BOOKING

A booking card with More ⋯ opened.

Each booking card shows the time, client, treatment,
therapist, room and badges ( WEB  online, PHONE ,

WALKIN , VOUCHER ). The main button is the next step;
the rest are under More ⋯.

Button What happens

Approve Confirms an online booking. Emails the
client, with the My Profile link for their
consultation form.

Send consent
form

Opens WhatsApp with the standard My
Profile message for this client. No
number on the booking? It asks for one.
Choose WhatsApp Web or the app; the
computer remembers your choice.

Start The client is in the room. Needs a
therapist first. Nothing starts by itself
— every session waits for this button.

Finish Ends the session (use it if they finish
early).

Back to waiting Pressed Start by mistake? Puts an in-
progress session back to scheduled.
Press Start again when the client
begins.

Cancel Cancels the booking. Emails the client
— you are asked to confirm.

No show The client did not arrive.

Delete Removes a booking made by mistake.
Use Cancel for real cancellations.

Move to <other
branch>

Only for accounts that see both
branches. The booking keeps its
reference.

When a booking's time arrives a pop-up asks: Start
session · Waiting for client · Reschedule · No show ·
Delete booking. After 15 minutes late it also offers Cancel
booking. Reschedule asks for the new date and time and
emails the client.
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B7 CALENDAR & NEW BOOKINGS

Calendar. One column per therapist on duty, a red line for the time now. The counters at the top show pending (online bookings to confirm),
imminent and upcoming. Tap a booking to open it; tap an empty slot to book it.
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+ Booking. The same fields as the walk-in form: client, date, time, guests, treatment, duration, therapist (only free ones can be tapped), room and
commission. The summary bottom-right shows the finish time and any warning. Add booking saves it.

CROSSED-OUT NAMES AND ROOMS are already busy at that time. Pick another, or move the time.
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B8 UPCOMING WEB BOOKINGS

Upcoming. Every online booking from today onwards, grouped by date, with the client's number and any note (e.g. "2 separate rooms please").
WEB  shows it came from the website; awaiting confirmation  means you still need to Approve it.

Approve online bookings as soon as you can — the client is waiting for the confirmation email.

Read the note on each booking; it is the client's own request.

Refresh reloads the list.

B9 DAY SETTINGS

Tap Settings on the booking desk (it changes to ‹ Calendar to go back). Most of this is for the manager — reception
mainly uses the therapists-on-duty list.
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Top of Settings. Online booking OPEN/closed for the whole branch; the date and whether it is open; therapists on duty; the treatments clients can
book online that day.

Bottom of Settings. Roster these settings forward copies today's set-up to later days; Close this day (holiday or private event); Day defaults used
for advance bookings.

TWO BUTTONS WITH BIG EFFECTS
Close online booking stops ALL online bookings for the branch until someone re-opens it. Close this day stops online
bookings for that date only — walk-ins still work. Only use them when the manager asks.
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B10 RECORDS & THE DAILY REPORT

Records. Search every booking by date range, name, phone, therapist, treatment or room. Tap a row to open and correct it. Publish report & email
makes the day's PDF report for the branch you are viewing and emails it to management.
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B11 INVOICES

Invoices. Left: issued invoices with filters (Created, Awaiting payment, Part-paid, Overdue, Paid). Middle: the invoice you are writing. Right: the live
preview, exactly as the client will receive it.

BRANCH

An invoice is numbered for the branch you are viewing: OSI-… Plattekloof, BSI-… Brackenfell. Check the branch before you
start.

Tap + New. Choose the client: pick a saved client, From contacts, or + New client.1

Add treatments with + add a treatment from the menu, or + custom line for anything else.2

Selling a printed gift card? Tap + Hard Copy Voucher. The card codes (HCV-…) are created when the invoice is
generated.

3

Tap Generate & Download. If the client has already paid, use Client Paid — Invoice instead — it stamps the invoice
PAID.

4

Open the invoice in the list to Send on WhatsApp, Send by email, record Payments or Mark fully paid.5
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B12 VOUCHERS

Vouchers. Filters across the top (Active, Pending, Approved, Issued, Archived, Deleted), search, Quick voucher, and the voucher list. Tap a voucher
to see its card and buttons (card blurred here).

The life of a voucher bought online

Status What you do

Pending A client requested a voucher on the website. Tap Approve: set the amount, expiry and bank
account — the client is emailed the bank details.

Approved Waiting for payment. When the money arrives, tap Confirm paid and choose Client Paid, Spa
Gift or Spa Refund Gift. Attach proof if the client sent a proof of payment.

Issued The voucher is live. Send it with WhatsApp or Send by email, or download the PDF.

Redeemed / Archived Used, or put away. Nothing to do.
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Quick voucher (sample values). The preview on the right is the exact
card the client receives.

Quick voucher

For a voucher the client pays for at the desk, a goodwill gift
or a refund. No approval step.

Preview blank? The card design loads from the voucher
system, which can be slow. Wait a moment, or change a
field to try again.

B13 REDEEMING A VOUCHER

Invoices → Redeem voucher. "Which voucher is the client holding?"

Redeem hard copy — a printed card: type the HCV-…
code.

Redeem digital — a voucher on the client's phone: scan
its QR code.

At a booking, you can also enter the voucher code in the
walk-in form (section B5).

A voucher can be used in part; the balance stays on it.

REDEEMING CANNOT BE UNDONE
Check the code, the amount and the client's name before
you confirm.

Tap Quick voucher.1

Client name, WhatsApp number, Amount, and the
treatment(s).

2

Email is optional — if you fill it in, the PDF is emailed
too.

3

It's a gift hides the amount on the card ("A Gift For
You"). The amount is still recorded.

4

Check the preview, then Issue & get voucher.5
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B14 CLIENT RECORDS & CONSULTATION FORMS

Tap Clients in the menu. The client records open in a new tab (clients.orientalspa.co.za) and you are signed in
automatically; ← Dashboard brings you back.

Every client has one record and one client number — PC-#### (first seen at Plattekloof) or BC-#### (first seen at
Brackenfell) — shared by both branches. Clients fill in their consultation form themselves in My Profile
(myprofile.orientalspa.co.za). Reception reads it here.

Client records (sample data). Search by name, phone or client number. ⚠ marks a form with something the therapist must know. Open
consultation shows the answers, with Print / save as PDF — every opening is logged with your name and the time. Send consent form via
WhatsApp sends the standard My Profile message. Edit details corrects name, mobile or email.

When What reception does

Booking made by phone or walk-in Send consent form on the booking, or hand over a paper form (menu → Forms).

Wrong or missing mobile/email Edit details on the client record. The client number never changes.

Before the treatment Check the booking for ⚠. Open the consultation only if you need the details.

Client arrives Go through the answers with them and tap Reviewed with client.

Client changed name or number in My
Profile

Approve or decline the change in their record.

Client asks for their data or deletion Pass it to Jasmin (management). Never delete anything yourself.

The full client side — sign-in, the form, paper forms and privacy rules — is in Part C.
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B15 END OF THE DAY

B16 WHEN SOMETHING GOES WRONG

What you see What to do

The code does not arrive Wait a minute, check spam, then "Resend code". Use the newest email only.

A booking I expect is missing Check the branch at the top and the date beside the arrows.

"Start" does nothing / greyed out Give the booking a therapist first (Therapist & room).

A therapist or room is crossed out They are busy at that time — choose another or change the time.

The page looks old or a button misbehaves Tap Force refresh at the bottom of the page.

I don't know how to do something Menu → Help: download this handbook.

Something is still wrong Tap Report a bug / request at the top, say what you did and what you
expected. A screenshot helps.

B17 WHO DOES WHAT

Reception Management

Bookings, walk-ins, calendar, on-duty list, approving online
bookings, consent forms, invoices, vouchers, redeeming.

Opening/closing online booking, day defaults, specials, staff
access, the training school (LMS, students). Spa menu prices
and website images: ask the web team.

Every session today is Finished, No show or Cancelled — nothing left "in progress".1

Every walk-in and phone client who paid has an invoice.2

Tomorrow's online bookings are approved (Upcoming).3

If the manager asks, open Records and tap Publish report & email for today.4

On a shared or personal device, Sign out.5
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B18 SPECIALS & PARTNER OFFERS ( M A N A G E M E N T )

Partner offers (Daddy's Deals, Brackenfell). These prepaid deals are in the walk-in treatment list but never on the website,
and they are left out of invoices because the client has already paid the partner.

Choose the branch first. A new special runs only at the branch you are viewing — the form says "Adding to
Plattekloof only" and the button reads "Add specials at Plattekloof".

1

To run it at both branches, tick Make available at both branches (only accounts that see both branches have this
tick).

2

Add the flyer, the Valid until date and one option per package (name, price, minutes). It appears on the booking page
and in the walk-in list straight away, and disappears after the end date.

3

Tap Publish to promo page to update the website's Promo page. The order on the promo page, the booking page and
the walk-in list follows each special's order number (lowest first).

4

Extend moves the end date; Terminate ends a special everywhere at once.5
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C
MY PROFILE & THE CONSULTATION
FORM
myprofile.orientalspa.co.za — how clients sign in, fill in their form and see
their visits, and the privacy rules for staff.
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C1 THE IDEA IN ONE PAGE

Every client has one profile, one client number, and one link: myprofile.orientalspa.co.za. There they sign in, fill
in or update their consultation form, and see their bookings and visits.

Rule What it means in practice

One link for everyone Reception never creates a personal link. The same address goes in every booking
email, every WhatsApp and on the QR code at the desk.

The code proves who it is The client types their email address. We email a 6-digit code to it. There is no
SMS. Without that code nobody gets in — not a partner, not a colleague, not
someone holding a booking slip.

A phone number is not a password Many people know a client's number, so a number alone never opens a profile. The
client signs in with their email, and the code goes to that inbox.

One profile = one client number PC-#### if we first met the client at Plattekloof, BC-#### if at Brackenfell. The
number never changes and is never reused. Both branches see the same profile.

Health details stay private Emails to staff never contain health details, only "a form was received for PC-
0142". Every time staff open a form it is logged.

WHY THIS DESIGN

An earlier plan had reception generate a personal one-time link for every client. That cost reception time at every booking.
With one link and an emailed code, reception does nothing per client and the client is still the only person who can open
their form.
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C2 THE LINKS

Address Who uses it Status

myprofile.orientalspa.co.za Clients: sign in, profile, visits,
consultation form

Live

myprofile.orientalspa.co.za/form The consultation form, opened from the
profile (already filled in with the client's
details). Saved encrypted.

Live

myprofile.orientalspa.co.za/?demo=1 A sample profile with invented data —
for showing people how it works

Live

dashboard.orientalspa.co.za Reception and management (bookings,
invoices, vouchers)

Live

clients.orientalspa.co.za Reception: client records and
consultation forms. Opened from
Clients in the dashboard menu

Live

training.orientalspa.co.za Staff: this handbook and the guides, plus
the training school (LMS, students).
Opened from Training in the dashboard
menu (Help downloads the handbook
directly)

Live

The old address consent.orientalspa.co.za is switched off (2 October 2026). Every link we send points at My Profile. If a
client mentions the old address, send them the My Profile link.

Printable forms (for clients who prefer paper)

Blank forms are printed at the spa, not by clients: dashboard menu → Forms. It offers the massage form, the facial &
beauty form, both together, and print-shop files with crop marks.
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C3 HOW CLIENTS GET THE LINK

1 · In the booking email

Every confirmed booking email carries a line: "Before your
visit: your consultation form" with the My Profile link. It
goes out when an online booking is confirmed and when
you approve one.

2 · By WhatsApp from reception

For phone bookings and walk-ins, tap Send consent form
on the booking card or in the walk-in form. A WhatsApp
window opens with this message ready (only the name and
branch change). If the booking has no number, it asks for
one first:

Hello [name], this is Oriental Spa [branch]. Before your
visit, please complete (or check) your consultation form
in My Profile: https://myprofile.orientalspa.co.za — sign
in with your email address and we'll email you a code. It
takes about four minutes. Thank you!

3 · QR code at the desk

Print the code on the right and place it at reception. A
client scans it with their phone camera while they wait.

My Profile
Scan with your phone camera

myprofile.orientalspa.co.za

Walk-in in a hurry? Hand them the paper form (section
C9) — it asks the same questions.
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C4 SIGNING IN

The client types their email address and taps Send my code. Sign-in is by email only: there is no mobile-number option
and no SMS.

Sign in with an email. One field, one button.
First-time clients use "Create your profile"
underneath.

Enter the 6-digit code. It expires after 10
minutes and allows 5 tries. "Resend code"
sends a new one (one a minute).

THE MESSAGE NEVER SAYS WHOSE NUMBER IT IS
The screen always reads "If this is on our client list, we've emailed a code…" — whether or not the number belongs to a
client. That is deliberate: nobody can use the page to find out who is a client of Oriental Spa. If a client says "it didn't send",
check that the email they typed is the one on their profile (section C11).

A client stays signed in on their own phone for 30 days. "Sign out" on the profile ends it straight away.

Opening or updating the health form asks for a fresh code, even if they are already signed in — so a borrowed, unlocked
phone does not expose it.
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C5 THE CLIENT'S PROFILE

Client number and next visit. Welcome card
with the PC-/BC- number, then the next
booking with date, time, treatment, branch and
reference.

Consultation form. Status (Up to date / Not
yet filled in), notes for the therapist (hidden
until tapped), Update, Download PDF, Email me
a copy, and older versions.

Visit history. Every past visit at both branches
with the booking reference. Gift vouchers
linked to the client show underneath.

My details and privacy. Name, number, mobile,
email, date of birth, emergency contact.
Download my data, and Ask to delete my
records.

What the client can change

Change How it is handled

Email A code is sent to the new address first, to prove it is theirs.

Name or
mobile

Held for reception to confirm at the next visit — these are how we
find a client's records, so we check it really is them.

Health "Update my form" saves a new version. The old one is kept (marked
"replaced") until the records expire.

Delete "Ask to delete my records" goes to Oriental Spa Management —
Jasmin Tshangana, jasmin@orientalspa.co.za. Invoices are kept for
the legal period; everything else, including health forms, is deleted.

Retention: records are kept for 5 years after the client's last visit, then deleted
automatically.
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C6 FILLING IN THE FORM

"Update my form" (or "Fill in my form") opens the consultation form with the client's name, mobile, email and date of birth
already filled in. The bar at the top confirms whose profile it will save to.

Confirm it's you. Before the health form
opens, a fresh code.

Signed in as … The green bar shows the client
number the form saves to. Paper versions are
one tap away.

Personal details. Date of birth as dd / mm /
yyyy (age appears as they type). Mobile and
emergency numbers with country code.

Health & medical history. Tick what applies;
some ticks open a "please specify" box.

Facial & beauty sections appear only when a
facial, nails, brows or waxing is chosen. A
massage-only client never sees them.

Consent & agreement. Treatment and health-
information consents are required; offers and
news are optional.
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Signature. Drawn with a finger, plus the typed
name. The date fills itself in.

Saved. The client sees their new form
reference; the previous one is marked
replaced; a PDF copy goes to their verified
email. Reception gets a notice with no health
details.

Which form does the client get?
One form adapts to the treatment:
the massage questions always, and
the facial & beauty questions only
when a non-massage treatment is
chosen. It follows the two sample
forms Jaz supplied (massage; facial
& beauty).

Under 18? A parent or guardian
section appears automatically once
the date of birth shows an age
under 18.
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C7 NEW CLIENTS

Create your profile. Name, mobile, email and
usual branch. The code goes to the email they
typed, which proves it is theirs.

New client number. Issued straight away (BC-
for Brackenfell, PC- for Plattekloof), with a
prompt to fill in the form.

Good to know

If the mobile number already has a
profile, the client is linked to it
instead of getting a second one. If
the email on file is different,
reception confirms first.

A client first seen at Plattekloof
keeps their PC- number when they
visit Brackenfell. The prefix records
where we first met them — nothing
else.

A client we already know by phone
but who has no email on file uses
"Create your profile" with the same
mobile number: the profile is linked
to their existing record and visits.
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C8 WHAT RECEPTION SEES AND DOES

Tap Clients in the dashboard menu. Client records open in a new tab (clients.orientalspa.co.za), already signed in; ←
Dashboard at the top takes you back. Search by name, phone or client number (screens shown with sample data).

Client records. Left: the client list with filters (⚠ Needs attention, No form yet, Access log). Right: the profile — contact details, the consultation
status, "Open consultation" (logged), "Send consent form via WhatsApp", "Edit details", "Reviewed with client", and the client's bookings.
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Reception, step by step

Profile with ⚠. Health details stay behind "Open consultation". Filters. "Needs attention" lists every client with a ⚠; "Access log" shows
who opened which record.

Before the treatment, look for ⚠ on the booking. It means the form has something the therapist must know
(pregnancy, allergy, recent surgery, blood pressure…). The calendar only shows the ⚠ — the details open in the
client's profile.

1

Open the consultation only when you need it. Every opening records your name and the time.2

No form yet? Tap Send consent form via WhatsApp (the standard My Profile message) or hand over a paper form.3

Contact details wrong? Edit details on the client record. The client number never changes, and a mobile number
that already belongs to another client is refused.

4

On arrival, check the answers with the client and tap "Reviewed with client".5

Name or number changed? Approve or decline the change the client asked for in their profile.6

Client asks for their records or deletion? Pass it to Jasmin (admin). Do not delete anything yourself.7
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C9 PAPER FORMS

Printed A4 forms ask the same questions, in the same order. Use them for walk-ins, clients without a smartphone or email,
or when the internet is down. Print them from Forms in the dashboard menu.

Massage — page 1 Massage — page 2 Facial & beauty — page 1

PAPER IS HEALTH INFORMATION TOO
File completed forms in the locked cabinet, never on the desk. Where possible, ask the client to fill in the form in My Profile
at their next visit so it is stored digitally.

C10 PRIVACY RULES FOR STAFF (POPIA)

Do Don't

Open a consultation only for a client you are serving today. Browse other clients' health notes out of interest — every
opening is logged.

Send the standard My Profile link. Send health details by WhatsApp or email, or photograph a
form.

Ask the client to update their form when their health has
changed.

Fill in or change a client's health answers yourself.

Pass access and deletion requests to Jasmin. Promise a client that something is deleted.

Lock your screen when you step away from the desk. Share your dashboard sign-in code with anyone.
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C11 WHEN SOMETHING GOES WRONG

The client says… What to do

"I didn't get a code." Ask them to check spam/promotions and wait a minute before "Resend code".
Then check the email on their profile in the dashboard — a typo or an old
address is the usual cause. Correct it, and they try again.

"We have no email for this client." Add their email with Edit details on their client record, or let them tap "Create
your profile" with their mobile number and email — it links to their existing
record.

"The code doesn't work." Codes last 10 minutes and are single-use; after 5 wrong tries the code is
cancelled. Use the newest email only.

"I changed my phone number." Nothing changes for sign-in (it is by email). Update the number with Edit details
on their client record.

"Someone else is using my number." A number cannot open a profile — only the client's own email can. Flag it to
Jasmin.

"It says 'being switched on'." The server was being updated. Try again in a few minutes.

C12 WHAT IS LIVE TODAY (2 OCT 2026)

Part Status Notes

Sign-in by email + emailed code Live Open to every client. No SMS.

Profile: client number, next visit, visit history Live Read from the real bookings and client
records.

Consultation form (fill in, sign, save) Live Saved encrypted; a PDF copy is emailed
to the client; "Email me a copy" sends it
again.

Client records for reception Live Dashboard menu → Clients. Every
opening of a form is logged.

My Profile link in booking emails and WhatsApp Live Send consent form on booking cards
and the walk-in form.

SMS codes Not planned Parked: SMS costs per message. Email
only.

FOR MANAGEMENT
Setting PROFILE_OPEN  to false  closes My Profile to everyone except the testers listed in PROFILE_TESTERS  — the
emergency brake if something goes wrong.
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