
MY PROFILE &
CONSULTATION FORM
How clients sign in, fill in their consultation form and see their visits — and
what reception does with it.
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1 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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2 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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3 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
9) — it asks the same questions.
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4 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 11).

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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5 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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6 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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7 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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8 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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9 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.

10 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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11 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.

12 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.

Oriental Spa · My Profile & Consultation Form · Oct 2026 13 / 13


