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Account Setup

Please download the Vagaro Pro A myMedSpa admin will create Open the Vagaro Pro app on your Once logged in, you'll be prompted
App in the Google Play or Apple your Vagaro account and email phone and input the email and
Play Store. your login credentials to the email
you provided during onboarding.

to verify your email.
temporary password you

received from myMedSpa.

£ Download on the
' App Store

Get it on
P” Google Play
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Account Setup

Next, you'll need to verify your phone Input the 6 digit codes provided Once verification is complete,
number. This step is important to your email and phone number. you'll land in the app.
because it’'s how you will receive

notifications about your

appointments.
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Next, Verify Your Mobile Phone Next, Verify Your Mobile Phone Account Verified
To keep you and your account safe, Vagaro wants to

make sure it's really you. Enter the 6-digit code we sent to

+1(913) 544-8802.

Your account information is verified and secure.

Mobile Phone:
Verification Code:
BE .
= |
Send a New Code
From Messages
144181

1 2 3 1 2 3

ABC DEF ABC DEF

4 5 6 4 5 6

GHI JKL MNO GHI JKL MNO

7 8 9 7 8 9
PQRS TUv WXYZ PQRS TUv WXYZ
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Reset Your Password

The first thing you should do is reset Tap on your profile name. Input your current password

your password so it is unique to you (password emailed to you) and

to help keep your account secure. Tap Password & Security. then input your new password

Tap More in the bottom right.
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twice and tap Save.
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4 Security Save

Passwords must contain at least 9 characters, including
uppercase, lowercase letters and numbers.

SECURITY QUESTION

Select Security Question >

Enable Face ID

If enabled, when logging in from a new device Vagaro will
send a verification code to:
joey+suzysmith@mymedspa.com

+1(913) 544-8802

t a NG
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Appointment Management

When someone books an appointment and
selects you during the booking process, you'll get
an emaill, text and push notification alerting you
that you have a new appointment. Please follow
these instructions for appointments:



Once logged into the Vagaro Pro

app, navigate to your Calendar.
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Look for the appointment in your

calendar and tap it to open up
more information.

Tap Change Status.

Joey Gross
New Client Tox Injection
Tue, Feb 20, 2024 at 4:30 PM

Change Status
Change the status of the appointment.
f Edit
Edit this appointment.

‘ Mobile service
| Notify customer or get directions.

~ Notes

View Joey's notes.

Forms

View Joey's forms.

Rebook

Rebook this appointment.

Move
>
Move appointment to a different time.

Upload File

Attach files to this appointment.

Double Book

Checkout

|
[

Tap Accept (This alerts the customer The appointment will now

that the appointment has been appear on your calendar.

accepted by you)
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Tue, Feb 20, 2024 at 4:30 PM 45
1PM
i . Accept i 15
! Accept this appointment. I 30
I |
| 45
Deny 2 PM
Deny this appointment.
15
. 30
| Confirm |
Client has confirmed appointment. 45
3PM
r | Show 15
_ Client has arrived. 30
45
No-Show 4PM
Client did not show up. 15
30
N Joey G =
. Ready to Start Service 45 l ey Bross °
Inform customer you're ready. 5 PM
15
Service in Progress 20
Service is currently in progress.
45 T .
Appointment Accepted
6 PM
Cancel
Cancel this appointment. 16
30
Delete 45
3 1 Jo] e
Delete this appointment. ] L.-“" 'qﬁu‘ ©
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Sending Forms

While accepting the appointment,
it's best practice to send new
patient intake forms as soon as the
appointment comes in to ensure
they are filled out by the customer
prior to the appointment.

Any appointment with New Patient

in the name requires an intake form.

Here's how to send them:

Open the app and navigate to the
new appointment request

After accepting the appointment,
click Forms

Sachith POL

New Client Tox Injection >
Fri, Mar 1, 2024 at 6:45 PM

Change Status

Change the status of the appointment.

f Edit
Edit this appointment.

Mobile service

Notify customer or get directions

Notes

View Sachith’s notes.

Forms

View Sachith’s forms.

CI Rebook
Rebook this appointment

Move
«—
Move appointment to a different time.

@ Upload File
Attach files to this appointment.

@ . obie Book

Checkout

Tap Fill New Form
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< Sachith POL

Fill New Form =

FORM

No Forms

This customer has not completed
any forms.

Tap whichever form you need
to send, like a consent form
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< Sachith POL

Fill New Form =

—
FORM |
o /
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No Forms

This customer has not completed
any forms.

Select Form

Dermal Filler Informed Consent
Neurotoxin Injection Informed Consent
Facial Informed Consent

New Patient Intake




Tap Send to Customer

|:| Fill Form

_ E‘(‘ Send to Customer

———

The customer mobile phone
and/or email should be available
to send.

Tap the green Send to Customer
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x4

Contactless Forms

EE . 41(913) 555-5555

‘ We will also send an email to the address below and a
push notification after Contactless Form is sent.

‘ |sachith@example.com |3| '

Send to Customer



When you are ready to drive to the

customers appointment location,
open the app and navigate to the

appointment and open it.

Tap Mobile Service

~  Joey Gross
l..\JG | New Client Tox Injection >
| ~ Tue, Feb 20, 2024 at 4:30 PM

Change Status
Change the status of the appointment.

Edit
Edit this appointment.

Mobile service

Notify customer or get directions.

Notes

View Joey's notes.

T80

Forms

View Joey's forms.

Rebook

Rebook this appointment.

Move

Move appointment to a different time.

@ Upload File
Attach files to this appointment.

| - Double Book

Checkout

BBBE:

*Because myMedSpa is mobile, it's best practice to follow
the Mobile Service status updates for the customer

Tap I'm On My Way- This notifies
the customer that you are en route
to the appointment.

I'm On My Way

Send a push, text and email of your estimated time of
your arrival to your customer.

Estimated Time of Arrival: 9:56 AM
| = )| 12 min | + )

1234 Lonestar Way, Dallas, TX 75001

/LS MAUITY QUITTL, UVETHIAINIU Fdl Ry, RO DU LU

; I'm On My Way

If you need directions, tap Get
Directions and open whichever
map you'd like to use to navigate
to the appointment location.

Notification Sent

7 Jel234 Lonestar Way,
[ JG | 74Dallas, TX 75001

\-. " Park, KS 66204

Open directions with:

@ Google Maps

When you've arrived navigate to
the appointment again and tap

| Have Arrived so the customer
knows you are there.

| Have Arrived

Send a push, text and email to your customer that you
have arrived and are ready begin.

: I’'m Here and Ready




During the Appointment

Open up the appointment in the
app and tap Forms.

Verify the customer has filled out
all the necessary intake forms if
they are new to myMedSpa.

10:48 w11l 56+ (@)
m < Feb20,2024 > Day~ =
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Tue ‘ Suzy Provider
45
Joey Gross

JG | New Client Tox Injection
Tue, Feb 20, 2024 at 4:30 PM

Change Status

Change the status of the appointment

Edit

Edit this appointment.

Mobile service

00

Notify customer or get directions

Notes

View Joey's notes.

Forms

View Joey's forms

Rebook

Rebook this appointment

Move

Move appointment to a different time

Upload File
Attach files to this appointment

- Double Book

Proceed to fill out the necessary
SOAP Notes. Open the appointment
information again and tap “Notes”
Swipe at the top or tap SOAP. Select
Fill New SOAP dropdown menu and
select the proper SOAP Note
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Before you begin service, upload

a "before” picture of the client. Tap
choose a file in the form and allow
access to your camera. Take a picture
and it will upload automatically.
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4 Joey Gross

SOAP Notes Face

1. Severity/Pain Level (1 being minimal and 10 being
extreme):

1 2 3 4 5 6 7 8 g9 |10

2. Subjective:

TS B
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After the Service

Fill out each question in the
SOAP and chart injection sites.

DO NOT sign the SOAP Note,
the signature location is for
the Medical Director only.

Use the SOAP Note form to
upload after pictures.

Once all forms are filled out,
you can proceed to checkout



Navigate back to your calendar,

tap the appointment and tap
checkout at the bottom.

~  Joey Gross
J New Client Tox Injection >
Tue, Feb 20, 2024 at 4:30 PM

o°

Change Status

Change the status of the appointment.

‘ y Edit
Edit this appointment.

Mobile service

Notify customer or get directions.

‘ |FI ‘ Notes
| View Joey's notes.

Forms

View Joey's forms,

Rebook

Rebook this appointment.

Move
«—>
Move appointment to a different time,

@ Upload File
Attach files to this appointment.

- Double Book

Checkout
E

NOTE for Injectables: During booking
we required a service charge in the
event the customer cancels late or
no shows - if the appointment has

been completed, remove this
“service charge.”
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Tap the Service Charges line
item, tap on the service listed
and tap Remove Item.
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< Shopping Cart Done
SERVICES

1 2nt Tox Injection $175.00
. ovider
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Once verification is complete,
you’ll land in the app.

Remove or Delete from Checkout

Remove from checkout v

Delete from checkout and calendar




Checkout for Injectables

After it's added, tap the product
added and enter the quantity or

Once that's removed, tap the Select which product you injected The total should now only reflect

products line item to add the (Botox, Xeomin, etc.) and tap add. the number of units minus the $50

units of Tox. number of units. deposit. Tap checkout and charge

the card on file.

Tap save.
Tap done.
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v Botox )
Botox 500 Quantity - 40 o Service Charges $0.00
Price $520.00 Products $520.00
Discount None Gift / Packages $0.00
Use Points Discount  Add $0.00
0 Remove ltem Deposit © ($0.00)
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Navigate back to your calendar,

tap the appointment and tap
Checkout at the bottom.

Sarah Smith

New Client Hydrafacial >
Thu, Feb 22, 2024 at 2:45 PM

Change Status

Change the status of the appointment.

SS
©
y Edit
Edit this appointment.

Mobile service

Notify customer or get directions.

~ Notes
View Sarah's notes.

Forms

View Sarah's forms

CI Rebook
Rebook this appointment.
.

Move appointment to a different time.

@ Upload File
Attach files to this appointment.

- Double Book

Checkout

|

The total should only reflect the

Service Charge minus the $50

deposit. Tap Checkout and

charge the card on file.
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Clear Checkout @3
SS Sarah Smith >
E Shopping Cart 1 >
Service Charges $150.00
Products $0.00
Gift / Packages $0.00
Discount = Add $0.00
Deposit @ ($50.00)
Tax $0.00
Fee $0.00
Tip $0.00
Amount Due $100.00
Cash $0.00
Check $0.00
Gift Cards ‘ Add . $0.00
o |
O Q & o
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Rebooking

As you're wrapping up the appointment,
please ask the customer if they'd like to
book another appointment. To book
another appointment: Navigate to your
calendar in the app. Swipe to the day the
customer would like to book.
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Navigate to your calendar in the app.
Swipe to the day the customer would
like to book. Tap on the time slot the

customer would like and tap New

Appointment.
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19 20 22 23 24 25
Mon . Tue Wed Thu Fri . Sat [ Sun

12 PM

Friday, February 23
2:00 PM

New Appointment

Create a new appointment

New Class

Create a class

Add to Waitlist

Add a customer to the waitlist

@ Personal Task
Create a personal task.

Edit Working Hours

Edit your calendar working hours.

Select the customer at the top.
Select which service the customer
would like. Follow the remaining
prompts to create the appointment
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£ New Appointment

Select Customer >
Select Service >
Date Feb 23,2024 2:00 PM
Price
Duration
Repeat Off

Deposit Due (i)  Deposit %

Appointment Files >

+ Upload Files

Appointment Notes 0/500

Customer Notes >

Card on File >
= £ 228 ®
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Let the customer now a $50 deposit
is required to book another
appointment. Once all of the
appointment details have been
entered, tap Charge Deposit to book
the appointment.



We understand that things happen and you Tap the patient name at the top to If a phone number isn’t there, Once you agree on a new day and

might need to reschedule an appointment. open their profile. You should see a you can email the client. Next, time, open the appointment again
Please take these steps to ensure the mobile number. Tap the message icon find a new day and time that and tap Edit.

rescheduling process is painless for the or phone icon to call or text the patient. works for both you and the

customer. Open the appointment you need We encourage you to call them first patient

to reschedule from your calendar. and use texting as a second option.
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< Joey Gross

Profile Data  Appointments Classes |

Joey Gross PERSONAL INFORMATION Edit
'\JGG New Client Tox Injection >
Tue, Feb 20, 2024 at 4:30 PM l AT
- JG JoeyGross
Change Status ) A 4
Change the status of the appointment.
Mobile
‘ f Edit ‘ +1(913) 544-8802 £ J ‘ ‘
Edit this appointment. Day
Q Mobile service s J J J
Notify customer or get directions. Night 027
B Notes Email
View J t .
R joey@mymedspa.com &4
Forms Address
View Joey's forms, 7424 Hadley Street, Overland Park, KS, 66204
Birthday
Rebook
Rebook this appointment. -
Gender | . . . |
M Edit Paid Appointment Book on Past Date
ove —
>
. Move appointment to a different time. ) A payment has been taken for this appointment. Are Would you like to book an appeintment on a past
Send Email Copy you sure you would like to edit? date?
Upload File -
. Attach files to this appointment, Card On File
AmericanExpress 1034 Cancel Cancel
— Double Book

Referred By

Checkout & o om@ | S |
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Tap the green Edit Appointment

button. Change the date and time
and follow the prompts to change
the appointment.

Edit Paid Appointment

A payment has been taken for this appointment.
Would you like to save your changes?

‘ Cancel

Edit Appointment
w’




Updating Your Calendar and Availability

It's important to always keep your Tap Settings Update any day and time frame Tap Save.
calendar and availability up to date to fit your schedule.
to avoid scheduling conflicts with Tap Working Hours
clients. To update your calendar:
Navigate to More in the bottom
right navigation menu.
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