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Welcome to the Administrative Guide for

www.SalonManager.co.za

This guide will serve as an aid and asdstapératin@s an
Administrator on the Salon Manager weli3iieteam is very pleased
to have you as a part of this photographic experience and we hope this
manual will help make your experience easier and faster.

If you want to use the SalonManager system
to run a salon for your organisation,
please contact

info@salonmanaqger.co.za

for pricing



http://www.salonmanager.co.za/
mailto:info@salonmanager.co.za

Table of Contents

INEFOAUCTION. ...ee e e 3.

Getting Started.......ccuiiiiiii e s e aee 4.
Selecting Salon..........ooiiiiiii e 4..
Logging IN As AdMINIStralr............coeevivimiie e 6

AdMINIStration OVEIVIEW. ........iiiieiiiiciieiie et 8
DetalilS... oo 9
LOgOo & Patronage........c.coeeuiiiiiiiie e 10
(@21 (=10 [0 412U 13
AdMINS and JUAQES........covviviiiieii s 15
REPOIS. .. 16
3011 o] To T= T £ 19
RESUILS.....cee e 20
Clearing Unawarded...........ccouiiiiiiiiii i 21
Change PassSWOId.........oooviuiiiiiiiiinee e 21
Manage Payment.........ccouiiiiiiiiei e 23
[IoTo o |1 0T 1K@ LU | oo 24



Introduction

The purpose of this manualto assist and familiarize you as the
Administratorwith the layout and functions of Salon Manager. The
foll owi ng swepby-$t enstaadicns varying from
getting started as an administratoryanaging @alonand assisting
users of the website.

While some of the functions may initially appear to be difficult or
daunting, this guide is specifically designed to make your role as an
administrator easier, more manageable and faster.

We hope you enjoy thisdministrative guide and that it can assist you
greatly as well as help you with any problems you may encounter.

Please NoteThroughout this manual there will be various tasks displayed. Text shown
within qudeftalickiddo nasr e .a@ctifions that wil/l be req
note that on the images displaying the website, thamddluearrowswill indicate the

specific location of either the next step or focus point for the given action.




As a newuser or an existing one, the role of administrator will be
given to you by either an existing admin or the webma&teemail
notification will be sent to your specific email address and this email
will contain both your new administrator username arssyward.
Please be aware that your administrative role will be exclisiae
particular Salon. And after receiving this email, proceed to the
SalonMananger.co.za website to login.

Logging In:

After arriving at the SalonManager webpage, firstly selecEtien
you have ben made an admstratorof. To do thisfiLeft-clicko with
yourmouse n t he i dr,sppadicaly the smalixdownward
facing arrowjn the upper lefhand corner.
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Site Menu.

SALONS

Home

Please choose a salon.
Contact us
| Site instructions

2nd Cape International Salon HOW THE SITE WORKS Help
ATAS testing

DEMO Salon it we hope) all future South African Salons. This site has been initiated by the Port Elizabeth Camera Club

Cape Digital Salon Circuit and Cape Photographers. User Menu.

A Salon of Photography is the showpiece for the best work by photographers.
My Instructions
The digital age has certainly made it a lot easier for photographers to compete in a number of salons simultaneously. Through this site we
will endeavour to streamline the whole process for the benefit of both entrants and organisers. This will include standardisation in terms of
image size. file format and naming formats etc. Using the SalonManager website for your salon entry, you will not have to worry about the
correct naming of your entry for the category concemed as this will be handled programmatically.

Using the drop down menus, you will be able to get the entry details for each of the salons/competitions which are “live” at that time.

The current process will require that you register for each of the salons which will be hasted on this site. You will then receive a confirmation
e-mail with a link to activate your “account™ on this site for that particular salon.

Please follow this link and log on to the chosen salon:
* select the categories/sections you wish to enter
* SalonManager will calculate the required fee
* you then pay the requested fee on line
® you can now start to upload your images
* SalonManager will verify your entry against the set parameters and notify you of any errors
* you will be able to rectify/amend certain aspects of your entry
Have Fun!
Should you have any suggestions how we can further improve the site, please drop us a line at:

Webmaster: webmaster@atas.co.za Sponsor representative: roel@mweb.co.za
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A list of various Salons will appear. Simgiieft-Clickd0 o n
desired Salon to select ih this example, it is the DEMO Salon.
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Site Menu.
SALONS
Home
Please choose a salon.
Contact us

Site instructions

2nd Cape Intemational Salon HOW THE SITE WORKS Help
ATAS testing
DEMO Salon It alons. This site has been initiated by the Port Elizabeth Camera Club.
Cape Digital Salon Circuit and Cape Ph : User Menu,
A Salon of Photography is the showpiece for the best work by photographers.

My Instructions
The digital age has certainly made it a lot easier for photographers to compete in a number of salons simultaneously Thraugh this site we
will endeavour ta streamline the whole process for the benefit of both entrants and organisers. This will include standardisation in terms of
image size, file format and naming formats stc. Using the SalonManager website for your salon entry, you will nat have ta worry about the
carrect naming of your entry for the category cancerned as this will be handled programmatically-

Using the drap down menus. you will be able to get the entry details for each of the salons/competitions which are “live” at that time.

The current process will require that you register for each of the salons which will be hosted on this site. You will then receive a confirmation
e-mail with a link to activate your “account” on this site for that particular salon.

Please follow this link and log on to the chosen salon-
select the categories/sections you wish ta enter
SalonManager will calculate the required fee
you then pay the requested fee on line
you can now start to upload your images
SalonManager will verify your entry against the set parameters and notify you of any errors
you will be able to rectify/amend certain aspects of your entry

Have Funt!

Should you have any suggestions how we can further improve the site, please drop us a line at

Webmaster: webmaster@atas co.za Sponsor representative: roel@mweb.co za
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A new page will appear, showing off the selected Salon.
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DEMO Salon
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DEMO SALON

Login

Register

Salon Menu.

DATES Salon info
This salon runs from 2009-12-08 until 2010-12-12 Suln vomita

Salon adm
Results will be posted on 2010-12-17 Salon admin

Help
INFORMATION

This is not a real salon.. it has n up for you to try out the SalonManager system User M
Feel free to register, and upload pho They won't be judged ) .

If you have questions, or comments, contact us at info@atas.co.za My Instructions
WEBSITE
More infomation about this salon can be found at this website

For more information about the Photographic Society of South Africa check this website
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Do you want Firefox to remember the password for “test” on salonmanager.co.za? Remember Ngver for This Site Not Now x
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DEMO SALON

Login
Register

Salon Menu.

DATES Salon info
This salon runs from 2009.12.08 until 2010.12.12 Salon results
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Results will be posted on 2010-12-17 alon admin

Help
INFORMATION

Y SalonManager system u
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My Instructions
WEBSITE
More infornation about this salon can found at thi

For more information about the Photographic Saciety of South Africa check this website

htp://wwv.salonmanager.co.za/salon_admin.php
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This page will contain information about the specific Salon
have now selected. Including the dates the Salon runs from and
general information about the Salon itself. Double check that this is
indeed the Salon for which you have been made an administrator and
t heLaft-Gickdo on ASal on ad miotherigwoft hi n
your screen.

This wil/l direct you to the ALoOGg
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ADMINISTRATOR - DEMO SALON
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User Menu.

My Instructions

Done
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Type your username and password into the given fiatdsthen
fLeft-Clicko o n t h buttdin betog themo

If you have typed in your username or password inctyigtie page
will stayasitis | f this I s the case, pl ea
mistyped your username or password.

Once the login is successful, a new page will load with the overview
of the Salon itsél



Administrative Overvie

Having successfully logged into the Salon as an administrator, various
options to continue will appear to you. This chapter will highlight
these options.

.Administration

There are a number of options now availablet 6 s st art wit
and work our way through them.

o <=

® The first page that will appear afterpggi n i s t he fove
p a g Ehé various options available to you are highlighted above (red
arrow). Thisfirst pagehoweverwill automatically start with the
ADetail so of the specific Salon (

® Take your time and familiarize yourself with the details. If this is a
new Salon that you are the first to administer, you will want to update
and change any detaiihere necessary.




