
Instruction for managing 
the administration

1. Settings

Before we can start using the Lure application, we must set the initial settings, 
which serve for display purposes as well as for the operation of the application 
itself.
We can assume that you have already logged in to the system via our Lure 
home page and that the control panel is already in front of you. This shows 
some information about the application itself, such as the number of bookings 
for today, a graph of booking statistics for the past month (by day) and today's 
bookings and customers.

We will edit the settings by 
clicking on the menu icon
in the upper left corner of the screen. 
A menu with optional links opens 
(shown on the right).
Select the "Settings" link
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Cross-Out



The page shown below will open. The settings below are especially important 
if you choose to display your entire website on the URL and not just the 
appointment booking app. The entered data will be displayed in the contact 
sections of the website.
Fill in the fields: company name, address, city, post office, tax number, VAT 
ID, phone and display e-mail. The display e-mail address is also only for 
display and may be different from the address with which you are registered in 
the system. Fill it as desired.

Here we will highlight two very important settings that you will find at the 
bottom of the form.
The first is "Option to order in advance": by setting this option, you will set 
how many days or months in the future, customers can visit the website or 
appointments are ordered with the application. The calendar of days will be 
displayed as far forward as you choose in this setting.
Another option is "Display as": with this setting you determine how the 
application will be displayed on your web address. If you don't have a website 
yet and want to add some pictures, introduce yourself briefly and show your 
services with a price list, select the option show as "Website". The website will 
be displayed at the address you chose during registration. If you already have 
a website and only need an application for ordering, to which you will create a 
link from your website, select the option show as "Application". You can also 
fill in additional options such as: currency format, currency sign and preferred 
area code. Save the settings with the "save" button below.



As another setting, we will edit the 
"Profile" link. By clicking on it, the page 
shown on the right opens. The 
information on this page is especially 
important if you selected show as "Web 
page" in the settings in the previous 
section. The application automatically 
displays you and your employees that 
you add in the section
"Team", on the website under the "About 
Us" link.
The application displays your profile 
picture, first and last name, your 
profession, phone number and your 
short description.

2. Profile

3. Salon Working Hours

The working hours of the salon serve 
partly as a display on the website under 
the section "Working hours" and as a 
setting for displaying appointments in 
the application for ordering. For 
example, if you don't want a customer to 
order on a certain day, on which you are 
of course closed, press the "Closed" 
button. The fields will be grayed out, 
which means they are disabled and the 
specific day is marked as closed and 
will appear as disabled in the app.

The working days themselves are 
calculated using the working time of 
each employee. Enter the time in the 
fields in the format 00:00.



In the website section, as the name 
itself suggests, you can set the content 
of the website if you have selected it as 
the display in the settings.
You can upload your logo, enter your 
welcome address and address, choose 
a color scheme and links to your social 
networks.

The logo file can be in the following 
formats: "jpeg", "jpg", "gif" and "png" 
with a maximum size of 2 MB.

As a color scheme, you can choose 
from all the basic colors.
If you would like a personalized 
website, please contact us for an offer.

4. Website

In this section, you can upload up to 10 photos, which will be displayed in the 
portfolio on the home page of your website. Image files can be in the following 
formats: "jpeg", "jpg", "gif" and "png" and have a maximum size of 3 MB.

This completes the settings section. If you have selected display as a web 
page, you can already see the results on the page. We will cover the basics of 
the appointment booking application in the next section.

4. Photos



If there are several employees in your salon, we suggest you create a team by 
adding new members. You can add a new member by entering his e-mail 
address and pressing the (+) sign on the right side of the entry field.
Then add the member's first and last name and set a strong password (with at 
least 6 characters). 

You add a member by clicking the "Save" button.
Your team member can then log into the system with his e-mail address and 
password and thus access the list of his reservations and customers.

5. Team



6. Customers

The Lure app has separate client lists for team members, while the owner has 
insight into the salon's entire client list.
You can search for a customer by first and last name by entering the "Find a 
customer" field. If the customer is found, it appears in the list below. You can 
then call the customer by clicking on the phone icon on the right side of the 
list.
You can also add a customer by clicking on the colored (+) button. The 
application will lead you to a new page where you fill in the customer's basic 
information, such as: first and last name and phone number. The area code is 
also required, for potential foreign customers. You finally add the customer by 
clicking the "Add" button.



7. Categories

The Lure application partly consists of services, which users then select in 
the application and track the booking of the appointment. Before we can start 
adding services, we need to define the above categories. In your salon, if 
possible, you provide several services (Nail care, eyebrow shaping, haircuts). 
One upper category is enough, in which you will then add services. You can 
access the categories via the "Service Categories" link in the menu.
Click on the link to access the list of categories (pictured below). 

If you already have categories, you can also edit or delete them. Attention, 
you can only delete a category when you no longer have any services in it.

You add a new category by clicking the "Add category" button. The only 
requirement for adding a new category is its title. Enter the name of the 
category in the field and add it by clicking the "Add" button.



8. Services

The services that users will choose to book an appointment can be added via 
the link in the menu: "Services". The link takes you to a list of all your 
services and the option to add a new one via the "Add service" button.
By clicking on the button to add a service, a form appears with a few input 
fields such as: name of the service, description of the service, category 
(which you added in the previous section), price and duration of the service.

It is very important to set the duration of the service, as the system calculates 
free appointments based on it. By estimating the duration of your service as 
accurately as possible, you will be able to eliminate dead zones between 
appointments.



9. My Services
It often happens that your employees do not perform all the services you 
offer. Let's say Ana cuts and dyes her hair, but does not do nail care. In order 
to limit reservations to employees, we created a list on which each employee 
indicates the services they provide. Thus, the employee appears in the 
reservation list only if he performs a certain service.

You can access the list via the link in the "My Services" menu. In the list of all 
services, mark the services that you can perform and save the list. If you 
provide all services, you can quickly select all services with the "Mark all" 
button and save them.



10. Schedule
You can access employee schedules via the "Schedule" link in the 
application menu. The schedules determine the working hours of the 
employees (and thus the closing time of your salon), the time for lunch (if the 
employee has one) and the possible outage of the employee (vacation).
Select an employee from the list, which leads you to the link for editing the 
workday and leave.

Workday: set the start and end of the work period. Example: from 1/5/2022 to 
31/12/2022. If you are self-employed or you know that the employee will be 
with you for a long time, you can set longer periods (in this case, you will not 
need to update the working hours). Set the start and end time for the period 
in question. Example: from 08:00 to 16:00. If you have or employee has 
lunch, set it below. Result: The employee will appear in time during the set 
period from the start time to the end time. Lunch time will be excluded.

You can also generate longer working periods, which will probably be the 
most convenient for you. You can do this with the generate working hours 
button.

In the same way, set a one-time vacation in a certain date range.



11. Reservations
We have come to the most important part of the instructions. Reservations. 
Reservations can be accessed via the "Reservations" link in the menu.
By clicking on the link, we arrive at a page where we can immediately see 
the calendar and the "Add" button.

We will explain what the button means below, but for now let's take a look at 
the calendar. With the help of the calendar, you can check your reservations 
for certain days (except for days when you are closed). By clicking on a 
specific day, a list of reservations that have not yet been completed will 
appear under the calendar. Reservations that have already been completed 
on this day will not appear in the list. So you can always be up to date on 
which reservation is next. If you want an overview of the entire bookings for 
today, you can view them in the control panel. Past reservations are blurred.

By clicking on the "Employees" button, the employee's appointment 
calendar opens. As an administrator, you thus have an overview of the 
entire team for each working day. In the selection field, first select the 
employee and then the date for which you want to display reservations.



Adding Reservations: Reservations are added automatically when they are 
booked in the "front end" application by the customer. As an administrator, 
you sometimes have customers who have not used online booking but want 
to make an appointment. You can add them manually via the "Add" button. 
The process is the same as in the client application: you select a service, 
then the date for which possible appointments and employees are 
displayed, you select an appointment and an employee, search for or add a 
new customer, and the appointment is booked.



12. SMS
The Lure application supports automatic SMS notification of customers 
about their booked appointments. In order for the SMS to be sent to the 
customer, you must have SMS sending enabled in the settings and have 
sufficient balance available in your Twilio account. You can access the SMS 
review via the link in the menu: "SMS". Clicking on the link opens the SMS 
control panel, which allows you to view the current status of SMS credits 
and settings.

Settings: In order for customers to receive SMS notifications, you must 
first enable it in the settings. You can do this by clicking a button. The 
service is enabled when the button turns purple. Before that, don't 
forget to set up your Twilio account information.



13. Marketing
With the help of our application, you can also send promotional SMS 
messages to your customers. SMS campaigns allow you to easily reach 
your customers, and at the same time, the share of read messages is 
much higher than with e-mail campaigns. You can access promotional 
SMS messages in the menu via the "Marketing" link.

The welcome screen of the marketing section shows you the current 
number of SMS messages being sent, the number of all sent SMS 
messages, the number of campaigns in your system and a link to create a 
new SMS campaign.

Creating a new SMS campaign: You can create a new campaign by clicking 
the "plus" sign (+) in the "new campaign" section. The screen shown at the 
top right will open. First, you select customers from the desired country (the 
system will send SMS messages to customers from your customer 
directory), enter the campaign address and the content of the message, 
which can be up to 600 characters long.

You add the campaign by clicking the "Add" button. The system will redirect 
you to the list screen of your SMS campaigns. Before the system can start 
sending SMS messages, you must enable the newly created SMS 
campaign.



SMS Campaign Enablement: On your SMS campaign list screen, you 
may notice sliders indicating the campaign status. You can enable the 
campaign by clicking the slider so it turns purple. The campaign is now 
enabled. You can monitor the status of sending SMS messages on the 
welcome screen of the marketing section. Attention: in order for sending 
to work, you must have SMS messaging enabled in the SMS settings 
section and have a high enough balance in your Twilio account.



14. Reviews
Get to know your customers better and improve your services with the help 
of reviews. At the same time, increase your credibility and social presence.
You will be able to receive customer reviews if you have selected a 
website as the display content in your settings.  Your visitors can see the 
statistics of reviews and opinions given by your customers. They can 
submit a new review by clicking a button "Write a new review".

Queue and approval of reviews: When a visitor gives a new review, it goes 
to your queue in the administration under the section "Customer Reviews". 
The new review is thus waiting for your approval or rejection. You can 
switch between the review lists (Pending, approved, basket) by clicking on 
the button of the same name. If you want to approve a pending review, you 
can change its status by clicking on the far right icon in the review line 
(Image below). Change the status to "approved".

If the visitor made a typo, you can also edit the review by clicking on the 
pen icon in the review bar.



Instructions were last updated on 30th sept 2022
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