
Re-Entering Previous Days’ Sales in SuperSalon
PLEASE READ BEFORE ATTEMPTING!

SuperSalon relies on the time and date settings of the computer it is installed on to determine what day a ticket 

is created on. Under some situations, most notably in the event of a system failure, it is necessary to change 

the Windows time and date settings to enter in tickets from a previous day.

If you are attempting to edit a ticket from a previous day, then these instructions are not necessary. SuperSalon 

allows the editing of tickets from a previous date without any need to change the system time. These directions 

are only for locations that need to enter tickets that do not already exist in the system or were improperly 

entered under the wrong day (this is a common occurrence after Daylight Savings Time)

In order to ensure reports are accurate, please read these instructions in their entirety before attempting to 

make any changes to your settings. Failure to do so could result in an improper closeout or errors during 

payroll!

Changing Windows Date and Time Settings
Prior to changing the date and time on your system, please be aware that any tickets 
made while on a date other than the current one will result in those ticket appearing 
under that day. Please make sure that only tickets which need to be entered under the 
modified date are put into the system under the modified date. 

If a customer appears while you are putting these tickets into the system, it may be 
necessary to write their information down and input it into SuperSalon after you are 
finished. Before making any changes to the date, please edit the time clock entries so 
that employees are working for the date you wish to move to. 

Do NOT clock in any employees or edit entries once you have switched the date.



2.) In order to bring up the time and date settings, left click on the date and time as 
displayed by your computer. This will bring up the calendar view.

1.) The time and date settings can be changed in the Windows system tray, located on 
the right hand side of the task bar.

3.) The calendar view will have the current date the system is set to displayed at the top 
of the window. The current system time is located beneath the clock. Click “Change date 
and time settings...” to bring up the actual Date and Time properties box.



5.) The Date and Time Settings box will have the current date highlighted in blue on the 
calendar located on the left hand side of the window. The system time is located on the 
right hand side under the clock. Changing any of these will result in the computer going to 
that date and that time. The above examples have displayed a system date of November 
7, 2014. Selecting a different day on the calendar and then pressing OK would result in 
the computer switching to that date.

4.) On the Date and Time properties box, left click on “Change date and time...” This will 
bring up the Date and Time Settings box.



6.) Change the date in this window and select OK. Your computer is now on the selected 
date. This can be verified by looking at the date and time as displayed by your computer 
in the system tray. The date listed should reflect the recent changes made to the date by 
following all previous instructions.

7.) Alternatively, you can verify the changes by opening SuperSalon. The Sales tab 
contains the date and time, displayed under the waiting column of the screen. If your 
location does not make use of the Waiting/Servicing feature, the Appointments screen 
also displays the current date and time. This is located in the middle of the screen between 
the Previous and Next buttons.



Adding Tickets into SuperSalon Under a Previous Date
Once all necessary changes have been made to the Windows date and time settings by 
following the directions listed above, it is now possible to add tickets into the SuperSalon 
for that date. Depending on whether your location processes credit cards through 
SuperSalon or not, there may be additional steps you will need to follow.

As before, please make sure that only tickets for the selected date are entered in under 
that date. Failure to do so could result in having to void tickets and entering them into 
the system again. Do not clock in any employees once you have changed the date. If by 
chance you have done so, please contact SuperSalon technical support to have those 
entries removed. All time card entries, edit or otherwise must take place on the current 
date to avoid system conflicts.
If your location has a standalone terminal that all credit card transactions process 
through (If you are unsure if you have a standalone credit card terminal or not, please 
contact SuperSalon technical support at 888-458-1001 option 1 for help with determining 
how your system is configured):
• Open up SuperSalon and proceed to your Sales or Appointment tab, whichever one 

your location normally uses for creating new tickets.
• Input the tickets into SuperSalon as you would normally. When the last ticket is entered 

in the system, proceed to the next step.
• Follow the directions listed under the “Changing Windows date and time settings” 

section of this document to change your system time back to the current date. Open 
up SuperSalon and resume operation for the day. See the section on changing 
commission if you need to adjust who receives credit for a ticket.

If your location processes credit cards through SuperSalon and the customer 
has already been charged:
• If your location processes all credit cards through SuperSalon and the customer was 

charged at an earlier date, either through the POS or by phone authorization, it will be 
necessary to temporarily disable credit cards in SuperSalon. While credit cards are 
disabled, SuperSalon will allow you to keep track of how much money the customer 
paid without actually charging them for it. No credit cards will process during this time.

• To disable credit card processing, select the Setup tab and then Payment Methods 
from the menu on the left hand side of the screen. Your location may have this section 
blocked off. Consult a manager if you do not have permission to access this section, 
otherwise, input your password and select Log In. This will bring up the Integration 
Setup menu.



• Select the Credit Card Processor Setup button. This will bring up 4 options: PC-
Charge, IP-Charge, Monetra, and Heartland. Select the option which matches how 
you process credit cards through SuperSalon. If you are unsure about which option to 
choose, consult your manager or call SuperSalon technical support at 888-458-1001 
option 1.

• On the Select Credit Card Processor window, uncheck the Credit Card Enabled box. 
For customers who use PC-Charge, this option will read “Enable”.

• Save the settings and then proceed to the Sales tab.
• Create the ticket as you would normally.
• Once you arrive at the payment screen, type in the full amount the customer paid, 

including the tip in the Payment Amount box.
• Select the credit card payment type the customer used. SuperSalon will track the 

payment under that type without actually charging the customer. Any change left over 
can be applied towards a tip if the customer left one.

• Once all tickets have been created, follow the previous steps to get back to the 
Payment Methods screen and re-check the Credit Card Enabled box.

• Follow the directions in the previous section of this document, “Changing Windows 
date and time settings,” to change your system time back to the current date.

• Restart SuperSalon.



If your location processes credit cards through SuperSalon and the customer has not 
been charged:
• Open up SuperSalon and proceed to your Sales or Appointment tab, whichever one 

your location normally uses for creating new tickets.
• Input the tickets into SuperSalon as you would normally. When the last ticket is entered 

in the system, proceed to the next step.
• Follow the directions listed under the “Changing Windows date and time settings” 

section of this document to change your system time back to the current date. Open 
up SuperSalon and resume operation for the day. See the section on changing 
commission if you need to adjust who receives credit for a ticket.

Editing Commission for Tickets Entered from a Previous Date
Once all tickets have been entered into the system, it may be necessary to edit the 
commission so the correct employee receives credit for the sale.
• Select the Manager tab.
• Select Search Sales.
• If your location requires password to access Search Sales, enter it now.

• On the Search Previous Sales screen, a start and date box appear. Enter in the date 
you wish to view tickets for in both boxes and select Search.

• A list of tickets for that day will appear. Use the previous and next buttons to page 
through them and select the one you wish to edit.



• Select the “Edit Commission” button at the bottom of the ticket. You will be prompted 
to select a new employee to receive commission for the item sold. Select the new 
employee.

• Once the employee is chosen, select OK.
• Repeat this for each ticket that needs the adjustment.


