
The iOffice Essentials Cheat Sheet
We recommend using Mozilla Firefox (www.mozilla.org) or Google Chrome (www.google.com/chrome) 

when working with iOffice. Additionally, you’ll need your iOffice user name and password. You can recover 

yours by contact Technical Support at 888-458-1001, Option 1.

The Home Tab
Here you will find new important SuperSalon announcements, billing information, training 
videos, support hours and contact information, SuperSalon Release notes and other 
important information. 



The Setup Tab 
Here you will find where you can see the list of your stores, user login information or 
preferences, any messages sent from the salon, where you can create reports you want 
to export to the export maker (such as ADP, Quick Books etc) Audit Tools that will enable 
you to configure and receive email alerts when various business rules are broken or 
theft indicators are triggered. 

The Sales Tab
This is the individual sales for the day so if there is a discrepancy at closeout this will give 
you the ability to go back and look at the individual sales. Note: The redo of a ticket to 
make it correct has to be done on the store side.



The Reports Tab
This tab houses all of your reports including Sales, Services, Products, Discounts, Payroll, 
Customer statistics, Multi Store information and Audit. After the image is a breakdown of 
our most popular reports.

Most Popular Sales Reports
•	 Salon	Dashboard: (Helicopter view of the day: Sales breakdown, Opening and 

closeout information, Customer Stats, Over short, Discounts and Product sales) this 
can be viewed for specific dates  

•	 Daily	Report: Breaks down the day with close out info, customer stats, Discount per 
employee and type and the hourly work details 

•	 Weekly	Report: This is the weekly breakdown from the information from the daily 
report and can be selected with a date range  

•	 Production: This gives you the production information for each stylist and their service 
breakdown IE. How many cuts, perms etc

•	 Monthly	Financial: This is the monthly view of sales, product sales, discounts, tax 
collected and closeout information on a monthly bases viewable with a daily breakdown 

Services Reports
These give you a list of the services that are offered at the salons with sales statistic 
breakdowns.



Products Reports
These will give you information on employee product sales, product sales, product orders 
and product sales details. It will also list out items that have been transferred or adjusted. 

Discounts Reports
These reports give you a breakdown of the list of discounts that are listed at the salon. 
This will also give you a discount statistic breakdown.

Payroll Reports
These will give you information such as your employee lists, pay rates, schedule, payroll, 
time cards and tip details. All of your employee information will need to be set up in order 
for this information to read correctly in these reports. 

Customers Reports
These will give you customer statistics such as your demographics and daily traffic at 
the salon.

Multi-Store Reports
If you have multiple salon locations you will be able to compare information such as 
sales, trends and store rankings.

Audit Reports
These reports will allow you to look at your salon or multiple salon information for audit 
purposes. It is a high overview of information such as sales, discounts, guest counts, 
shop charges or time clock entries.



The Scheduler Tab
Here you are able to create your employee work schedule and they will be able to view 
the information in the salon.

The Manager Tab
This tab is where you would manage your salon’s details such as your employees, 
customers, products, services, discounts and closeout information. Below the image is 
a breakdown of its many submenus.

Brands
This is the list of product brands that would be carried in the salon and within that brand 
is the list of products. 



Categories
This is a list of categories that your products would be listed under such as shampoo, 
conditioners, skin care etc.

Closeout
This gives you the ability to go back and look at the closeout information that was 
performed at the salon. You are also able to search by date and make corrections. 

Customer
Customer information can be accessed to create mailings, if you have a customer data 
base created.

Discounts
This allows you to add, delete or change your discount list, including expiration dates that 
will be reflected at the salon. 

Employee
This will give you the ability to add employees and employee information including 
pay rates, applied commission plans, positions and permissions. You can also make 
employees inactive if they no longer work for you. 

Opening
This feature can give owners the ability to edit previous opening till counts.

Packages
Creating a package will allow you to incorporate multiple services and / or products into 
a single package deal, with the price of your choice.

Paid Outs
This will give you the ability to search by date range for any paid outs that were done at 
the salon.

Price Groups
This is where you set up certain employees under different pricing based on their 
experience or what they do in your salon. 



Products
This gives you the ability to add new products, edit products, create product orders, and 
adjust, transfer or receive products. 

Resources
Resources can be set up and managed so that a customer can be booked to a particular 
chair or room rather than a stylist. 

Search Sales
With Search Sales, you can view all sales for the day. If there are discrepancies at 
closeout, this function gives you the ability to review each sale for a specific day or a 
specific filter. Note: Modifying tickets are done on the store side and not through Search 
Sales.

Series Sales
This can be set up to sell a number of services to a client at a reduced price or with a 
free service. 

Services
This allows you to add, delete or change your product list including price changes that 
will then be reflected at the salon. 

Store Groupings
This will allow you to group stores together.

Synchronize
This gives you the ability to sync over information from one store to another by copying 
services, discounts, discount restrictions, employees and products.  

Vendors
This allows you to set up vendor lists for the providers you do business with.



The Appointments Tab
This will allow you to track and review appointments at the store. Changes can only be 
made at the salon level as this interface is read only.

The Store Sync Tab
This menu gives you the ability to sync information from one store to another by copying 
services, discounts, discount restrictions, employees and products.  



The Store Setup Tab 
This sets up the POS to be customized to your needs so the payment methods, positions 
at the salon, payroll and commission plans, company information, the software settings 
and permissions that the employees have access to at the salon. Below the image is a 
breakdown of each submenu.

Company Info
This allows you to add your store information so when reports are printed they have 
correct contact information. Here you can also add your bank information to print a 
deposit slip and, if you are paying any royalty fee the  % you pay can be added here.

Internet Setup
This feature shows when the software has performed an upload or has communicated 
with iOffice and gives the IP address last used.

Owner Password
This enables you to change your owner password for one store or all of your locations.

Payment Methods
This is set up to allow the salon to pick how the client pays for their services.

Payroll/Bonus
This allows you to set up your payroll information based on how you will pay your 
employees. It also will allow you to pick your start dates for payroll and to set up any 
commission plans that you will be offering your employees.



Permissions
Allows you to set up each position with permissions in the software. It can be set to be 
open, password protected or no access at all. 

Pole Display
This allows you to add a greeting on the pole display and a note when the customer is 
checked out.

Positions
This allows you to set up what positions are being used at the salon and if they are 
production or non production positions.

Receipt Printer
This allows you to set ticket options to print or not to print add a footer to your customer 
receipt with your business name, address and phone number or any other information 
you wish to add. 

Software Settings
This allows you to set the POS up to reflect your business model. There are a number 
of items here that will allow you to have a customer database, how you track tips, ticket 
behavior and inventory adjustments. 

Store Setup
This allows you to put in the full address of the salon. This information also is reflected 
in the reports. You can also add your store hours of operation. This will work with the 
employee scheduler and the appointment book. There is also a generic release for 
chemicals. This can be changed to reflect your local and state regulations. 

Utilities
Allows you to merge multiple customers and check to see if your employee pay period 
is set up correctly.


