
2.Master Setup

h.Courses

• Click Add New 
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Step 1. Add New Courses 

• Select Department – Category* 
• Key In Course Name* 
• Key In Short Name*(Can be Diffrent with Course Name)
• Key In Charge*
• Key In Fixed Commission ( Follow Company Commission Scheme)

*Must Complete
• Tick Is Due Key In ( ) Month 
• Key In Sequence No 

SAMPLE:

Department – Category : Spa – Spa Experience 
Course Name:Spa Course 
Short Name : Spa Course
Charge : 1000
Is Due : Tick , Duration 12 month(s)
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Step 1.1 Add New Courses 

Key In Package Details (Customer Sign Course)
• Key In Package Charge *
• Key In Package Commission ( Follow Company Commission Scheme)
• Key In Course Quantity 
• Key In Course Service Quantity 
• Key In Product Quantity

*Must Complete
• Show : Tick 
• Click Save 
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Step 1.2 Add New Courses 

-After Click Save the next pages of the Spa Courses will auto load out.
-Scroll Down to find Course Branch

• Select Course Branch 
• Click Add 

* Selected Branch will has the same Course.
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Step 1.3 Add New Courses 

-Scroll Down to find    (Not Necessary)

• Key In Service Name* 
• Key In Value* 
• Select Type* 
• Select Extra Commission,Fixed Commission 
• Click Add 

*Must Complete
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Step 1.4 Add New Course

-Scroll Down to find 

• Select Department 
• Select Category 
• Select Service
• Key In Sales Comm(Follow Company Commission Scheme)
• Key Qty ( Quantity)
• Key In Duration
• Click Add

SAMPLE:

Department:SPA
Category:SPA EXPERIENCE 
Service:First Try Body Spa 
Sales Comm:10%
Duration : 12 month
Click Add
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Step 1.5 Add New Courses 

-Scroll Down to find 

• Select Category 
• Select Brand
• Select Product
• Key In Value 
• Key In Sales Comm ( Follow Company Commission Scheme )
• Key In Qty ( Quantity)
• Click Save 

SAMPLE:
Category : SPA EXPERIENCE PRODUCT
Brand : PEVONIA
Product:PEVONIA BOTANICA
Value:0
Sales Comm:0%
Qty:2
Click Save 
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Step 2. Edit Courses or Inactive Courses 

• Every Existing Courses can be editing or Inactive.

• Click on the   ( Pencil Logo) to make editing or to make the Courses Inactive.
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• After Edited or Inactive Service. 
• Click Save. Red Bar will be shown as below.

Step 3. Search Courses(Courses Filtering Option)

• Select Courses
• Select Department 
• Select Category 
• Select Status/Tick Display All 
• Click Select 
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*Selected Courses will be shown 
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