Welcome to Power Pet Sitter

This manual provides step by step details to help you set up your company on
Power Pet Sitter. Screen shots are provided to simplify the instructions.

NOTE:

Before you begin, please ensure that you are using the correct internet browser
for full functionality of Power Pet Sitter. If you are a PC user, Power Pet Sitter is
compatible with Internet Explorer 6 or 7 as well as Mozilla Firefox. If you are @
Mac user, Power Pet Sitter is compatible with Mozilla Firefox.

The following pages explain the steps to tailor each Tab to your company specifications.
Tabs are ORANGE when you work within them.

Business Tab — Customize your Power Pet Sitter account within this tab.
Users Tab — Manage your client and staff users within this tab.

Appts Tab — Search for appointments within this tab.

Recurring Tab — A list of all of your recurring appointments will appear in this screen.

CC Tab - Power Pet Sitter integrates with the payment gateway authorize.net to charge
credit cards.

Staff Schedule Tab — Review staff schedules individually or as a whole.

My Sched Tab (for staff) - When staff login under their unique usernames, they will be
prompted to enter a date range for which they would like to review their schedule.

Visits Tab — Use this tab to mark new visits as confirmed as well as to mark visits after they
have been completed.

QB Transaction Tab — Use the tab to search for tfransactions related to Quickbooks online.
Reports Tab — Use this fab to generate reports of your client, staff, and business data.

Olivia's Pet Care
We care for your pets in your home!

. - |
| Jsers | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout
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Business Tab - Customize your Power Pet Sitter account within this tab.

sers | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Pet Types
Set your business name, sddress, phone, website List the types of pets your business services.
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Time Blocks B

Define your timeblocks. At least one must be set before Define your services.

Custom Questions [ Policies |

Define custom questions. Set policies for setting and reviewing appointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too late.

Zip Codes

List the zip codes your business serves. Manage list of Veterinarians.

Price Changes Referral Choices

Change prices across the board. Manage list of referral choices a client can select.
How did the client hear out about your business?

Custom Client Properties Account Information

Create True/False properties for your clients. These can Activate your trial account or upgrade to a higher
be used in the Client Report Engine as s filter. package.

Add a surcharge for holidays and weekends.




Settings - Set your business name, address, phone, website address, and logo. Increase base
prices. Set QuickBooks login. Set maximum and minimum times for scheduling and

cancelling.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

 Setings ] Pet Types

Set your business name, address, phone, website List the types of pets your business services.

address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Define your timeblocks. At least one must be set before
adding Services.

Custom Questions 2

Company Profile — Enter information about your company, including business name, address,
phone numbers, and website addresses. This information will appear on your unique Power
Pet Sitter login page and in the banner at the top of the program when logged in.

*The Ending URL is the website address that a user will be directed to
once they log out of Power Pet Sitter.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

© Back to Business Page

Business Settings

<ompany Profile

Company Logo

Upload Company Logo:
Browse...

Company name: Olivia's Pet Care

Subtitie: We care for your pets in your home!

Address 1: 1234 Main Street

Address 2:

City: Atlanta
State: Georgia

Zip code: 30305
Phone Number: 770-570-1773

Homepage URL: http://www.powerpetsitter.com

Ending URL: http://www.powerpetsitter.com

Payment Options

Check the payment options your business accepts:

Cash Check PayPal
You can define which senices and add-ons are taxed by Wlvisa MasterCard
editing your senvices [7] American Express ["I piscover
Scheduling Restrictions [¥| Click here to only accept credit card payments
Minimum Time in Advance: If checked, appointments cannot be approved if client does not have a

Days: 2 ¥ Hours: 4 ~ Minutes: 0 ~ credit card on file.

Maximum Time in Advance:




Company Logo — Upload your company logo here. Your logo may be no more than 150
pixels in width, and 100 pixels in length.

Be sure that
your logo is
only 150 pixels
wide & 100
pixels long.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

© Back to Business Page

Business Settings

Edit your business settings

Company Profile Company Logo

Upload Company Logo:

Company name: Olivia's Pet Care

Browse...

Subtitle: We care for your pets in your home!
Address 1: 1234 Main Street
Address 2:
City: Atlanta
State: Georgia
Zip code: 30305

Phone Number: 770-570-1773
Homepage URL: http://www.powerpetsitter.com

Ending URL: http://www.powerpetsitter.com

Sales Tax - If you live in an area where sales tax is charged on services, this is where you will
designate the applicable sales tax amount. You can define which services and add-ons are
to be charged tax by editing your services.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

© Back to Business Page

Business Settings

Edit your business settings

Company Profile Company Logo

Company name: Olivia's Pet Care Upload Company Logo:

. i !
Subtitie: We care for your pets in your home! Upload

Address 1: 1234 Main Street

Address 2:
City: Atlanta
State: Georgia v

Zip code: 30305
Phone Number: 770-570-1773

Ending URL: http://www.powerpetsitter.com

e payment options your business accepts:
Check PayPal
MasterCard

sales Tax: 0 %

You can define which serices and add-ons are taxed by

editing your services [ piscover




Payment Options — Indicate which payment options your business accepts. Payment options
that you select here will appear in the client profile. You will assign a payment method for
each individual client within their profile from the selections you make here. If you wish for
your business to only accept credit card payments, you will need to check the box “Click
here to only accept credit card payments”. You may make this selection and still accept
other forms of payments from individual clients by moving them from the Clients box, to the
Override box.

Sales Tax Payment Options
Check the payment options your business accepts:
Cash Check PayPal
Visa MasterCard

D American Express D Discover

sales Tax: 0 %

You can define which senices and add-ons are taxed
editing your semices

Scheduling Restrictions

Minimum Time in Advance: If checked, appointments cannot be approved if client does not have a
Days: 2 v Hours: 4 ~ Minutes: 0 ~ credit card on file.
Maximum Time in Advance:

Click here to only accept credit card payments

You may accept other forms of payment from individual clients by moving

Months: 12 ~ Days: v them to the Override box:
Minimum Cancellation Period: Clients Override
Days: 2 v Hours: 0 ~ Minutes: 0 ~ Hillman, David Fontaine, Alex
McCray, Kristen Johnson, Hillary
" Rowen, Mia Meyers, Daniella
Email Tag Tell, Jessica
This allows you to add an image to the end of any email sent out Williams, Robert
by the system from your business. You may, at your option, also \olf, Jessica
define a website to send the user to if the recipient clicks the
image.
The image is not uploaded to the system; instead you provide the Select A _ et All

path to where the image exists.

If you decide to only accept credit cards, the
client will be required to have a credit card on
file in their profile. You will not be able to
approve an appointment for a client that does
not have a credit card on file if you have chosen
to only accept credit card payments. This is not
applicable to those clients whom you have
moved to the override box.



Scheduling Restrictions — Set a minimum & maximum time in advance you wish to allow your
clients to schedule an appointment. You may also set a minimum cancellation period here.
A client will not be allowed to schedule or cancel an appointment within these established
time frames. Boxes with custom messages for each of these restrictions will appear if a client
attempts to book or cancel within these time periods. Custom messages will be established
in the Policies screen under the Business tab.

Ending URL: http://www._powerpetsitter.com

O T T Y |

sales Tax: 0 Check the pi ~otions yor
[V cash I chec
You can define which services and add-ons are taxed by Vlvisa

editing your senicg

y

Scheduling Restrictions

Minimum Time in Advance:

(] American Expi These restrictions are
only for the client.
Appointments can be
o) scheduled and cancelled
You may within these time
e periods, but only by an
administrator or other
staff with administrative

Days: 2 ¥ Hours: 4 ~ Minutes: 0 ~
Maximum Time in Advance:
Months: 12 v Days: v

Minimum Cancellation Period:

Days: 2 v Hours: 0 v Minutes: 0 ~

Email Tag Teu. privileges.
W
by the sy from your b &
define a website to send the user to if the recipig
Q N ]
The image IS geystem; instead you provide the o m
path to where the image exists. m ‘

URL to image:

[ Enable Quict o0ks

Website to go to when image is clicked:
User: I Password: I

http://

|scellaneous Options i

When emailing confirmations to staff, show staff rate

Virtual Terminal ID: W§1149273 Gateway M_| Key




Email Tag -- The email tag allows you to add a picture to the end of any email sent out by
Power Pet Sitter as an agent of your business. You will first enter a URL to the image. The
image will NOT be uploaded; instead the URL address is a path which leads to the location
of the image. If you choose, you may also set here a website for the email recipient to be
directed to if they click on the image at the bottom of the generated email.

Days: 2 v Hours: 0 ¥ Minutes: 0 ~ Hillman, David Fontaine, Alex

McCray, Kristen Johnson, Hillary

Meyers, Daniella

Email Tag

This allows you to add an image to the end of any email sent out illiams, Robert
by the system from your business. You may, at your option, also i
define a website to send the user to if the recipient clicks the

image.

The image is not uploaded to the system; instead you provide the
path to where the image exists.

URL to image:

httpii Q lickBooks Login

nable QuickBooks

: I— Password: I—

Website to go to when image is clicked:
http://

Miscellaneous Options .

Virtual Terminal ID: Ws'n 149273 Gateway M_Key:m"(?EsETr6

Sitter nightly emails beginning to be sent 3~ day(s) in Note:
advance

When emailing confirmations to staff, show staff rate

When logged into Sage you find this under the help tab, then under
Country: USA ~ technical support. Copy and paste your Virtual terminal ID and
Gateway_M key.

Use Sage Processing instead of Authorize.net

© Back to Business Page

©2009 PowerPetSitter.com. All rights reserved




Miscellaneous Options —

1. If you would like for your sitters to see their pay rate within confirmation
emails they receive, check this first box indicating such.

*NOTE: Only pay rates for the individual sitter receiving the email will
appear. Other sitter rates will be blank within the email if more than
one sitter is scheduled during the same appointment.

2. Every night, each active sitter will receive their schedule for the
upcoming days via an email generated by the system. You will set here
how many upcoming days of their schedule will appear in each email. For
example, if you would like for a sitter to receive their schedule for the next
2 days, you will select 2 and each night, the sitters will receive an email
with their schedule for the next day and the following day.

3. To complete the miscellaneous options, please select which country
you are operating your business from. Appropriate wording, date
formatting and the £ sign will be applied in the UK version.

v

Days: 2

© Back to Business Page

Hours: 0 ¥ Minutes: 0 ~ Hillman, David aine, Al

I
McCray, Kris*en n, B
-

" Rowen, Mia
Email Tag Tell, Jessica

This allows you to add an image to the end of any email sent out Williams, Rob
by the system from your business. You may, at your option, also Wolf, Jessica
define a website to send the user to if the recipient clicks the
image.
*NOTE: Only pay rates
The image is not uploaded to the system; instead you provide the alectl . . o .
path to where the image exists. for the individual sitter
URL to image: receiving the en?all will
httpal & appear. Other sitter
[J Enable & rates will be blank
Website to go to when image is clicked: esy o oy o
sttpal user:| within the email if more
, . than one sitter is
Miscellaneous Options N
: ¥ scheduled during the
When emailing confirmations to staff, show staff rate .
Virtual . same appomtment. .
Sitter nightly emails beginning to be sent 3~ day(s) in Note:
advance
Wher tab, der
Country: USA ~ tect ninal ID ai.
G
Use Sage Proce dofA. ze.net

©2009 PowerPetSitter.com. All rights reserved



Quickbooks Login — Power Pet Sitter infegrates with Quickbooks Online. If you choose o
have a Quickbooks Online account and wish to integrate it with Power Pet Sitter, please
contact Power Pet Sitter staff to link the programs. For information about Quickbooks Online
programs please follow the Quickbooks links found at the bottom of the pricing page for
Power Pet Sitter, www.powerpetsitter.com/pricing.aspx .

Days: 2 ~ Hours: 0 v Minutes: 0 ~ Hillman, David Fontaine, Alex
McCray, Kristen Johnson, Hillary

2 Rowen, Mia Meyers, Daniella
Email Tag Tell, Jessica

This allows you to add an image to the end of any email sent out Williams, Robert
by the system from your business. You may, at your option, also Wolf, Jessica
define a website to send the user to if the recipient clicks the
image.

The image is not uploaded to the system; instead you provide the m m
path to where the image exists.

po

URL to image: :
http:il QuickBooks Login
D Enable QuickBooks
Website to go to when image is clicked:
User: I Password: I

http://

Payment Gateway - Power Pet Sitter can charge credit card payments for client invoices. If
you would like to be able to charge credit cards through the Power Pet Sitter program, you
will need to apply for a merchant account. The merchant company must use the payment
gateway authorize.net for this feature to function within Power Pet Sitter. You will enter your
ID and Trans Key here to process credit card payments once your merchant account is
established.

*Power Pet Sitter uses and recommends the merchant company e-online data for this
process. For more information regarding pricing and fees for e-online data follow this
link, www.e-onlinedata.com/powerpetsitter.

URL to image: -
httpa/ QuickBooks Login
D Enable QuickBooks
Website to go to when image is clicked:
User: I Password: I
http://

Miscellaneous Options

Payment Gateway

Login ID: I Trans Key:l

D;Use Sage Processing instead of Authorize.nef

When emailing confirmations to staff, show staff rate

Sitter nightly emails beginning to be sent 3~ day(s) in
advance

Country: USA ~

© Back to Business Page
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Pet Types — Create a list of the types of pets your business services.

Enter the type of pet and click the “Add"” button. The pet types that you generate here will
appear in a drop down menu within the pet information area of the pet profile for selection.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

List the types of pets your business servicey

‘ Set your busi name, add phone, websi
. address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Define your timeblocks. At least one must be set before
adding Services.

Define your services.

0

"
Define custom questions. % Set policies for setting and reviewing sppointments,
confirmsation and cancellation emasils, and policies for
attempts to schedule or cancel too Iate.

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Pet Types

Manage the types of pets your business serves using the form below.

11



Time Blocks — Define your time blocks in this screen.

Indicate a ftitle for the tfime block and establish the time frame. Select “Save” to save each
new time block you enter. Please note time blocks should not overlap each other. When
establishing your services, you will assign time blocks to each service. These time blocks will
also appear at the top of the scheduling screen.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans Panarts

e *If you would like to enter a time
/.\‘ aairess, and loge. Inerease base prices. Set QuickBosis block for an overnight, enter the start
4 login. Set maximum and minimum times for

scheduling and cancelling.

time you need - for the ending time,

use 11 and *59. This will

communicate to the system that it is

an overnight. The time block will then

be established to run from the start

g 54 time entered until 6:00 am
automatically

Define your timeblodks. At least one must be set befor
adding Services.

Olivia's Pet Care
We care for your pets in your home! .

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports . Hello Olivia | Logout

Time blocks should not overlap each other.

Title Start Time End Time °

O am. @ am.
v v B v v -
O p.m. Dpm.

* Use 11:59pm to represent Overnight

[C]  Midday Visit 10:00 AM - 2:00 PM Edit

[C]  Evening Visit 5:00 PM - 8:00 PM

m
(=N
=

[]  Overnights 9:00 PM - 6:00 AM

m
Q.
=

12



Services —Add new services by selecting the “New Service"” button.

"
ﬁ v ring | CC | Stafig@fhed. | Visits | QB Trans. | Reports Hello Olivia | &

AR 5

List the types of pets your business services.

At least one time block d

must be defined before

. . A
you begin entering ‘
services.
l \ @ t polieig for setting and !eviewir{g appointq»gns.

confirmation and cancellation emails, and policies for

attempts to schedule or cancel too late.

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | Qff rans. | Reports Hellg ¥ | Logout

Services
[ NewService |

Move Move
Up Down i ic ime Blocks

Sl o s

Move Holiday  Apply

Price Pn Surcharge Discount Private Inactive Taxable Time Blocks

G & T R S

Expand Add-Ons Description: Our sitters walk, and feed your pets in the middle of the day

13



1. Enter a title for your service and assign a system price to the service.

*You may override this service price for individual clients within their profile.
You may also perform a price override for an individual appointment
within the appointment management screen. Any new or regular clients
without a service price override in their profile will be charged this system
service price when they schedule this service.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

oliday Apply

Price Burcharge Discou Private active Taxable Time Blocks
[l | |

Hint: To allow all time
blocks, select none. Select

Add'l Pet
Price
- SRS
$ $ ] [l O] Morning Visit
Midday Visit |E
acay vist =] (LRI
Evening Visit ~

Description

-~

|/ MomingPetSt S0 S000  Yes  Yes  No | No | Yes Memmgver

Description: In home pet sitting in the morning

Move Move Add'l Pet  Holiday Apply
Title Price Price Surcharge Discount Private Inactive Taxable Time Blocks

0 DayogWak 2100

Description: Our sitters walk, and feed your pets in the middle of the day

2. Enter a charge for additional pets for the service, if applicable.

3. Marking a service as “private” will make it such that only administrators will see
the service as available to schedule when scheduling an appointment. A
private service will not be available to clients when they are logged in and
scheduling an appointment for themselves.

14



Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Services

Add'l Pet  Holiday Apply
Title Price Price Surcharge Discount Private Inactive Taxable Time Blocks
Hint: To allow all time
blocks, select none. Select
the ctrl-key.
$ $ Ol [ [l [l Ol Morning Visit »

Midday Visit = Cancel
acay Vst 2] (EEEED
Evening Visit ~

Description

| ) MomngPetSt SN0 S0 Yes  Yes

Description: In home pet sitting in the morning

4. Make a service inactive to remove it from the scheduling page. You
may “EDIT” the service at any time to make it active again.

*NOTE - once a service has been established, and that service has been
scheduled in an appointment - even ONE appointment (even if you are just
testing the system and the appointment is cancelled) - you will no longer have
the option to delete this service. You will be able to inactivate the service to
remove it from the scheduling screen, but will not be able to permanently
remove the service from the service list here under the Business setup area. An
option around this is to “EDIT” an unwanted service. You can make any changes
that you like to the service to create a new service reflecting your needs.

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Services

Add'l
Move Move Pet  Holiday Apply
Price  Price ge Di: tive Taxable Time Blo

Down Title Private |

Expand Add-Ons Description: In home pet sitting in the morning

Add'l
Move Move Pet Holiday Apply
i i Taxable Time Blocks

Up Down Title Price  Price ge D t Private Inacti

Expand Add-Ons Description: Our sitters walk, and feed your pets in the middle of the day

15



| Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Services

Add'l| Pet Holiday Apply
Title Price Price Surcharge Discount Private Inactive Taxabl

Time Blocks
Hint: To allow all time
blocks, select none. Select
the ctri-key.
Morning Visit »
Midday Visit \5”|
Dinner m
Evening Visit ~

Description

|V MomngPetSt SN0 S000  Yes  Yes Mo Mo |

Description: In home pet sitting in the morning

5. Check the taxable box for services that you want to add sales tax to. Set the sales
tax amount under the Business — Settings screen.

6. Assign time blocks during which you want to offer the service. If you select no time
blocks, then all of the fime blocks will appear as options for this service. To select 2 or
more time blocks, hold “ctrl” key down while making your selections. When this service
is selected during the scheduling of an appointment, if more than one time block is
assigned to the service, the scheduler will be prompted to indicate which fime block
they wish the service to be performed within.

16



7. Add a description of your service. This description will appear when a mouse is held over
the "More Info" wording in the scheduling page. Click the “Save” button when you are
finished defining the service.

Schedule an Appointment

Client: Alex Fontaine

Select schedule for 1/15/2010 (Friday)

L Time Blocks

Morning Visit: 6:00 AM-10:00 AM
Midday Visit: 10:00 AM- 2:00 PM

Dinner: 3:00 PM- 4:00 PM
Evening Visit: 5:00 PM- 8:00 PM

Late Evening: 8:30 PM-10:00 PM
Overnights: 9:00 PM- 6:00 AM

What services are you interested in?

[C] Morning Pet Sit ($23.0(
[C] Daily Dog Walk ($23.00
[C] Evening Pet Sit ($23.00) More Info

Daily Dog Walk

Qur sitters walk, and feed your
pets in the middle of the day

8. Use the “Up” and “Down’” orange arrows to the left of the services to place them in an
order you wish for them to appear in the scheduling screen.

Olivia's Pet Care
We care for your pets in your hc

Users | Appts | Recurring | CC | Staff Sched. | Visits | @ . | Reports Hello Olivia | Logout

Services
[ WowService |

Move Pet  Holiday Apply
Up Price  Price Surcharge Discount Privat active Taxable Time Blocks

= P e e el Yoo e ks

d'l
Move Move et Holiday

Up Down Title rice Surcl
( Emniiaons T

ant Private Inactive Taxable Time Blocks

e o

d feed your pets in the middle of the day




9. You can include an Add-on to a service by clicking the “Expand Add Ons” button below
the service to which you want the Add-on to be offered. Name the Add-on service, and
assign prices. If you choose Pet Specific, the individual will be prompted to indicate which of
their pets will receive the Add-on service. You also have the capability of inactivating an
Add-on as well as charging sales tax if applicable. Include a description of the Add-on
which will also appear when the mouse is held over "More Info" wording beside the Add-on.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout
Services
Move Add'l Pet Holiday Apply

Price Discount Private Inactive Taxable Time Blocks

aved 02770 A2

Add'l Pet Holiday Apply
Price Pet-Specific Surcharge Discount

D YT T IS R K AP T

Description: we stay in your home for 15 more minutes for only $8

T I T 2 I N T

Price Inactive Taxable

Description:

Move Move Add'l Pet Holiday Apply
Up Price Price Surcharge Discount Private Inactive Taxable Time Blocks

T eawoewa i mewve e e e Mo weve G oo
B(pand Add*Ons Description: Our sitters walk, and feed your pets in the middle of the day

18




Custom Questions — Define questions that are unique to your business.

Users | Appts | Recurring | CC | Staff Sched. | Visits

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Define your timeblodks. At least one must be set before
adding Services.

N

Custom Questions
Define custom questions.

«

Zip Codes

List the zip codes your business serves.

Price Changes

Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as a filter.

L

2 O

Add a surcharge for holidays and weekends.

QB Trans.

Reports Hello Olivia | Logout

Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing sppointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too Iste.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.

Click the “Add new question” button, and enter your unique question.

Olivia's Pet Care
We care for your pets in your home!

==~ 1 CC | Staff Sched. | Visits

Add new question ]

Question
— s vomputer to check our

F

schedules

QB Trans.

Service

beie | B0 | £

Do you have a credit card on file with your Vet Client-based

©2009 PowerPetSitter.com. All rights reserved

Reports Hello Olivia | Logout




To the right of the entered question, choose to make the question client-based or service-
based.

v' Client-based questions will appear in the client’s profile and af the bottom of the
printed client information page.

v A service-based question will be a question specific to the service you indicate. Any
time the specified service is scheduled, the scheduler will be prompted to answer the
question related to the service before completing the scheduling. This service-based
question will also appear at the bottom of the printed client information page but only
after the client has scheduled the related service.

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | - w V — ‘I

Be sure to

Question Service
- If this question is not specific to SAVE .your 4'
a Senvice, choose Client-based. questions.
Client-based v

Your answers:
D {*) answer requires user to enter

more information
Save

t
g

0 il
LY y G u

| »1]1 | “/ Do you have a credit card on file with your Vet Client-t

‘° Client will type in a free-form answer

\ ! Client will choose from your list of answers —->

After inputting the question, decide if you would rather your client input a free-form answer
of if you would prefer them to make a selection from a drop down box. If you would like for
them to make a selection from a drop down box, develop the list in the "Your answers" area.
Type an applicable option, and click the + sign. Your answers will appear in a list. Mark the *
box when inputting an option, if you would like your client to be prompted to enter more
information in a text box when making this selection from the drop down menu you created.

Use the UP and DOWN orange arrows to the left of
the questions to place them in the order you wish
for them to appear during their application.

20



Policies - Manage your business policies.

Users | Appts | Recurring | CC | Staff Sched.

Set your business name, sddress, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Time Blocks
Define your timeblocks. At least one must be set before

g

©
5
B

Custom Questions
Define custom questions.

Zip Codes

List the zip codes your business serves.

Price Changes
Change prices across the board.

Custom Client Properties

- Create True/False properties for your clients. These can
be used in the Client Report Engine as s filter.

Add a surcharge for holidays and weekends.

B

Visits

21

QB Trans. | Reports Hello Olivia | Logout
Pet Types

List the types of pets your business services.

Define your services.

Set policies for setting and reviewing appointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too late.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.




A list of areas where a policy will appear is shown on the left side of the screen. Select one of
these areas, and enter the policy in the box to the right. The exact place where this policy
will appear will be described above the box. Be sure to click the “Save” button after entering
each policy.

Olivia's Pet Care
We care forvovsaatmmmns homel!

bts | Recurring | CC | Staff Sched. | Visits | OB Hello Olivia | Logout

Please select the dates of service. Then = ~t th

@ Setting Appointment
= service you need.|

() Reviewing Appointment
Be sure to click
the “SAVE”
button after
entering each

Click Save after editing each inw. policy.

-4
The final option of the policy list is where you will input the policy agreement for your
business. Each new client registering for the first fime will be required to read the policy
agreement and check a box indicating that they agree to the policy before they can
complete the registration process. The policy agreement will appear at the bottom of every
client profile when the customer is logged. There will be a link, "Click here to read our Policy
Agreement", for clients to review your agreement at any tfime. Once this link has been

activated, a text box containing the policy will appear. Above the box will be a link for the
customer to print the agreement if they desire.

() cancellation Email
() Confirmation Email
() Too Late To Cancel

() Too Early/Late to Schedule

) Home page

® Policy Agreement

22



For those current clients who have not read the policy, a document icon will appear at the
top of the client profile and beside a scheduled appointment in the Appointment Tab
indicating to you that they have not read the policy. Once the client logs in, activates the
policy link, and reads the policy, the icon will disappear letting you know they have read the
agreement.

Busin ss App. 3 | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

--- Other Client Actions - -
m View myPets

Client ID:

Start Date: 9/
* = Required field

Username must be unique such as your email address.

i % First Name: Kristen
% Username: Kristenmccray

| - % Last Name: McCray
% Email: kmccray@hotmail.com ast lame

Alternate Name:

Password must be between 6 and 50 characters.
Spouse/Other:

New Password:

Confirm Password:

Olivia's Pet Care
We care for your pets in your home!

Business sers Recu ring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

N .
Search Tor Appointments

Status: Unapproved v

Date range: 1550000 S
(format: mm/dd/yyyy) 12212009 @ to 1/23/2011 @ W
Appointment #:

Client ID# Appointment Name Status Start Date Manage Summary

Fontaine, Alex 340364 Trip to the zoo Unapproved 1/23/2010 Manage Summary

, Kristen 340363 Miami Unapproved 2/15/2010 Manage Summary

©2009 PowerPetSitter.com. All rights reserved

23



Zip Codes - Enter a list of zip codes that your business services.

Users | Appts | Recurring | CC | Staff Sched.

N

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Time Blocks

Define your timeblodks. At least one must be set before
adding Services.

Custom Questions

Define custom questions.

List the zip codes your business serves.

Visits

«

Price Changes

Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as a filter.

Add a surcharge for holidays and weekends.

24
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QB Trans.

Reports

Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing sppointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too Iste.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.

Hello Olivia | Logout




You may enter zip codes individually here, or search for zip codes by city and state and
choose from the generated list of zip codes related to the city you searched. Individuals
registering themselves will first be prompted to input a zip code. If they input a zip code that
is not indicated in this list, they will receive a message that your business is not currently
servicing their area, so be sure to include them alll

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

30080

O

Ol

30082

O

30302

O

30304

30306

‘lmqmimlm

‘i‘

*Your staff will have the ability within their staff
profile to select from this list of generated zip codes.
—— Staff will choose zip codes that they are willing or
available to perform a visit within. When a client
books an appointment, a list of available sitters who
have selected the client’s zip code as one within which
they are willing to service, will appear for the
administrator to assign a sitter.
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Veterinarians — Generate a list of veterinarians within your area.

Users | Appts | Recurring | CC | Staff Sched.

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

N

Time Blocks

Define your timeblodks. At least one must be set before
adding Services.

«

Custom Questions
Define custom questions.

Zip Codes

List the zip codes your business serves.

Price Changes
Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as a filter.

Add a surcharge for holidays and weekends.

Visits

26

QB Trans.

Reports

Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing sppointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too Iste.

@
)\
s

Veterinarians
Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.

Hello Olivia | Logout




You may enter the veterinarians yourself, or this list will automatically populate anytime a
client enters information for a new vet for their pet. The veterinarians in this list will appearin a
drop down menu for selection within a client’s pet information area of the client profile.

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Veterinarians

Manage your Veterinarians.

You may also run a report of clients by veterinarian under the Re

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | Q Trans. Hello Oli ogout

Reports

Audit Reports
Revenue Reports

@ Activity Log

@ New Client Revenue

Q Charges and Refunds
Q Adjusted Revenue
@ Credit Balances Report

o Quickbooks Credit Card Customer © Revenue by Zip

Appointments

Client Reports

@ Clients by Veterinarian

@ Client Report Engine




Price Changes - Make a price change (increase or decrease) across the board with this

screen.

Users | Appts | Recurring | CC | Staff Sched.

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Time Blocks

Define your timeblodks. At least one must be set before
adding Services.

N

Custom Questions
Define custom questions.

«

e

Zip Codes

List the zip codes your business serves.

Price Changes
Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as a filter.

Add a surcharge for holidays and weekends.

Visits

28

QB Trans.

Reports

Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing sppointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too Iste.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.

Hello Olivia | Logout




Simply answer the questions and click the “Change Prices” button.

Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Change Prices

Is this a price INCREASE or DECREASE? @) Increase () Decrease
Will this apply to BASE PRICES, SAVED CLIENT PRICES, or BOTH? () Base () Client @ Both
Will this apply to BASE SERVICES AND ADD-ONS or BASE SERVICES ONLY? @ Base Services and Add-Ons () Base Services only

Will this apply to BASE PRICES AND ADDITIONAL PET PRICES or BASE PRICES ONLY @ Base and Additional Pet Prices (_) Base Prices only

Do you want free base services and add-ons to remain free? (S0) D Yes

Will this apply to CLIENT SERVICES AND ADD-ONS or CLIENT SERVICES ONLY? @ Client Services and Add-Ons () Client Services only
Will this apply to CLIENT PRICES AND ADDITIONAL PET PRICES or CLIENT PRICES ONLY @) client and Additional Prices () Client Prices only

Do you want free client services and add-ons to remain free? (S0) D Yes

Are you increasing by a DOLLAR amount or a PERCENTAGE? @ currency () Percentage

vvhat is the amount?

Change Prices

©2009 PowerPetSitter.com. All rights reserved

29



Referral Choices — Generate a list of ways that your client has learned about your business.

Users | Appts | Recurring | CC | Staff Sched. | Visits

N

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Time Blocks

Define your timeblodks. At least one must be set before
adding Services.

«

Custom Questions
Define custom questions.

L VAW

Zip Codes

List the zip codes your business serves.

Price Changes
Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as a filter.

Add a surcharge for holidays and weekends.

QB Trans.

Reports

Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing sppointments,

confirmation and cancellation emails, and policies for
attempts to schedule or cancel too Iste.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.

This list will appear within each client’s profile in a drop down menu.

How did you hear about us?

Atlanta Magazine

Google

Apartment Complex
Post Card
Business Card

Internet
Car Logo
Newspaper Ad

. all us first «
emergency work if necessary to

prevent damage, and we will be
responsible for full payment of such

30

Credit Balance

Balance: $ 0

Staff Assignments

Hello Olivia | Logout




To generate this list, click the “Add Item” button. A new choice will appear as “Double click
to edit”.

Olivia's Pet Care
We care for your pets in your home!

Business | Users Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Referral Choices

Check checkbox to enable Free Text detail response.
Drag and drop to reorder list items. Double click to edit.
Only three levels of child items are allowed.

[ Google This list may be
-[¥] Apartment Complex updated as you add
-] Post Card additional advertising
-] Business Card methods.

-] Atlanta Magazine
-[¥] Internet
-[_] Car Logo

Select the checkbox in front of the referral choice if you would like for more specific
information regarding this referral option to be entered. For example, if you have
“Veterinarian” as a choice, you may want to know the name of the veterinarian.
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To alphabetize the list of Referral Choices, select one of the choices and click “Sort”. If you
do not select one of the choices, you will receive an error message:

Windows Internet Explorer

g h Please select a node within the collection you wish to sort

Within the Reports tab you will be able to generate a list of clients using these referrals as a
filter.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Reports

Audit Reports
Revenue Reports

@ Activity Log
(< Charges and Refunds

© New Client Revenue

Q Adjusted Revenue

@ Credit Balances Report
(< Quickbooks Credit Card Customer © Revenue by Zip Codes
Appointments

Client Reports
Staff Reports

© Clients by Veterinarian

-

Q Payroll Report

© staff Report Engine
© Referral Report

32



Custom Client Properties — Create a list of frue/false statements which will appear within the
client profile.

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Set your business name, address, phone, website
address, and logo. Increase base prices. Set QuickBooks
login. Set maximum and minimum times for
scheduling and cancelling.

Define your timeblocks. At least one must be set before
adding Services.

Custom Questions

Define custom questions.

Zip Codes

List the zip codes your business serves.

Price Changes

Change prices across the board.

Custom Client Properties

Create True/False properties for your clients. These can
be used in the Client Report Engine as s filter.

Add a surcharge for holidays and weekends.

33
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Pet Types
List the types of pets your business services.

Define your services.

Set policies for setting and reviewing appointments,
confirmation and cancellation emails, and policies for
attempts to schedule or cancel too late.

Manage list of Veterinarians.

Referral Choices

Manage list of referral choices a client can select.
How did the client hear out about your business?

Account Information

Activate your trial account or upgrade to a higher
package.




Olivia's Pet Care
We care for your pets in your home!

Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Client Properties

Create custom true/false properties for your clients.

- 2KeysomFile

Candace

- Catherine

Has read and agrees to contract

~ Shammon

Take out trash

In the client’s profile, you will have the option of selecting this property as true with a check
mark:

Alarm Information Payment Method

Location: By Front Door % Type: Cash or check ~
Arm: 11112

Client Properties

Disarm: 11111
2 Keys on File

Password: Candace
Company: Catherine
Company Phone: Has read and agrees to contract
Shannon
Take out trash

34



You can run a client report using these properties as a filter under the Reports tab.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Reports

Audit Reports

Revenue Reports
@ Activity Log

© New Client Revenue
(< Charges and Refunds

Q Adjusted Revenue

@ Credit Balances Report
(< Quickbooks Credit Card Customer © Revenue by Zip Codes
Appointments

Client Reports
Staff Reports

© Clients by Veterinarian
Q Payroll Report

& Client Report Engine °
Staff Report Engine
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Account Information —Activate or upgrade your account.

For packages and pricing information please follow this link ...
http://www.powerpetsitter.com/pet-sitting-software-pricing/.

Once you have selected a package, you will enter your billing address and credit card
information. You may upgrade or downgrade your package at any time. You may upgrade
directly from this account information screen. To downgrade, please contact the office staff
for assistance. There is no penalty for downgrading your account. You may also cancel your
account at any time - there is no contract. We bill on a month to month basis, and if
cancelling service, you will be charged for the current month, but none after that. We offer a

20% discount if you would like to prepay for the year.

Your current package is: Power Pet Sitter Base

See package details

For more than 30 sitters, please call 888-755-7581

Company Name:
Address 1:
Address 2:
City:

State: v
Zip code:
Name on card:

Credit card number:

36

Please enter your billing address and credit card information-

ess | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Package # of Sitters Price
- Power Pet Sitter Plus 6-10 $80.00 / Month *
O Power Pet Sitter Power User 11-20 $140.00 / Month *
O Power Pet Sitter Power User Plus 21-30 $190.00 / Month *

When selecting a
package, please keep
in mind that the
ADMIN user does
count toward your
total number of users.




Holidays — Apply a surcharge to holidays and/or weekends.

Holiday/Weekend surcharges will show in the appointment total in the manage screen as
Holiday/Weekend Surcharges. In the summary page, you will see the surcharges appear
listed below the services as it applies to each service. You will also see the surcharge on the
staff schedule listed below the applicable services. Be sure to indicate in the sitter profile, the

percentage of the surcharge rates that they will receive.

Business | Users | Appts | Recurring | CC | Staff Sched. =

Do NOT include $ or %
signs when you enter

AMOUNT.
Holidays
Weekends: ("] Every saturday @ Dollar () Percent Amount: 5 m
For Dollar, amount applies to multiple D Apply Discounts to
y
visits on the same day Weekend Surcharge
("] Every sunday @ Dollar ) Percent Amount: Save
D For Dollar, amount applies to multiple D Apply Discounts to
visits on the same day Weekend Surcharge
i . Date: - 5
Holidays: (format: mmddiyyyy) @ () Dollar @ Percent Amount:

Description: D For Dollar, amount applies to multiple

visits on the same day

D Apply Discounts to Holiday Surcharge

$ Every  Apply

Date Amount Pct? Visit? Discount? Description Active? Edit
n———-—*——

] 4/27/2009 50.00 True False False Holiday demo test True dit

To set up Weekend Surcharges...

v' Check for the surcharge to apply to Saturday and/or Sunday.

v Select if this surcharge will be a dollar or percentage amount.

v If you would like for the dollar surcharge to apply to multiple visits scheduled by the
client on the weekend day, place a check in the box "For Dollar, amount applies to
multiple visits on the same day".

v Input in the text box the amount (either dollar or percentage) of the weekend
surcharge. You do not need to include $ or % signs.
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To set up Weekend Surcharges continued...

v

v

Check the "Apply discounts" box if you would like for client discounts to also apply to
the weekend surcharge.
Click the Save button.

To edit the weekend surcharges, simply make the applicable changes, and click the save
button.

For Holiday Surcharges...

ANANENEN

<\

Enter the date of the upcoming holiday.

Input a brief description of the holiday.

Select if the surcharge will be a dollar or percentage amount.

If you would like for the dollar surcharge to apply to multiple visits scheduled by the
client on the specified day, place a check in the box "For Dollar, amount applies to
multiple visits on the same day".

Check the "Apply discounts" box if you would like for client discounts to also apply to
the holiday surcharge.

Input in the text box the amount (either dollar or percentage) of the holiday
surcharge. You do not need to include $ or % signs.

Click the Save button, and the holidays will appear in a list below.

In reviewing the holiday, you will see...

ANANENEN

ANANEN

the date

the amount (percentage or dollar value)

pcte - (percent) true if the surcharge is a percent, false if not a percent

$ every visite - frue if you marked the "For Dollar, amount applies to mulfiple visits on the
same day" box, false if you did not

Apply discount? - true if you marked the "Apply Discount” box, false if you did not
Description of the holiday

Active? - frue if the surcharge is active and will be applied, false if not

Edit - click the edit button to make a change to the holiday surcharge. Be sure to save the
changes you makel
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Users Tab - Manage your client and staff users.

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Manage Users

Manage your client and staff users.

Add new user: @ client () Shﬁm

Export to Excel: @) cjient () staff -
Client  ~
@) Active only () Inactive only () Both

Export
Search by: @ ciient ) staft  Client - m

©2009 PowerPetSitter.com. All rights reserved.

Add new user: Add new client or staff users here. In some cases, your clients will create their
own profiles.

Select to add a new client or new staff and click the “Add" button. You will then be routed
to a blank client or staff profile for completion.
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_ ... Fill'in this blank client profile with the applicable information. Required
fields are indicated with a red *.

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

* = Required field

Username must be unique such as your email address.

* First Name:
* Username:

% Last Name:
* Email:

Alternate Name:
* Confirm Email:

Spouse/Other:
P. d must be bety 6 and 50 characters.

* Password:

* Confirm Password:

Admin Note (only shown to admin and selected staff)

-

Custom items, (items that you set up to meet your business needs in the Business tab), within
the client profile will be ...

“Payment Method” (found under Business - Settings - Payment Options)
“Client Properties” (found under Business — Custom Client Properties)
“How did you hear about us” (found under Business — Referral Choices)
“Partner Discount” (found under Business — Discount Codes)

“Questions” (found under Business — Custom Questions)

All other areas within the client profile are standard within the program.
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Login Information -

1. Establish a unique Username for your new client. You may not have duplicate
usernames within your account.

2. You must enter an email and confirm that email for your clients. If you have a client
who does not have an email address, you may make up a fake email fo enter here.

3. Establish a password for your client.

*Once a profile has been saved, the password box will be blank. You may reset
a password at any time by entering in a new password, confirming this
password, and clicking “Save” to save the change.

Admin Note — Enter administrative notes relevant to this client. This information will only be
seen by the administrator and selected staff. Administrative notes will appear in the client
profile, and within the appointment manage screen.

*In each staff profile you will assign administrative permissions. Those staff with
permissions to “Approve Appointments” and “Edit client information” will see
these admin notes.

Payment Method - Select the payment method for this client. Payment method selectionis a
custom feature within the profile. You will generate which methods are available for
selection within Business — Settings - Payment Method.

*If a credit card is selected here, you will be prompted to enter the credit card
information. Once a credit card number has been entered and saved, the
number will scramble. Only the last four digits of the number will appear when
you return to the client’s profile for their protection.

Client Properties — Mark a statement with a check if relevant to this client. Client properties
are a custom feature within the profile. You will generate a list of these client properties
within Business — Custom Client Properties.

How did you hear about us? - Select from the drop down box how the client learned about
your business. This list of referrals is a custom feature within the profile. You will generate this
list of referral options within Business — Referral Choices.

Credit Balance - This feature is available for those businesses that will be using the payment
gateway authorize.net to charge credit cards through Power Pet Sitter. If a credit card was
used to pay for a service that a client then cancels, Power Pet Sitter will automatically apply
a credit balance to their account in this field of their profile. The next time the client
schedules an appointment, the system will apply this credit to their appointment, and
subtract the credit amount from the balance due. This information will also be
communicated to Quickbooks online if you are using this feature with Power Pet Sitter. Any
cash credits for a client will need to be applied directly to your Quickbooks program (or any
other accounting software application you are using).
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Staff Assignments — After the initial profile is completed and saved, you will be able to assign
sitters for this client. To assign a sitter, click on the drop down menu and a list of sitters who
are designated for this client’s zip code will appear in a list. You may also assign secondary
and 3 alternate sitters for each client. You may adjust these sitters at any time. When an
appointment is scheduled, whoever is named as the primary sitter within an account will
automatically populate the visit if they don't have any time conflicts. If the primary sitter is
unavailable, the secondary sitter will auto populate. The system will assign sitters in this
manner down the list of assigned sitters.

Make Inactive — Mark here to inactivate a client. When searching for clients, inactive clients
will appear in a gray box. You will no longer be able to schedule appointments for inactive
clients and the clients will no longer be able to login.

Discounts — Enter a discount to be applied to all invoices generated for this client.

Questions — Questions are custom questions to add within the profile. Generate these
questions within Business — Custom Questions. Only questions marked as client-based
questions will appear here within the client profile. Service-based questions are related to
specific services, and will only appear to be answered when the designated service is
scheduled. Both client-based and service-based questions will appear at the bottom of the
printed client information page.

Client Notes — Enter client notes that will be viewed by staff and administrators only (not
clients). These client notes will appear within the client profile (when being viewed by staff),
in the appointment manage screen, and within the printed client information page.

Client Defaults — Set client specific rates for services. Rates entered here will override the
system prices set for services when this client is scheduled for an appointment. These client
default rates will always override the system rates for services. If no prices are entered here,
the price of a scheduled service will default to the system amount for the service, as
established when creating services. You can also set start times related to services for this
client. When a specific start fime is entered here, the time will appear on the staff’s schedule
when viewed in the system.
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Click the SAVE button - you will then be directed to the Pet Profile.

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

--- Other Client Actions - v

Client's Pets
View/Edit Inactivate Activate

View/Edit Inactivate

View/Edit Inactivate

* = Required field

* Name:

* Type: v
Breed:

Color:

Birthday:
(mm/ddlyyyy)

* Gender: Male ) Female ()

You may upload a photo here once you have defined
your pet.

Spayed/Neutered:

Vaccinations current:

R P R ST P,

Pet Profile - input applicable pet information, upload a photo, and select a veterinarian or
input a new veterinarian.
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_ ... Fillin this blank staff profile with the applicable information. Required
fields are indicated with ared *.

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Start Date: 5/21/2009

* = Required field

Username must be unique such as your email address.

% Display Name: Jane

* Username: Janesmith
* First Name: Jane

% Email: Janesmith@noemail.com -
% Last Name: Smith

Password must be between 6 and 50 characters.

New Password:

Confirm Password:

Admin Note (only shown to admin)

-

Phone Numbers

Login Information —

1. Establish a unique Username for your staff member. You may not have any duplicate
usernames within your account.

2. Enter an email address for your staff member. Many communications will be sent to
your sitters via their email, therefore it is important for them to provide an email that
they will regularly check.

3. Establish a password for your staff.

*Once a profile has been saved, the password box will be blank. You may reset
a password at any time by entering in a new password, confirming this
password, and clicking “Save” to save the change.

Names - The display name that you create for your staff will be the name that appears when
assigning the staff member within the system.
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Admin Note - Enter administrative notes relevant to this staff. This information will only be seen
by the administrator and selected staff.

*This area within the staff profile will NOT be viewable or accessible by a staff
member when they are logged in themselves, unless you give them
administrative permission to “Edit staff information”.

Zip Codes - Indicate here which zip codes the staff is available and/or willing to perform sits
within. Select a zip code from the “Available ZipCodes” box, and click the right arrow to
send the selected zip code to the “Your ZipCodes” box on the right.

Staff Information — Enter applicable information about your staff.

1. If you select to make a staff “Unavailable”, they will not be able to be assigned to any
appointments. These staff will not appear in the generated list of staff when choosing
to assign a sitter to a visit.

2. If you select to make a staff “Inactive”, they will no longer be able to login, and will not
be available for assignment nor will they receive any emails from the program. When
you search for an inactive staff they will appear in a gray box. Inactive staff may
always be re-activated by an administrator.

3. Select “Receive Nightly Schedule” for your staff to receive a nightly email of their
upcoming schedule. You will set the number of days of their upcoming schedule to be
received in the Business - Settings — Miscellaneous Options area.

4. For staff type, select whether your staff member is an employee or a vendor. It is
important that you indicate a staff member as a vendor if they are an independent
contractor, for IRS purposes. If you are using Quickbooks online above the Simple Start
version, you will be able to send vendor bills from Power Pet Sitter to Quickbooks for
management.

*This area within the staff profile will NOT be viewable or accessible by a staff
member when they are logged in themselves, unless you give them
administrative permission to “Edit staff information”.

Custom Rates — Assign your sitter's pay rate in this area. You may select to fill all rates to a
dollar or percentage amount. Select for the rate to be based on a dollar or percentage
amount on the left side of the page. To the right, enter the numerical amount (dollar or
percentage) for all the rates to be set to, and click “Set”. To change the price of only one
rate, simply change the rate amount for the specific service to the desired amount.

*This area within the staff profile will NOT be viewable or accessible by a staff
member when they are logged in themselves, unless you give them
administrative permission to “Edit staff information”.

Exception Hours — After the new staff profile has been completed and saved, the staff
member or administrator will be able to enter exception hours. To enter an exception such
that it is always applicable for a certain day, select the day or days of the week during
which the exception time occurs. Beneath the days, enter the time period during that day
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that the staff is unavailable. If the staff is unavailable for the entire day, leave the times
blank. Click the “Save” button. This exception will then appear in a list of Current Exceptions.
Your staff may also enter a specific day or date range during which they will not be
available. Enter the specific days and times that the sitter will not be available, and click the
“Save” button. Again, leave Time of day blank for the entire day to apply. Each day and
time period will then generate in the list of Current Exceptions. These exceptions may be
deleted at any time when no longer applicable.

Administrative Permissions — As the administrator, you have the ability to assign administrative
permissions to a staff member.

*Administrative Permissions may only be set by the ADMIN user.

Approve appointments - When logged in to the system, a staff member with this permission
will be able to review a scheduled appointment, manage the appointment, and approve it.
Schedule appointments — This permission allows the staff member to schedule appointments
for clients.

Edit client information — Assign this permission to allow for the staff member to search for any
client, and have access to edit the client information.

Edit staff information — This permission allows the staff member to search for any staff, and to
view and edit any staff member’s information.

View staff schedule — This permission allows the staff member to search, view, and edit any
other staff within the system.

Report Engine — This permission will provide the staff member with the ability to run any report
within the Reports tab when logged in.

Process CC/Invoice - This permission will give the staff member access to the CC tab when
logged in. The staff will be able to process credit card payments and mark invoices as paid
when applicable.

Receive Credit Card Emails — This permission will allow for the staff member to receive emails
from Power Pet Sitter of credit card fransactions.

Overbookings — Your established time blocks will appear here. Set a maximum number of
visits this sitter will be scheduled for in each time block. The visit before the limit has been
reached, a sitter's name will appear in red when being scheduled for an appointment. You
may override the overbooking and still schedule the sitter for the visit; however their name
will appear in red indicating a conflict.

*This area within the staff profile will NOT be viewable or accessible by a staff
member when they are logged in themselves, unless you give them
administrative permission to “Edit staff information”.

Ranking — If you would like to assign a ranking to your sitter you may do so here. Select
between 1 and 5 stars. This number will appear to administrators and select staff (as provided
with administrative permissions) in parenthesis next to the staff’s name, when selecting to
assign a staff member to a visit.
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Users Tab Cont'd

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Manage Users

Manage your client and staff users.

Add new user: @ client () Shﬁm

Export to Excel’Wo) client ) staf : Export
Client v
@ Active only () Inactive only () Both
© san Ciont -  search |

©2009 PowerPetSitter.com. All rights reserved

Export to Excel - Choose to export client or staff data to an Excel spreadsheet.

1. Select Client or Staff data to export.
2. Choose to export information on active or inactive individuals or both.
3. Click the “Export” button.

Search by — Search for your clients or staff.

1. Select Client or Staff to search for a client or staff.

2. Leave the box blank and ALL clients will be listed in alphabetical order by first name.
3. To narrow your search, type the first name, last name, username, OR pet name for the
client or staff you are searching for and click “Search”. A list will appear of clients or

staff. Active clients or staff will appear in white and light blue rows. Inactive clients or
staff will appear in a gray row. Once a list of clients or staff appears, select the type of
action indicated to the right of the name, which you would like to perform.

47



Search by: For clients...

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Manage Users

Manage your client and staff users.

Add new user: @ ciient () Staﬂm

Export to Excel: @ cjient () staff :
Client — ~
@ Active only ) Inactive only () Both

Export
Search by: @ cilient ) staft Client v m

Classification User ID#  Email Address View/Edit Schedule Review

Client é\:;):aine 25028 alexfontaine@noemail.com View/Edit Schedule Review Login Delete
- Daniella . . . . -

Client Meyers 60291 d_meyers@hotmail.com View/Edit Schedule Review Login Delete

Client 3::"::;“ 25031 davidhill@yahoo.com View/Edit Schedule Review Login Delete

Client Milany 25029 hillaryjohnson@charter.net View/Edit Schedule Review Login Delete

Email address — click on the client’s email address to send them an email.

View/Edit — click on this link to view and edit the client profile including pet information.
Schedule - click on this link fo schedule an appointment for the client.

Review - click on this link to review a list of client appointments (approved, unapproved, and
cancelled) within a date range you specify.

Login — click on this link to login as the client. You will see what it looks like to be logged in as
if you were the client.

Delete - click on this link to delete a client. *Please note! Once you schedule an
appointment for a client, even if you cancel the appointment, you will not be able to delete
this client. You can always inactivate a client, but you will not be able to permanently
remove a client from the account.
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Search by: For staff ...

Olivia's Pet Care
We care for your pets in your home!

Business Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Manage Users

Manage your client and staff users.

Add new user: @ ciient () sranm
Export to Excel: @ cjient () staff - m
Client v

@) Active only ) Inactive only () Both

Search by: © ciient @ stafi | m

User Email Address Command Login Delete
Jane Smith (Jane) janesmith@noemail.com View/Edit Login Delete
L's? SOL AL lisa@noemail.com View/Edit Login Delete
Smith)
Olivia Smith (ADMIN) admin@oliviiapetcare.com View/Edit Login Delete
Steven Williams . . - o .

T @ L og
(Steven Williams) stevenwill@noemail.net View/Edit Login Delete
luny Gainos powerpetsitter@hotmail.com View/Edit Login Delete

(TonyGaines)

Email address — click on the staff’'s email address to send them an emaiil.

View/Edit — click on this link to view and edit the staff profile.

Login — click on this link to login as the staff member. You will see what it looks like to be
logged in as if you were the staff member.

Delete - click on this link to delete a staff. *Please note! You may delete a staff member to
permanently remove them from your account. HOWEVER any history related to that client
and visits they performed will be deleted. You may always inactivate a staff to maintain the
staff’s history. Power Pet Sitter WILL NOT be able to refrieve any history once it has been
deleted. Power Pet Sitter STRONGLY advocates that you do not delete anything, but rather
inactivate your clients or staff when necessary.
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Appts Tab — Search for appointments within this tab.

Olivia's Pet Care
We care for your pets in your home!

Business | Users Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Search for Appointments

Status: Unapproved v

Date range:
(format: mm/dd/yyyy) 12/13/2009 @ to 2/3/2011 @ m
Appointment #

Client ID# Appointment Name Status Start Date Manage Summary

Fontaine, Alex 340364 Trip to the zoo Unapproved 1/23/2010 Manage Summary
[a McCray, Kristen 340363 Miami Unapproved 2/15/2010 Manage Summary

©2009 PowerPetSitter.com. All rights reserved

Status — select the type of appointment you want to search for from the drop down menu.

Unapproved

Approved

Cancelled/Rejected

Completed

Contains unconfirmed Visits

Date Range - provide a date range within which you would like to search for an
appointment.

Appointment # - you may pull up a single appointment directly by entering the appointment
number here and selecting to “Search” for that appointment, or be taken directly to the
manage screen by selecting the “Manage” button.
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Recurring Tab — A list of all of your recurring appointments will appear in this screen.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Recurring Schedule

Client Appointment Name Start Date End Date Schedule Delete
Fontaine, Alex Tues & Thurs 9/8/2008 9/14/2008 Schedule Delete

Tell, Jessica Sat & Sun 9/8/2008 9/14/2008 Schedule Delete

McCray, Kristen Bi-weekly 9/15/2008 9/28/2008 Schedule Delete

Johnson, Hillary Bi-Weekly 9/20/2008 10/3/2008 Schedule Delete

McCray, Kristen Saturday's 10/1/2008 10/31/2008 Schedule Delete

©2009 PowerPetSitter.com. All rights reserved

When you are ready to schedule the next recurring appointment for a client, select the
“Schedule” button next to the client’s name, and the recurring appointment will be
scheduled. You will then be directed to the manage screen to manage and approve the
appointment. When you return to the recurring tab, the start and end date will indicate the
time frame of the next appointment for scheduling. Once a recurring appointment has been
scheduled from the recurring tab, you may manipulate that appointment without affecting
the original schedule of the recurring appointment. If for instance your client wants to add in
an additional service during one of their regular recurring weekly schedules, you will simply
add the service to the scheduled appointment - the next weekly appointment in the
recurring tab will not contain the additional service. If you need to make a permanent
change to arecurring appointment, select the “Delete” button in the recurring tab to
remove the old recurring schedule, and then schedule a new recurring appointment to
reflect the permanent changes.
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CC Tab - Power Pet Sitter integrates with the payment gateway authorize.net to charge
credit cards.

If you have selected to charge credit cards using Power Pet Sitter, you will do so in this tab.
Begin by choosing the number of days before the start date of an appointment you would
like for appointments to appear in this list. All appointments for clients with credit cards on file
who have appointments for billing within the specified time will appear in this list.

*You may select to order this list in different manners. The white font headings for
each appointment will allow you to sort the list according to your needs. For
example to sort the list by end date as opposed to start date, click on the white
font “End Date” and the list will re-sort based on the ending dates of the
appointments.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Show: 19 ~ days before start date Submit checked items ] (click only once to avoid double billing or invoices)

Hint: To bill after the appointment, sort by End Date by clicking on the End Date header

< Appt Credit . .
Start Date End Date Appt Client Name Balance Total Action Mark as Paid

1 0200172010 0274572010 346930 112 Gandmar's $360.00 Charge Mark as Paid

©2009 PowerPetSitter.com. All rights reserved

You will select the appointments that you want to charge and click the “Submit checked
items” button. The client credit card will then be charged, and an invoice will be generated
for this appointment within Quickbooks (if you are integrating Quickbooks online with Power
Pet Sitter). If a client is normally a credit card client, but you do not want to charge their card
for an appointment, click on the black “Mark as Paid” link by the appointment that you do
not want to charge. This will then communicate the paid invoice to Quickbooks and remove
the appointment from the list.
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Staff Schedule Tab — Review staff schedules individually or as a whole.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC Visits | QB Trans. | Reports Hello Olivia | Logout

Choose Price Type: @ show prices earned by BUSINESS () Show prices earned by STAFF

Enter the date range:

Enter the ) 1/27/2010 (@)t 252010 @) W

Total of ALL STAFF for 1/27/2010 through 2/5/2010: $120.00 earned by BUSINESS

Select a staff member: v

Bﬂ_ imeBlock __[Client ___[Service ____|Price _|Staff Rate _[Business Rate __|Staff i Roto %

SO 02/01/2010  Morning Visit  Hillary Johnson Morning Pet Sit $24.00 $10.80 $13.20
02/02/2010  Morning Visit Hillary Johnson Morning Pet Sit $24.00 $10.80 $13.20 45 0096
02/03/2010  Morning Visit Hillary Johnson Morning Pet Sit $24.00 $10.80 $13.20 45.00%
02/04/2010  Morning Visit Hillary Johnson Morning Pet Sit $24.00 5$10.80 $13.20 45.00%
02/05/2010  Morning Visit Hillary Johnson Morning Pet Sit $24.00 5$10.80 $13.20 45.00%

©2009 PowerPetSitter.com. All rights reserved

1. Select whether you would like to see prices as earned by the Business, or prices as
earned by the Staff.

. Enter the date range you would like to see.

. Select the staff member from the drop down menu for whose schedule you would like
to see. In the drop down list, you will see the names of all staff members. Those staff
with visits in the specified time range will have a dollar amount in parenthesis next to
their name. This amount will be either the total of their visits in the range as earned by
the Business, or as earned as a Staff, depending on your selection in #1. When you
select a staff member’'s name their schedule will appear for the specified range. You
can also review the staff schedule for all staff. From the drop down menu, select the
first option in your list, “SHOW ALL STAFF MEMBERS”. All visits will then be listed based on
each sitter — you will also see a breakdown of the service price, the staff rate, business
rate, and the staff pay rate.

w N

*When your staff login to the system under their unique username, they will have
their own modified schedule tab. The staff tab is named My Sched. Staff will only
be able to review their own schedule unless given an administrative permission
fo do otherwise (assigned by the administrator within the staff profile). Staff with
administrative permission will have a My Sched tab in addition to a Staff Sched
fab.
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My Sched Tab (for staff) - When staff login under their unique usernames, they will be
prompted to enter a date range for which they would like to review their schedule.

Olivia's Pet Care
We care for your pets in your home!

Edit Info My Reports | Users | Visits Hello Lisa | Logout

Review my Appointments

Enter the date range: 7575010 | 1070010
(format: mmvdd/yyyy) vzi20 @ to 1/27/2010 @ Continue

©2009 PowerPetSitter.com. All rights reserved

They will enter the range and click the orange “Continue” button at which point their
schedule will appear. The icons within the schedule tab have meaning ...
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1. A green vertical bar along the left side of the service indicates that the appointment
has been approved.

2. Ared vertical bar along the left side of the service indicates that the appointment has
not yet been approved. Example Jessica Wolf below.

3. A green checkmark means the appointment has been completed and marked as
completed by the staff member.

4. Ared checkmark means the appointment has not been marked as completed by the
staff member.

5. Ablueiiconis alink to the clients printable profile information.

6. A green box around a service indicates that this is the first visit within the scheduled
appointment. A double box around a service indicates that this is the first and last visit
within the appointment (only one visit was scheduled).

7. Ared box around a service indicates that this is the last visit within the scheduled
appointment.

8. A clock with a box to the right is a tool that can be used by either the administrator or
the sitters — whichever is suitable for your company. Enter a time here for the visit to be
completed. An administrator can place a specific time in this box for the visit to be
completed — staff will then see the time for the visit to be completed. If a time is saved
for a service within the “Client Default” area of the client profile, this time field will
automatically be populated for the associated services. If you choose not to use this
feature as an administrator, you could allow your staff to enter times here to help them
manage their own schedules. Additionally you could have your staff enter times here
once the visit has been completed as a way for them to communicate to you when
they actually did the visit. This is a flexible tool for you to use as you see fit for your
business. Remember to click the orange “Save Start Times” button to save any
changes made to these times.

Olivia's Pet Care
We care for your pets in your home!

Edit Info | | My Reports | Users | Visits | Hello Lisa | Logout

Review my Appointments
(Ef;‘fg;t}';‘:vgd’j‘xy;?"ge’ pri2ot0 (@) o 21012010 @) | Continue |

. Appointment is not completed. Click to mark service = "
A 1t t Click to displ.
Approved Not Approved Yet o ppoinimen 0(5) as ick to display

is completed. client information

Complete, Enter completion times

(< Printer-friendly version
Total of visits from 2/1/2010 through 2/10/2010: $117.45

Wednesday 2132010 | Thursday 214210 Saturday 2152010

Morning Visit Morning Visit Morning Visit Morning Visit Morning Visit Morning Visit Morning Visit

«J Hillary Johnson ) Hillary Johnson «J Hillary Johnson «J Hillary Johnson ) Hillary Johnson ) Hillary Johnson ) Hillary Johnson
Morning Pet Sit 12 g 20 Morning Pet Sit $10.80 [JMorning Pet Sit $10.80 [JMorning Pet Sit $10.80 JJMorning Pet Sit $10.80 [JMorning Pet Sit $10.80
I @ 8:00am ® 8:00am @ 8:00am ® 8:00am

idday Visit Midday Visit Midday Visit Midday Visit Midday Visit

| W Jessica Wolf I
Daily Dog Walk g

=




Visits Tab - Use this tab to mark new visits as confirmed as well as to mark visits after they
have been completed.

1. Click the “Show New Visits” button tab. A list of all new visits will appear for which this
individual has been scheduled to complete. To confirm these visits, select each visit,
and click the “Marked checked visits as confirmed” button.

*Within the manage screen, those visits that have not been confirmed by an
assigned staff will have an orange background appear behind the name of the
service. Once the sitter has confirmed the visit, the background will be white.
You may search for appointments containing any unconfirmed visit under the
Appts tab — see information above.

2. Click the “Show Uncompleted Visits” button to mark visits as completed. A list of
services will appear, mark the visits after you have completed them, and click the
“Mark checked visits as complete” button to complete the process.

Edit Info | My Sched. | My Reports | Users Hello Lisa | Logout

There are 61 uncompleted visits.

Show Uncompleted Visits

Mark new visits as confirmed Mark visits after you have completed them.

UncheckAll CheckAll
Mark checked visits as complete

To sort list by date, click on the Visit Date column heading

Visit Date Appt Name Time Block Sitter View Appointment
7] 3/31/2009  March Visits Morning Visit Hillary Johnson Elr:?m View
] 3/28/2009 March Visits Morning Visit Hillary Johnson 'g'rf'aith View
(7] 3/24/2009 March Visits Morning Visit Hillary Johnson ';fith View
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QB Transaction Tab - Use the tab to search for transactions related to Quickbooks online.
You can search for Quickbooks invoices based on the following filters: Date range based on
last modified date of transaction, Transaction Types — Select Invoices, Vendor Bills, or Client
Payments from the drop down menu, Status — Select Failures or Successes from the drop
down menu, an appointment id number, or a Message. Select your filter, and click the
“Search” button. You will also find that a list of failed Quickbooks transactions will
automatically populate this list when you first select the tab. If you receive a Quickbooks
error, you may review the error message in this tab. You may try to reprocess the invoice, or
choose to delete it from the list.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits Reports Hello Olivia | Logout

1 entry found.

Filters:

Date Range: 1/20/2010 [12) o 172772010 2)
(Date range based on last modified date of transaction)

Transaction Type: v
Status: Failures v
Appointment ID:

Message:

Search ]

)

Date Created ApptID Type Status Client Message

Reprocess checked items [ Delete checked items ]
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Reports Tab - Use this tab to generate reports of your client, staff, and business data. You
may also send emails to staff and clients from the Client and Staff Report Engines.

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Reports

Audit Reports
Revenue Reports

@ Activity Log

© New Client Revenue

Q Charges and Refunds
Q Adjusted Revenue

@ Credit Balances Report
© Quickbooks Credit Card Customer © Revenue by Zip Codes
Appointments

Client Reports
Staff Reports

@ Clients by Veterinarian

Q Payroll Report
@ Client Report Engine

© staff Report Engine
© Referral Report

Perform an Action

Q Appt Confirmations
@ Email Schedules
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Activity Log

Review a log of all appointment related activity in your account. Indicate the desired date
range for which you want to search. You can narrow your search further by inputting a
specific appointment number or activity related to a specific client or staff memiber within
the desired fime period. Once you have set your parameters, click the "Run Report" button
and the activity log will generate. Information returned will include the specific date and
time the action was performed, the user logged in to perform the action, the related
appointment number and the action being performed.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Activity Log Report

Data collection started on 5/7/2009

Enter the date range: 5509000 | ) _
ormat Gy, h2/29/2009 |[i2) o 17282010 [32) Appt #: vl  fiun Report
Action performed by staff: ¥ (optionsl)  Actions for client: ¥ (optional)
Area: Appointments v Sub Area: ¥ (optional)

Visit Date Time Block Service Description
Creating

1/2/2010 11:36 AM Olivia Smith 333376 1/15/2010 new

aiimtment

1/16/2010 2:00 AM Olivia Smith 340363 2/24/2010 Mornini VisitMornini Pet Sit Added visit

Creating
1/16/2010 2:01 AM Olivia Smith 340364 172312010 new
appointment

Creating
1/16/2010 2:02 AM Olivia Smith 340365 4/4/2010 new
appointment

1/16/2010 2:02 AM Olivia Smith 340365 Evening VisitEvening Pet Sit Added visit
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Charges & Refunds

For businesses that are integrated with authorize.net and process client credit cards through
Power Pet Sitter, use this report to see a log of all charges that have occurred through your
Power Pet Sitter account. Input the date range you would like to search, and click the "Run
Report" button. You have the option to narrow your search with an appointfment number.
The report will return a list of all charges including: date and time of charge; appointment
number; client's name, amount of charge, and the user that logged in and ran the charge.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Charges and Refunds

Enter the date range: . o0n0na R
(format: mm/dd/yyyy) 1/28/2009 @ to 1/28/2010 @

Appointment ID: (optional)  Type: . (optional) [RELLE HUL:

©2009 PowerPetSitter.com. All rights reserved
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Credit Balances — See a list of those clients with a credit balance on their account. Once
you click on the “Credit Balances” link, a list of clients and the credit balance amount within
their profile will appear, in addition to the client payment type. *Credit balances are only
applicable for clients that pay by credit card.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Credit Balances

Total: $345.00
Client Balance Payment Type

Daniella Meyers $345.00 Cash only

©2009 PowerPetSitter.com. All rights reserved.
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Quickbooks Credit Card Customer Appointments — Review a list of invoices created for
Quickbooks of credit card customers. Enter a date range based on the start date of the
appointment. Click the “Run Report” button, and a list of clients and appointments with a
start date within the established time frame will appear. You may review the appointment ID,
and when the invoice was created and last modified per client.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Quickbooks Credit Card Customer Appointments

Enter the date range:

(format: mm/dd/yyyy)
based on start date of h/1/2009 @ to 2/28/2010 @

appointment

New Client Appt Name Appt ID Invoice Created Invoice Last Modified

©2009 PowerPetSitter.com. All rights reserved
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New Client Revenue — Review new client data in this report. Enter a date range for which
you would like to see new client information. A list of new clients established during the
provided time frame will appear. You will see the client name, the primary sitter assigned,
how they were referred, their zip code, and their revenue.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

New Client Revenue

Enter the date range: _
(format: mm/ddlyyyy) | @ to @ Run Report
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Adjusted Revenue Report — See revenue for an indicated time period based on different
services. Enter a time period during which you would like to see generated revenue. Click
the “Run Report” button and a list of services will appear. You will see the total number of
services completed, the revenue earned by each service, the average charge for each
service, and the percent of business each service filled. You will see this for both service totals
without considering discounts and a second column with discount consideration.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Adjusted Revenue Report

Enter the date range: Wiamman
(format: mm/ddiyyyy) 12/1/2010 @ to 2/28/2010 @

Services Total Revenue W/ Discount Avg Charge Percent of Business

Morning Pet Sit 15 $360.00 $360.00 $24.00 100.00%
Total 15 $360.00 $360.00 $24.00
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Revenue By Zip Code - See revenue earned based on zip code. Enter a time frame during
which you would like to see generated revenue. Click the “Run Report” button, and a list of
zip codes will appear. You will also see the number of clients in the given zip code, as well as
the revenue earned in each zip code for the indicated date range.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Revenue by Zip Code

Enter the date range: — — _
(format: mm/ddiyyyy) @ to @ Run Report
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Clients by Veterinarian — See a list of all veterinarians, and a list of those clients based on their
veterinarian. When you select the “Clients by Veterinarian™ link, a list of all veterinarians will
appear. Below each vet, a list of clients and their pets will appear.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Clients By Veterinarian

Veterinarian Client

Animal Clinic Alex Fontaine Bonkers Dog

David Hillman Curly Dog
S Me g
Dr Seus Alex Fontaine Sparky Dog
TieeMiouse  ilayohmsn  Bashfl Cat

Happy Cat
S sleew Gt

Kristen McCray Moon Cat
S s D

Mia Rowen Cupcake Dog
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Client Report Engine — Use this engine to generate a list of clients based on the filter options
you select. Check the search criteria you would like for your client list, and click the “Show
Clients” button. A list of clients which meet the requirements of your filter will appear. From
the generated list, check the clients that you would like to send an email to. To the right of
the list, create an email to be sent to all of the selected clients. You can also export data
from selected clients to an Excel spreadsheet by selecting the clients, and clicking the
“Export” button. To print mailing labels, select the clients you wish to create a mailing label
for, and click the “Labels” button. Be sure to review the “Read Me First” instructions for
formatting to set the proper header, footer, and margins for printing. Use Avery 8160 label
sheets for printing specifications.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Client Report Engine

["IHave used at least one of these services: (check box to list serices) Time saving tips:
["IHas all of these selected properties: (check box to list properties) S e e o
["ILive in one of the selected zipcodes: (check box to list zipcodes) ;’;'f;i",fs"t;,B;:Z"yil‘,’ ::: today.
[JHas erimay ~ sitter as one of the selected sitters: (check box to list sitters) * Like all date input fields, leave
] Signed up between dates @ and @ year off to default to current year.
["IHave no revenue between dates @ and @

[_IHave revenue between dates @ and @ gresterthan v §0

Include active clients ["lInclude inactive clients

Classification: Client -

expand

©2009 PowerPetSitter.com. All rights reserved

67



Referral Report - See revenue earned based on type of referral. Enter a time frame during
which you would like to see generated revenue. Click the “Run Report” button and a list of
revenue will appear based on the referral type. You will see the number of clients with the
indicated referral type, and the revenue earned within the indicated date range.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Referral Report

Enter the date range: ;10006 _
format: mdiyyryy - V/1/2006 @) o 2102000  [iz) BEEEEES

Export
Total Revenue: $22.00
Source # of Clients Revenue
Apartment Complex () 1 $22.00
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Payroll Report — Review the payroll amounts for each individual staff member. Enter the date
range of the report you wish to generate. Click the “Run Report” button, and a list of your
sitters who have earned money within the time period will generate. The amount earned by
each staff will appear beside their name. You may also select to see a detailed description
of the visits completed by checking the “Show Detail” box. You can export data for the staff
by selecting their name from the box of staff names. Click the “Export” button to send the
information to an Excel spreadsheet.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Payroll Report

Enter the date range: ~ 2 5nna | P .
(format: mm/dd/yyyy) 111/2009 @ to 12/31/2009 @ [7] show Detail P

[] sane smith [ Lisa Smith [ Tony Gaines

[] an staft

Sitter Amount Earned
Jane Smith $10.56
Tony Gaines $8.10
Company Total: Staff Total: Total % paid to staff:

$60.00 $27.66 46.10%
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Staff Report Engine — Use this engine to generate a list of staff based on the filter options you
select. Mark the search criteria you would like for your staff list, and click the “Show Staff”
button. A list of staff which meets the requirements of your filter will appear. From the
generated list, check the staff that you would like to send an email to. To the right of the list,
create an email to be sent to all of the selected staff. You can also export data from
selected staff to an Excel spreadsheet by selecting the staff, and clicking the “Export”
button. To print mailing labels, select the staff you wish to create a mailing label for, and click
the “Labels” button. Be sure to review the “Read Me First” instructions for formatting to set the
proper header, footer, and margins for printing. Use Avery 8160 label sheets for printing
specifications.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Staff Report Engine

[]Served as erimary v  sitter in one of the selected zipcodes:
Check All  Uncheck All

["130080 []30305 []30312 ("] 30319 ["|30326 [ |30332 [ |30339 [ | 30345 ["| 30361
["130081 [ |30306 ["|30313 ["|30320 [ 30327 [ |30333 [ |30340 || 30346 [ | 30362
["130082 [130307 ["|30314 (130321 ["|30328 [ 30334 ["|30341 [ |30347 ["| 30386
["130301 []30308 ["]30315 ["]30322 ["]30329 [ |30336 [ | 30342 ["| 30350 ["| 30368
["130302 []30309 "] 30316 ["|30324 [|30330 [ |30337 [ | 30343 ["| 30355 [ | 30380
["130303 [ 130310 [ 130317 [ 130325 [ 30331 [ 30338 [ 30344 [ 30360 | | 30384
["130304 [ ]30311 [ | 30318

["] Visits in date range: (format: mm/dd/yyyy) @ to @
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Appointment Confirmations — Review and send appointment confirmations for upcoming
visits. Select the number of days before the start date of the appointment to generate a list
of appointments for that time period. Mark the appointments you would like to send a
confirmation for. At the top of the screen, select who you would like to send the confirmation
to and click the “Submit checked items” button.

Olivia's Pet Care
We care for your pets in your home!

Business | Users | Appts | Recurring | CC | Staff Sched. | Visits | QB Trans. Hello Olivia | Logout

Send Confirmations

Days before start date: 18 ~ To Admin
Include those created from recurring appointments To Staff
To Client D Show Sitters
[ Submit checked items

Check All  Uncheck All
Start Date Confirmation Appt Email Address

Sent
] 02/01/2010 Gandma's (#346930) Hillary Johnson hillaryjohnson@charter.net

©2009 PowerPetSitter.com. All rights reserved
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Email Schedules — Email staff schedules to the Admin users for an upcoming time period.
Indicate a date range no longer than a week. Select the sitters whose schedules should be
emailed, or check the “All Staff” box. If you would like the sitters to also receive the emaiils,
check the “Send schedules to sitters” box. When ready to send the schedules, click the
“Send” button.

Olivia's Pet Care
We care for your pets in your home!

Business | Users Recurring | CC | Staff Sched. | Visits | QB Trans. | Reports Hello Olivia | Logout

Email Staff Schedules

Date range:’ )
(format: mm/ddlyyyy) @ to @

Please enter a date range NO LONGER than 1 week.

Select sitters whose schedules should be created OR check "All Staff”

[] Aomin [ sane [T Lisa Smith [] An staft

D Steven Williams D TonyGaines

Admin will receive these schedules.
Check below if you desire sitter to receive schedule as well.

D Send schedules to sitters

This process may take several minutes. Please be patient.
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Power Pet Sitter may be accessed from a mobile device.
From the mobile application you can:
v' Access schedules

v' Access client address and phone information and instructions
v" Mark visits completed

Go to www.powerpetsitter.net/m

Business ID:
Username:

Password:

Login

Your business ID is your company's number which is located at the end of your URL:

https://www.powerpetsitter.net/login.aspx<ebid= THREE DIGIT NUMBER

Your Username & Password are the user name and password you use to access your
account from your computer.
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