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Checking In A Customer 

1. Choose Check-In from the main screen. 

 
 

 

 

 

 



2. Fill out the customer’s contact information. Make sure to get their cell phone number so that 

it is easy to get back in touch with them. 

 

 
 



3. Enter a brief description of the issue. 

 

 
 

 

 

 



4. Record ALL the equipment that the customer is leaving with us as well as their PASSWORD. 

 

 
 

 

 



5. Choose whether or not the customer is signing up for a Protection Service Agreement (PSA). 

Please note, the customer can sign up for this during checkout as well. 

 

 
 

 

 

 

 



6. Ask customer how they heard of our services and record it by choosing an option in the list. 

Then click FINISH. 

 

 
 

 

 

 

 

 



7. Have the customer record their signature by drawing directly on the iPad screen. This 

authorizes us to perform service on their equipment. When finished, click the button Click 

Here To Accept Signature. 

 
 



8. You will then see a pop-up asking you to allow or block the pop-up for the receipt. Press  

Allow and then receipt tab will automatically open and ask you to select a printer. 

 

 
 

 
 

 

 

 



9. After printing the receipt, you will see 2 open tabs in the web browser. You can close the tab 

with the receipt so that you only see th e main check-in / check-out tab. 

 

 
 

 

 



 

Checking Out A Customer 

 

1. Choose Check-Out from the main screen. 

 

 
 

 

 

 

 

 



2. Choose the customer from the dropdown list. 

 
 

 

 

 



3. Enter the Amount the Customer is paying. Then Select Credit Card From The Dropdown List 

And Press The PayPal Button. If there is no money, to collect, skip to step 8. 

 



4. Then PayPal App Will Then Prompt You to Open Up. Choose Open. You May Also Be 

Prompted to Login to the App. (Username: SupportAccount Password: Jaydien@2002) 

 



5. You Can Now Swipe The Credit Card. If it is a Chip Card, Insert the Chip into the Bottom of the 

Card Reader. (You May Need To Remove the USB Cable to Get a Successful Card Swipe) 

 



6. Once The Card Is Approved, You Will See The Following Confirmation Screen. Select The Email 

Address payments@jaydien.com To Send a Copy of the Sale to Pam.

 



7. Once The Receipt Is Successfully Sent, You Will See The Following Confirmation Screen. Select 

New Sale And You Will Be Taken Back To The Checkout System. 

 



8. You Will Then See A Confirmation Screen From The POS Systems.

 

 

 



9. Now You Can Capture the Customer Authorization Signature for the Work Performed or To 

Order Equipment by selecting the Click Here To Sign Button 

 

 

 

 

 

 



10. After you capture the signature, press the Accept Signature button. The system will save 

the signature and open up a new tab with the customer receipt to be printed. Please note you 

will have to press Allow in order for the receipt to be displayed in the new tab. 

 
 



 

 

 

 

11. Once the customer receipt appears, a print diaplogue window should automatically pop-up 

so you can print the receipt.  

 

 

 


