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Vision POS - Appointments QRG 

 

Purpose and Overview 

This document provides step-by-step instructions to schedule and manage customer appointments.  

The overall process is divided into the following process steps: 

• Scheduling an Appointment 

• Rescheduling an Existing Appointment 

• Canceling an Appointment 

Scheduling an Appointment 

Follow this process to schedule an appointment for a customer. For this example, we will assume the 
customer is calling in and you are scheduling an appointment for a rotation and balance.  

Step Action 

1 From the main screen, click Customer / Vehicle. 
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Step Action 

2 Enter the customer’s phone number.  

 

3 Click the SEARCH BY CUSTOMER button.  

 

4 Select the customer record.  

 

5 Click the SELECT CUSTOMER button.  
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Step Action 

6 Select the customer vehicle or add a new vehicle if needed.  

 

7 Click the APPLY CUSTOMER/VEHICLE button.  

 

8 Click Product Browse.  
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Step Action 

9 Select the appropriate products and/or services. For this example, we will be selecting FREE 
ROTATION AND REBALANCE.  

 

10 From the ‘Cart’ screen, enter your Employee ID.  
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Step Action 

11 Click the PROCEED TO CHECKOUT button.  

 

12 Click Checkout.  
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Step Action 

13 Click Service Later.  

 

14 On the pop-up screen, click YES.  
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Step Action 

15 Select a date and time that works for the customer.  

 

16 Click the Confirm button.  
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Step Action 

17 Click OK on the pop-up window.  

 

18 Select how the customer would like to receive the receipt.  
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Rescheduling an Existing Appointment 

Step Action 

1 From the main screen, click Appointments Menu.  

 

2 Click Appointments List.  
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Step Action 

3 Select the appropriate date.  

 

4 Select the customer’s appointment from the list.  
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Step Action 

5 Click the View Appt button.  

 

6 Click the Reschedule button.  
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Step Action 

7 Click Yes on the pop-up window.  

 

8 Select a date and time that works for the customer.  
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Step Action 

9 Click the Confirm button.  

 

10 Click OK on the pop-up window.  
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Canceling an Appointment 

Step Action 

1 From the main screen, click Appointments Menu.  

 

2 Click Appointments List.  
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Step Action 

3 Select the appropriate date. 

 

4 Select the customer’s appointment from the list.  
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Step Action 

5 Click the View Appt button.  

 

6 Click the Cancel Appt button.  
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Step Action 

7 Click Yes on the pop-up window.  

 

8 Select the Cancel Reason from the dropdown list.  
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Step Action 

9 Click Confirm.  

 

10 Click OK on the confirmation pop-up window.  

 

Contact 

If you have any questions, please contact your Buddy Store or your AVP.  
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