Take Deposits For Existing Bookings
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- Prepare To Take Deposit

Hello everyone, today I'm going to show you how to take a deposit for an existing booking in Salon
Manager. First, we need to find the client's booking that we wish to take the deposit for.
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- Open Deposit Menu

Once we've found the appointment, we double click it. On the right-hand side, there is a button
labeled "Take Deposit". This opens a menu for us to type the amount we wish to take, then we
choose the payment method being used down here and hit complete.
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- Confirm Email Receipt Option

If you have email receipts turned on, they will receive an email. If not, you just click finish to return
to the diary.

Payment Complete

taken by Cards

This client has no valid email address. Enter the clients emal here to receive a receipt

n Send Receipt
Sarah Johnson's next booking is on 22 May, 2026

[8] Rebook View client record
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