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Print out your company information on all receipts, orders, etc.

Use the Smart Book feature to easily book appointments on your BridalLive calendar

Begin setting up your Online Appointment Scheduler (or Appointment Request Form) on your website

Use the Point of Sale module to take payments and print receipts with your logo and sales agreements.

A list of all of your employees and their schedule

Your store’s schedule, including holidays and other occasions when your store will be closed or the hours will change

A list of the types of appointments your store handles and the length of time you set aside for each appointment

A fitting room schedule, including what types of appointments are handled in which fitting rooms

A digital copy of your logo available on your computer

This Getting Started Guide will walk you through the basic steps you need to start using BridalLive

in your store today. The steps in this guide take about 20 minutes to complete.

Once you’ve completed the ten steps in the Getting Started Guide, you’ll be able to:

At any time during the process you can skip steps or leave an area and revisit at another time.

To make set up easier and quicker, it will be helpful if you have the following items available:

You will be assigned an account manager that will assist in your set up with an onboarding call! During your onboarding call, we’ll be happy to

answer any questions you have! When the onboarding call is complete, most stores are ready to have their website forms installed to begin booking

online. 

At the end of this guide, you will find a resources page that will link to in depth articles, videos, and webinars to dive deeper into the topics we are

covering here! 

You are on your way to having a first-class bridal software solution at your fingertips, so let’s get

started.

How to Use This Guide
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Every part of the set
up process covered

in this guide will
take place in the

Settings section of
your BridalLive.

Simply click on the
Settings icon at the
bottom of the left

sidebar to access the
menu.



Locate your Company Profile by clicking Settings > Company > Company Profile

Setup Your Company Profile

On the Company Profile page, tell BridalLive a

little about your store by entering your store’s

contact information and business hours. For

more information, check out our help center

article here.
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Your company’s contact information is used when

printing & emailing customer receipts and purchase

orders. Enter the information as you would like it to

appear to your customers and vendors.

https://help.bridallive.com/hc/en-us/articles/360022655792-Company-Profile-Account-Settings-Users-Security


At the bottom of the preferences page, click on the Browse for Logo button to upload your store’s logo from your computer.

If your logo is larger than 250 x 125 pixels, click on the Resize Logo link and you’ll be directed to a website that will resize it for you.

The logo uploaded here will display on top of your printed invoice. This will not apply to your email headers. Please see the resources page for
more details on adding your logo to your emails! 
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Set Up Your Logo by clicking Settings > Company > Preferences

Store Logo



On the Account Settings page, set up a payment profile for your BridalLive subscription by clicking the “Add

Credit Card” button and entering your credit card information.

Your card won’t be charged until the end of your free trial and you can cancel at any time without incurring

any fees. After the first billing, BridalLive will attempt to charge your card every month thereafter.

The billing portal provides shops with the ability to view and download all billing history & statements!

Update Your Payment Information by clicking Settings > Account Settings

Setup Your Payment Profile
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Want to upgrade your BridalLive plan or view

your account statements? Visit the Account

Setting page. 
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Set Up Your Users by clicking Settings > Users & Security > Users

Enter Your Users

Click the 'Add User' button to enter contact information for each employee or other person who will need access to your BridalLive

account. 
They will each be assigned a unique username and password.

Choose the appropriate role for each user
 The role will become important later when you are setting up which users can view the different areas of your BridalLive

Designate a color for each user
Colors will be used to differentiate users on BridalLive calendars

It's quite common to create a User for your

also. BridalLive has pre-defined User Roles

for accountants and seamstresses. Each

Role restricts the User’s access to a small

portion of BridalLive.



Our exclusive Smart Book technology takes all the guess work

and hassle out of booking appointments. For Smart Book to do

its job, we need to gather more information about your users.

First, we need to know when your employees are available to

take appointments.

To begin entering Work Schedule, click on Manage Work

Schedule located on the right side of each user under the

Actions column.

For more information on adding users click here, for more information on

work schedules click here.

If you have an employee who works the same

schedule each week, save time in this step by

checking the recurring box. Any temporary changes

in schedule can be entered later and will

automatically override the recurring schedule.
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https://help.bridallive.com/hc/en-us/articles/360022867971-How-does-the-Smart-Book-Algorithm-work-
https://help.bridallive.com/hc/en-us/articles/360022868651-Adding-a-User
https://help.bridallive.com/hc/en-us/articles/360029641811-Instructional-Video-Add-User-Work-Schedule-and-Time-Off
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Time Off

Click on the Time Off tab at the top of the Manage Work Schedule

screen to tell BridalLive when each employee will be unavailable

for scheduling, e.g. lunch breaks, vacation, etc.

Time Punches

One of your sales consultants forgot to clock out? No

problem! You can easily update an employee’s hours in

the Time Punches section of BridalLive.

To Edit a User’s Time Punches, click on Time Punches

From the drop down button on the Users screen.



If your store offers additional types, click the

Click on the edit button for each type to change the

For BridalLive’s Smart Book technology to work it's magic,
we need to know what types of appointments your store

offers and the duration of each appointment type.

On the Appointment Types page, you’ll find a list of
typical appointment types for bridal shops.

Add Appointment Types button at the top of the page.

appointment duration to your store’s preferences.

Note: Be sure to specify which appointments you
want your customers to be able to book online.
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Access your Appointment Types by clicking Settings > Activities > Appointment Types

Setup Appointment Types

Many store owners choose to allow online bookings for

“first time” Bridal and Bridesmaid appointments but turn off

the online booking for second visits such as alterations,

follow up bridal appointments, etc
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Set Up Your Black Out Dates by clicking Settings > Activities > Black Out Dates

Calendar Blackout Dates

We know your appointment availability will change from time to time due to holidays, inventory days, closed for market, lunch, etc.

Enter in the times your store will be closed or your staff will be otherwise occupied in the Calendar Black Out Dates page,
and the Smart Book algorithm will never suggest appointments during those times.

Shops opening soon can use black out dates to block out

the days leading up to your grand opening.



Set Up Your Fitting Rooms by clicking Settings > Fitting Rooms

Fitting Rooms

We need one final piece of information from you before our Smart Book technology can begin simplifying your booking process.
Please take a few minutes to share the details of your store’s fitting rooms.

On the Fitting Rooms page, you can add or delete rooms according to your store’s capacity.

Click the edit button to add your fitting room’s name in the description. Simply name it whatever you call the room in your store,
e.g. “bridal fitting room” or “back fitting room,” etc.
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Remember to select “yes” for the Book

Online setting for fitting rooms that you

want your customers to be able to book

through your website.
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One size doesn’t fit all when it comes to Bridal fitting rooms.

We’ve given you two options for booking your rooms: First
Available or Blocks. For more information on booking methods,
click here.

When entering in your fitting rooms, select the booking
method you prefer for each room. Then click on the Setup
button to customize each room.

We recommend Blocks for any fitting rooms that can be

booked online. First Available booking method is suggested

for situations where you may take walk-ins more often than

appointments, e.g. prom or tuxedo fitting rooms

Fitting Rooms continued..

Booking Methods

https://help.bridallive.com/hc/en-us/articles/360022867551-How-to-Set-up-Fitting-Rooms
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On the Sales Agreements page, we’ve done some
of the hard work for you and have included some standard verbiage
for your sales agreements. 

Use these as a starting point and guide. Read them carefully and
then tweak them to reflect your store’s terms and conditions. Click
here to learn more about editing sales agreements. 

Each type of transaction can have it’s own sales agreement. Many
stores have different agreements for Sales (i.e. off the rack) and
Special Orders.

Add agreements for customer's to sign on your terminal, select Add>
Custom Terminal Agreement. You can learn more about adding
terminal agreements here.

Set Up Your Sales Agreements by clicking Settings > Point of Sale > Sales Agreements

Sales Agreements

If you do not want the sales agreement

included on your receipts, simply delete the

text and nothing will print.

https://help.bridallive.com/hc/en-us/articles/360022868811-Edit-Sales-Agreements
https://help.bridallive.com/hc/en-us/articles/360038129652-Terminal-Agreements-MX925


Set Up Your Tax Codes by clicking Settings > Point of Sale > Tax Codes

Sales Tax Codes
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No need to break out the calculator for each sale to figure out sales tax.
Simply enter in the tax percent that you are required to collect and BridalLive will do the heavy lifting.

Note: Once you have entered your sales tax rate, you can apply that rate to the inventory items that
sales tax should be calculated on.

Enter in your tax as a whole percent.

For example, if your sales tax rate is 6%,

enter 6 not .06.
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ALL IN ONE SUPPORT
One company to call for payment support software support and more.

MEET OR BEAT GUARANTEE
The average retailer saves about 20% when they switch!

EASY END OF DAY
With automatic reconciliation, you can close out your day with just a

few clicks. Save time and get home sooner!

PAPERLESS CONTRACTS
Customers can sign their sales agreements directly on the terminal, and

then receive a copy of their signed invoice and agreement via email.

TIPPING
Tips are a great way to motivate employees and an easy way to show

gratitude for the great service they have provided! 

NEXT DAY FUNDING
We understand it's important to get your money quickly. We offer

next day funding so you can keep things running smoothly.

CHARGE FOR APPOINTMENTS
With the Standard Plus plan on BridalLive, customers can be prompted to

securely enter card details for booking fees or last minute cancel/no-show

charges!

PRE-AUTHORIZE PAYMENTS
Pre-authorization allows you to place a hold on an amount of money before

completing the transaction. Especially helpful for virtual appointments or

loaning out gowns!

AUTOMATED PAYMENT PLANS
COMING SOON! 

BridalLive Pay



Additional Resources 
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Company Profile

Users

Appointments & Fitting Rooms
Company Profile, Account Settings, Users & Security

Change Logo in Email Templates

Update BridalLive Payment Method

Adding a User

Add User Work Schedule

Add/Edit User Roles

Video- Add Work Schedule & Time Off

Employee Time Off

Contacts and Activities

Appointment Scheduler vs. Request Form

Adding an Appointment

Video- Adding an Appointment

How to Setup Fitting Rooms

Fitting Rooms

Using the Calendar- Best Practices

Calendar Black Out Dates

Smart Book Algorithim

Smart Book Q&A
How Does the Smart Book Algorithm Work?

Sales Agreements
Edit Sales Agreements

Signing Sales Agreements with Digital Signature

MX925 (BridalLive Pay) Terminal Agreements

Digital Signature- Getting Started

Sales Tax
READ ME- Completing Orders & Layaways

How is Sales Tax Calculated in BridalLive?

Sales Tax Setup- Massachusetts ONLY

How to Setup VAT (UK) & GST (AU/NZ)

How BridalLive Calculates VAT (UK) & GST (AU/NZ)

https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgwwwXTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkib2h0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI2NTU3OTItQ29tcGFueS1Qcm9maWxlLUFjY291bnQtU2V0dGluZ3MtVXNlcnMtU2VjdXJpdHkGOwdUOg5zZWFyY2hfaWRJIik5Y2I0OWVlMi1kZWZjLTRjZGItYTZiYy0xMWM2YzExY2MzZjMGOwdGOglyYW5raQY%3D--1d3b47ee565894d7d720dc3e31c121b5ae686161
https://help.bridallive.com/hc/en-us/articles/360022868291-Change-logo-in-Email-Templates
https://help.bridallive.com/hc/en-us/articles/360041345891-Update-Payment-Method
https://help.bridallive.com/hc/en-us/articles/360022868651-Adding-a-User
https://help.bridallive.com/hc/en-us/articles/360022868711-Add-User-Work-Schedule
https://help.bridallive.com/hc/en-us/articles/360022868751-Add-Edit-User-Roles
https://help.bridallive.com/hc/en-us/articles/360029641811-Instructional-Video-Add-User-Work-Schedule-and-Time-Off
https://help.bridallive.com/hc/en-us/articles/360022656852-Employee-Time-Off
https://help.bridallive.com/hc/en-us/articles/360022867511-Contacts-and-Activities
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwib%2FgjTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkicWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4Njc2MTEtQXBwb2ludG1lbnQtU2NoZWR1bGVyLXZzLUFwcG9pbnRtZW50LVJlcXVlc3QtRm9ybQY7B1Q6DnNlYXJjaF9pZEkiKTY3Yzg0NmMyLTBlMjYtNDY3Yi1iOTQ2LTEzYjI4MGVhNTI4YQY7B0Y6CXJhbmtpCQ%3D%3D--0fdf32d2c0c2712b32ac43b51d1e4a0e7a3bbc8e
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwib%2FgjTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkicWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4Njc2MTEtQXBwb2ludG1lbnQtU2NoZWR1bGVyLXZzLUFwcG9pbnRtZW50LVJlcXVlc3QtRm9ybQY7B1Q6DnNlYXJjaF9pZEkiKTY3Yzg0NmMyLTBlMjYtNDY3Yi1iOTQ2LTEzYjI4MGVhNTI4YQY7B0Y6CXJhbmtpCQ%3D%3D--0fdf32d2c0c2712b32ac43b51d1e4a0e7a3bbc8e
https://help.bridallive.com/hc/en-us/articles/360029321912-Instructional-Video-Add-Appointment-Using-the-Calendar
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwhf%2FgjTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiW2h0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4Njc1NTEtSG93LXRvLVNldC11cC1GaXR0aW5nLVJvb21zBjsHVDoOc2VhcmNoX2lkSSIpNmZmYjNlMDYtMmM0OS00OTgyLTk3ZTctYmI3MTcwNzNmMGZiBjsHRjoJcmFua2kG--514e3ee8dacc9cb4a20b337b98b49030501cf276
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwggxAXTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiTWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI2NTYwMzItRml0dGluZy1Sb29tcwY7B1Q6DnNlYXJjaF9pZEkiKTZmZmIzZTA2LTJjNDktNDk4Mi05N2U3LWJiNzE3MDczZjBmYgY7B0Y6CXJhbmtpCA%3D%3D--658ca1e96d5fb54fef50c586a171072c466e887a
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwi%2F%2FQjTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiYmh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4NjczOTEtVXNpbmctdGhlLUNhbGVuZGFyLUJlc3QtUHJhY3RpY2VzLQY7B1Q6DnNlYXJjaF9pZEkiKTZmZmIzZTA2LTJjNDktNDk4Mi05N2U3LWJiNzE3MDczZjBmYgY7B0Y6CXJhbmtpDQ%3D%3D--25ecffd4c448d6a63870d135aa4c230d84e1ad9a
https://help.bridallive.com/hc/en-us/articles/360022656952-Calendar-Black-Out-Dates
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgT%2FwjTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiTmh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4Njc3MzEtU21hcnQtQm9vay1RLUEGOwdUOg5zZWFyY2hfaWRJIikwYzFlNmM5Ny1mZGRjLTRlZDAtOTA3NC1mOTg0OTFhZmYwZDkGOwdGOglyYW5raQY%3D--182345cb236df3b11ec43d1f5c3494f6af4f079e
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgDAAnTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZ2h0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4Njc5NzEtSG93LWRvZXMtdGhlLVNtYXJ0LUJvb2stQWxnb3JpdGhtLXdvcmstBjsHVDoOc2VhcmNoX2lkSSIpMGMxZTZjOTctZmRkYy00ZWQwLTkwNzQtZjk4NDkxYWZmMGQ5BjsHRjoJcmFua2kH--2d735f18cc26761c518576568cb70adc77a3434e
https://help.bridallive.com/hc/en-us/articles/360022868811-Edit-Sales-Agreements
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwh3BAnTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiamh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4NjkxMTEtRGlnaXRhbC1TaWduYXR1cmUtU2lnbmluZy1TYWxlcy1BZ3JlZW1lbnRzBjsHVDoOc2VhcmNoX2lkSSIpYjk4YWFmOGItNjA2My00MTMxLWI1MDMtNTlkYTc3M2VlMjBiBjsHRjoJcmFua2kH--75acc1c580819c850050c50a018bc9f175a0eabc
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwj03%2FHTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiWWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMzgxMjk2NTItVGVybWluYWwtQWdyZWVtZW50cy1NWDkyNQY7B1Q6DnNlYXJjaF9pZEkiKWI5OGFhZjhiLTYwNjMtNDEzMS1iNTAzLTU5ZGE3NzNlZTIwYgY7B0Y6CXJhbmtpCA%3D%3D--98a1003956c493fafdf933ff40f3fd8bf9f9f7ca
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwhjBAnTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiYWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4NjkwOTEtRGlnaXRhbC1TaWduYXR1cmUtR2V0dGluZy1TdGFydGVkBjsHVDoOc2VhcmNoX2lkSSIpYjk4YWFmOGItNjA2My00MTMxLWI1MDMtNTlkYTc3M2VlMjBiBjsHRjoJcmFua2kK--754248520f159a71b421ddc766feb61ecaf3e8fd
https://help.bridallive.com/hc/en-us/articles/360022655892-READ-ME-Completing-Special-Orders-Layaways
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwhf2SLUUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiamh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwNDEzMzkyMzEtSG93LWlzLVNhbGVzLVRheC1DYWxjdWxhdGVkLWluLUJyaWRhbExpdmUtBjsHVDoOc2VhcmNoX2lkSSIpZGE0NTg4MDYtZDdjMy00NWFjLTk5MGUtM2E5OGRhMmZiOWU5BjsHRjoJcmFua2kI--f088abe278ff4648dbabaca05b2ad33e8f100c36
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwiMxgXTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiYWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI2NTY2NTItU2FsZXMtVGF4LVNldHVwLWZvci1NYXNzYWNodXNldHRzBjsHVDoOc2VhcmNoX2lkSSIpZGE0NTg4MDYtZDdjMy00NWFjLTk5MGUtM2E5OGRhMmZiOWU5BjsHRjoJcmFua2kH--567b2e06ed0ea89f185022e19d7f441c944c71e0
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwgnBAnTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkiZWh0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4NjkwMzEtSG93LXRvLXNldHVwLVZBVC1VSy1vci1HU1QtQXVzdHJhbGlhLQY7B1Q6DnNlYXJjaF9pZEkiKTA4ZTQxOTAxLWMxZjYtNDY5NS05NjhjLWRlMzRjOTA4NGQ2ZgY7B0Y6CXJhbmtpDA%3D%3D--f1a87ad0d2c4ddefec306a9d1e534a9a489c6ccc
https://help.bridallive.com/hc/en-us/search/click?data=BAh7CjoHaWRsKwjzAAnTUwA6CXR5cGVJIgxhcnRpY2xlBjoGRVQ6CHVybEkic2h0dHBzOi8vaGVscC5icmlkYWxsaXZlLmNvbS9oYy9lbi11cy9hcnRpY2xlcy8zNjAwMjI4NjgyMTEtSG93LUJyaWRhbExpdmUtY2FsY3VsYXRlcy1WQVQtVUstYW5kLUdTVC1BdXN0cmFsaWEtBjsHVDoOc2VhcmNoX2lkSSIpNzZkMmM0YjEtZjY4Yi00OTY2LThiNjctNTQxMDMwMzM5ZDg1BjsHRjoJcmFua2kM--ce0cdfe1d779183b6b6c28288e96ca58d0836a2b


Congratulations!
You've made it through the Getting Started Guide! An account manager

will be in touch shortly when a payment method is added! 
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For your consideration, Client Portal offers a customizable, brandable,
unique mobile experience. Check out our offering here.  

https://help.bridallive.com/hc/en-us/articles/360022655772-Client-Portal-Overview

