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Chapter 1
Introduction

Overview

Welcome to Manager and Manager Plus. These products represent the culmination of
decades of experience in the hands-on management of automobile repair facilities.

These products are comprehensive shop management systems which use the best
database management technology available to provide an automated approach to
creating estimates, repair orders, and invoices. Reporting features are available which
allow you to track and easily access the information you need to run your shop in an
efficient and profitable fashion.

Manager and Manager Plus

Manager is a subset of Manager Plus. The primary difference between the two systems
is that Manager Plus includes inventory

management and purchasing functions. A entory _

corollary result is additional reporting D Menagemert o

capabilities for Manager Plus users.
The relationship is depicted
graphically in the figure to the right.

M 52, Ouick "

anagen Plus O s
Hist:

. Eeny Reporting

Courter Sales Securi_ti [\rn\'éllrzlwgeda

About this User's Guide S "

This User's Guide is structured to serve Hifl
users of Manager and Manager Plus. By % soheduing (R asad eperden)
describing all of the features available in the Fme NlANAGEr

Manager Plus, all of the features available in

both programs are documented. For the sake of

simplicity, the title “Manager,” is used generically throughout this User's Guide to refer
to both systems.



As such, there are some features described in the book which do not apply to users of
Manager. Description of these features is concentrated, as much as possible, in Chapter
11, “Inventory,” and in Chapter 12, “Purchase Orders.” If you are a Manager user, you
can simply ignore these chapters as well as the occasional reference to an inventory or
purchasing function in other chapters of the book.

Similarly, if you are not a purchaser of Estimator, you can disregard the information in
Chapter 7, “Parts and Labor Interface.”

How Manager Works

Chapter 1

Managing your shop with Managers essentially a seven-step process. These steps are
explained in detail below.

Step 1 - Set up Information about your Shop Before you can begin working
with Manager, you must enter certain information about your shop. You must enter rate
information (labor, parts mark-up, tax rates, etc.) and administrative information (shop
name, technicians).

Step 2 - Set up a Parts and Labor Database for your Shop When you go to
build an Order (Estimate, Repair Order, or Invoice) you will need to know what parts
to use and the amount of labor time that will be required. To accomplish this efficiently,
you need to maintain a database of the parts that your shop uses on a daily basis. You
will want to have Part Kits set up for parts that are frequently used in combination
with one another. You will want to have Canned Jobs set up for parts and labor
operations required for frequently performed jobs such as alignment jobs. Finally, you
will want to set up the Tire, Lube and Oil Filter, and Brake Packages.

Step 3 - Create Estimate Creating estimates quickly and accurately is central to
the success of your business.

Manager allows you to tap into your parts and labor database to build estimates without
wading through stacks of thick books. The developers of Manager know what it is like
to open the doors at 8 am to a line of impatient customers. With this in mind, we have
built a product that will allow you to deliver estimates quickly and confidently.

The Quick Estimating feature allows you to build a quick quote requiring a bare
minimum of information. This feature is most useful for situations where you may, or
may not, get the job, such as in the case of a customer calling around for prices. The
quote can then be converted to an estimate, or repair order, once the customer indicates
acceptance.

Step 4 - Convert Estimate to Repair Order Once the customer has agreed to
the necessary work, a single command converts your estimate to a repair order. You
can print the order so that the customer can authorize the work to be performed. Then
you can schedule the job. Once work has begun, the system allows you to track the
location and status of the vehicle in your shop in the Work in Progress screen.



Step 5 - Create an Invoice Once work has been completed, you will need to
create an invoice—a request for payment for services provided. Again, a single
command turns your repair order into an invoice.

As with estimates and repair orders, the status of the invoice is tracked in the Work in
Progress screen.

Step 6 - Post Invoice Posting the invoice indicates that the car has been picked up.
At this point, the order is closed and removed from Work in Progress to Order History.
A complete record of the repair and payment history are maintained where they can be
viewed at any time.

Step 7 - Utilize Shop Management Tools The final step in the process is
making use of the management reporting tools that Manager provides. Reports have
been structured that pinpoint where your shop is making, and losing, money. All of
your inventory and purchasing functions are fully automated within Manager.

Before You Begin

Manager runs under the Microsoft Windows 98 Second Edition, Windows 2000,
Windows XP and Windows NT operating system. The Windows Graphical User
Interface (GUI) helps to make the program easy to learn and use.

This guide assumes a basic familiarity with Windows. If you are not familiar with
Windows, you should refer to the Windows online tutorials and documentation, as
necessary.

Hardware and Software Requirements

NOTE These are the published system requirements as of the printing of this document.
Due to the rapid evolution of computing, these requirements are updated frequently. For
the most current version of the requirements, please visit our website at
http://www.mitchell1.com.

Mitchell 1 recommends using business class Pentium computers. Although custom-
built clone machines may run well, the majority of problems result from poorly
engineered equipment. Mitchell 1 recommends using name brand business computers
from Dell®, Gateway®, Compaq®, and HP®. 3COM® or Intel® cards are required
for networking. Systems intended for five (5) or more concurrent users should consider
a dedicated Windows server. Most Windows networks should be configured with a
DVD drive for OnDemandS5 data and a standard CD-ROM for Parts and Labor
estimating data. Although there are various processors available in the market place
(e.g., Cyrix and AMD), Mitchell 1 highly recommends the Intel processors for product
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reliability. For applications requiring a modem, 3COM/US Robotics modems are the
best choice. OnDemand5 and Manager include optional training videos. Users wishing
to view the videos will require a system configured with a sound card and speakers.

Minimum System Requirements
®  Microsoft® Windows 98*, Windows ME, Windows 2000*, Windows XP

® 233 MHz Intel® Business class Computer

® 64 Megabytes (MB) Random Access Memory (RAM)

® 3.5” 1.44 MB diskette drive

¢ CD-ROM Drive

® DVD-ROM Drive (Repair users only).

® 15” Super VGA color monitor 800x600 resolution

® 8 Gigabyte hard disk drive or greater

® Microsoftd compatible mouse

® 1 Parallel port

® [ Serial Port

® 56k modem

¢ Inkjet printer

¢ lomega Zip Drive 100/250 MB (for Manager/ManagerPlus users only)
¢ UPS (Un-interruptible Power Supply for Manager/ManagerPlus users only)

NOTE The minimum system requirements may not be compatible with future
software releases.

Networking Requirements
®*  Windows 98*, Windows ME, Windows 2000*, Windows XP

® Required Network Card: 3-Com or Intel 10/100 Mb/sec

® TCP/IP is required as a network protocol

Optimum System Requirements
*  Windows 2000*, Windows XP

* Intel® Pentium 4 Business class computer or better

® 256 Megabytes (MB) Random Access Memory (RAM)
® 3.5” 1.44 Mb diskette drive

¢ CD-ROM Drive
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¢ DVD-ROM Dirive

¢ Sound Card and speakers (For training videos)

® 177 super VGA color monitor 1024x780 Resolution

® 40 Gigabyte hard disk drive

® 2 Parallel printer ports (for multiple printers)

® 1 Serial port

® 56k modem

® Laser or Inkjet printer

® Jomega 250 Zip Drive (for Manager/ManagerPlus data backups.)
® UPS (Un-interruptible Power Supply)

® Internet connection

NOTE: * Windows 98 should be Second Edition (SE), Windows 2000 should be
Service Pack (SP) 2.

Mouse and Keyboard

The information in Manager can be accessed with a keyboard or mouse. The keyboard
is simple, though access is slower. You don't need to know how to type to run the
Manager software.

Using a Mouse

To make a selection using a mouse, roll the mouse on a flat surface until the arrow on
your screen is in the desired location, and press the left mouse button. This is known
as “clicking.” When you release the mouse button, the computer calls your choice onto
the screen.

Throughout this manual, whenever you are told to “select” or “click on” a function,
menu item, icon, or button, this means to place your mouse cursor (arrow) on the
selection, and click the left mouse button.

Right-Clicking Right-clicking allows you to access some of the functions you use
most often without leaving the work area to look for menus or icons. To right-click,
simply aim your mouse pointer towards the appropriate area of the screen and click the
right mouse button. The appropriate menu displays or dialog box opens.

Introduction



Some of the right-clicking functions are described below:

Function Description

Setup Dialog Boxes Right-click on the gray area at the
bottom of any of the three major setup
dialog boxes (Standard Descriptions,
Standard Tables, Shop Data Setup) to
select from a menu of the other setup
dialog boxes.

Quick Canned Jobs List Right-click on an empty grid line in
any order panel to display a listing of
Quick Canned Jobs or display the
Canned Job List.

WIP Detail Right-click on any item in the Work-In-
Progress screen to display the Work-
In-Progress Detail dialog box for that
item.

Toolbar Menu Right-click on the gray space
between icons on the toolbar (usually
appears as a thin vertical bar) to open
a menu of toolbar selections (as
shown below).

At ManagerP lus

File Edt View Setup Ukiities Inwentory Training Videos Help

5ok 2
M Hide Toolbar

=
ool Llser List

Toolbar without Text

Defaulk Position

ied

Setup

WEE

- LR
le Reports Help

Right-click example

Protecting Your Data

The most important part of your investment in Manager is the data that you input.
Every effort possible has gone into making the system stable, but there are some things
that the end-user can do to extend protection of their data. A database's biggest enemy
is file corruption. This problem is common to ALL databases, not just Manager.
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The most common form of corruption is caused when data is incorrectly written to
disk. This is typically caused by power fluctuations to the computer. A sudden, short
term voltage drop across the computer's circuitry could result in data being written
some place other than where the operating system expects it to be. Manager will no
longer be able to access this “lost” data. The result is lost records and incorrect reports.

In automobile repair shops the biggest culprit is the air compressor. However, even
connecting the computer to the same circuit as a coffee maker or copier can cause
voltage drops at the computer when those devices cycle.

The best solution to this problem is an Uninterruptible Power Supply (UPS) equipped
with line conditioning. A UPS provides a back-up power supply which allows the user
to save their work and shut down the computer normally in the event of a power
outage. More importantly, the line conditioner uses battery power from the UPS to
provide a constant 110 volt power supply to the computer as voltage drops occur. Line
voltage fluctuation is the #1 cause of premature hardware failure.

In addition to using a UPS, Mitchell 1 recommends the following:
® If at all possible, connect the computer to a dedicated circuit.

® DO NOT connect copiers, coffee makers, fax machines, etc. on the computer's
circuit.

® Back up your data regularly.

Uninterruptible Power Supply (UPS)

In order to be most effective, the UPS should provide 10-15 minutes of back-up power.
This will allow for an orderly shut down of the computer. The line conditioning should
be constant. Some UPSs have an alarm that sounds when UPS services are being used.
This feature is useful for indicating voltage drops and brownout conditions.

For network installations, the file server as well as each of the individual workstations
should each be protected by a UPS. The network solution provider should be able to
provide recommendations for power protection for the network.

Backing Up Your Data

Backups protect against data loss due to a disk crash, fire, theft, software/hardware
failure, accidental deletion, and power fluctuations. The Manager automated backup
system, used properly, can save you time and money. If a data loss occurs, you simply
restore from the backup, eliminating costly reconstruction of your data.

A variety of backup solutions may be used with Manager. However, Mitchell 1
recommends using an Iomega® Zip. Refer to Appendix B, “Backup” for details on
backing up your data.
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How to Use this Guide

Chapter 1

The Manager User's Guide is designed to help you learn and work with the system.
General, as well as detailed, information is provided so that new learners as well as
experienced users are provided with the information they need to use Manager
effectively.

User's Guide Contents
This guide contains all of the information you need to install, start, learn, and work
with Manager. The information is divided into the following chapters:

Chapter 1, “Introduction” provides an overview of the Manager product and this User's
Guide.

Chapter 2, “Getting Started” details procedures for installing, starting, and exiting the
system. Manager menu and button bars are also introduced.

Chapter 3, “Shop Setup” describes the steps necessary to set up and maintain,
administrative and rate information about your shop.

Chapter 4, “Utilities” describes setup of customer and vehicle information, as well as
setup of parts kits and canned jobs. Other selections available from the Utilities menu
are described as well.

Chapter 5, “Security” details options for providing password protection for sensitive
system functions.

Chapter 6, “Manager Orders” details the procedures to be followed to create quick
estimates, regular estimates, repair orders and counter sales.

Chapter 7, “Parts and Labor” describes the interface with Manager’s estimating
program interface.

Chapter 8, “Work In Progress” describes the options available in the Work In Progress
screen and how its view can be customized for individual users. A detailed description
is also provided of the options available for scheduling, and looking at scheduled
orders.

Chapter 9, “History Records” details the options available for working with historical
Manager records.

Chapter 10, “Reporting” details the reports that Manager provides for managing your
shop in an efficient and profitable manner.

Chapter 11, “Inventory” describes the process of setting up inventory items and
receiving and issuing parts from inventory.

Chapter 12, “Purchase Orders” explains the tools that Manager offers for generating
and working with Manager Purchase Orders.

Chapter 13, “Marketing” details the many ways that Manager provides to help you
reach out to your customers. Packages, Discount Coupons, Marketing Data collection,
and Mail Merge Postcards and Letters are all described.



Online Help

Appendix A, “Customer Service” describes common questions and answers and where
to call for help.

Appendix B, “Backup” describes backup considerations, and provides
recommendations for a suitable backup (hardware and software) system.

Appendix C, “Importing Data Into Manager” describes the Import and Database
Creation Utilities, which allows for import of data into the Manager database.

Appendix D, “Parts Ordering” provides information about ordering parts from
participating parts distributors.

Manager provides extensive context-sensitive online Help. What this means is that no
matter where you are working in the system, you can access Help specific to the dialog
box you are working in by pressing [F1]. You can also open online help by selecting
the Help button on the tool bar.

Eile

Help Topics

Help for OnDemandt

Manager Plus

This Contents topic lists the main Help tapics available for OnDemands ManagerManager Plus (referred ta simply as "Manager in this s

help system). Manager features extensive Context Sensitive Help. What this means is that no matter where you are working in
Manager, you can access the help topic for the screen, or dialog hox, you are working in by pressing F1

This program also features Online Assistance. These video demonstrations provide step-by-step instruction on the most
% commonly used features ofthe program. Click the lcon to the lef, or the How To... hutton on the help button bar to open a listing
of available demonstrations. You can also access a video specific to the tapic you are in whenever you see the Video icon in the
title bar.

Amawhere you go in this Help system, you can clickthe button an the Menu Bar to open the Help Topics dialog o

Help Contents

Quervisw
How To.. Video Training
Software Enhancements This Release

Working in Manager:

Setup

Waork In Progress

Schedule

Estimates, Orders, Invaices
Wehicle History

Beporis

Program Security

Follow Up Letters and Posteards
Promotions

Backups

Main Screens:

Custamer Screen

Wehicle Screen

Order Screen ha

Online Help

Select the Help Topics button on the toolbar to open the Help Topics dialog box, or the
Search button to utilize the key word search option.
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Online Assistance

To facilitate the process of learning to work with the Manager system, a set of online
demonstrations has been included on CD. These demos, created and displayed using
the Lotus® ScreenCam® program feature voice instruction coupled with actual online
demonstration of how to use the program.

NOTE: You need a 16-bit (or better) sound card and speaker(s) if you desire to
hear the narration (highly recommended). For best viewing, it is recommended
that your computer video resolution be set at 800x600, or higher. For convenience
and best performance, Mitchell recommends that you install the videos to your
hard drive when prompted during installation.

Online Assistance is optionally installed as part of the Manager setup. Online
Assistance is accessed from the Manager CD from within the Help program in either
of two ways:

® C(Click on the camera icon in the title of any Help topic for a related demonstration.
OR

¢ Select the How To... button on the Help screen button bar to open a menu of all
available demonstrations.

The first time you work in Online Assistance, a dialog box asks that you specify the
directory where the Training Videos are located.

To specify a location for the Training Videos:
1  With the Manager CD inserted in the CD-ROM drive, open the Online Help.
2 Choose How To... to open the list of Training Videos.
3 Click on any Title. The Help Movie Not Found dialog box displays.

Help Movie Not Found [ x|

Unable to Find Movie.
Enter Onling Assistance Path Now?

Cancel
Help Movie Not Found

4 Click OK.



Repair

Repair Order

The Save Help Movie Path dialog box displays. This dialog box allows you to specify
the path for the Online Assistance demonstrations.

w. Save Help Movie Path

Select Path:

Mavie List: [evecmeam
et

Moavie Template Dirive List:

527 " eue I e j

Save Path | Betum to Help |
Save Help Movie Path

5 Select the movie path by choosing the drive letter of your CD-ROM from the Drive

List and then the movie path in the Select Path: control group. For example, if your
CD-ROM drive was e: your path would be:

e:\scrncam\movies\
Choose Save Path.

You are now able to run Online Assistance.

FAQs

The FAQs help topic provides access to Frequently Asked Questions—a listing of
some of the questions that are most often asked of our customer service
representatives. Click on the desired question and you are taken directly to the Help
topic that addresses the question. FAQs can be opened from the Additional Help
Resources section of the Help contents.

Before dialing our Customer Support department, give FAQs a try. It might save you
a phone call.

Tool Tips

Manager features Bubble Help (also known as “Tool Tips”) for the toolbar icons. To
use bubble help, simply position your mouse pointer over a toolbar icon and a help
bubble pops up displaying a description of the icon's function.

Introduction 11
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Notational Conventions

Summary

Chapter 1

In order to make the instructions in this manual easy to understand, this User's Guide
makes use of certain standard conventions.

Keys When you use the keyboard to work with the Manager system, you will need to
“press a key.” In this guide, a key is represented by Helvetica font. For example:

Press Esc to exit the dialog box.

Commands Commands have been bolded in the procedures of this user's guide. For
example:

® Enter customer information and click OK when finished.

Bolding allows you to scan quickly through a procedure and still pick up on necessary
actions.

Text When you need to type a command in order to perform a task, this Guide
displays the command using the Courier font. For example:

Type:
d:\setup
and then click OK to install the Manager software.

Notes When information in the text needs to be emphasized, it is shown as a NOTE:,
with a shaded background behind the text. For example:

NOTE: Information is displayed in this format for emphasis. As you work with this
Guide, you should look for these notes.

Procedures The primary purpose of this User's Guide is to explain the procedures
for using Manager. So that you can easily locate these procedures, the introductory
phrase is printed in a bold typeface. For example:

To follow a Procedure:

® The steps of the procedure are numbered when there is more than one action item,
or bulleted if there is only a single action.

Now that you know the requirements for using the system, and are familiar with the
structure and conventions of this User's Guide, you are ready to install and use
Manager.



Chapter 2
Getting Started

Overview

Setup

To prepare your system for processing orders, you must install the software and enter
some system settings. This chapter provides an overview of these processes as well as
steps for starting and exiting the program. The chapter concludes with an overview of
the system's menus and buttons.

Your Manager CD contains everything you need to install, learn and use the Manager
program. Just insert the CD in your CD-Drive and the menu will come up on your
screen.

To facilitate a smooth process of implementing Manager in your business, Mitchell
strongly recommends that you carefully follow these "5-steps-to-success," in order.

Manager Setup and Training “5-Steps-to-Success”:

Insert the installation CD in your PC. The autorun menu displays on your screen.

Manage
1. Install 2. Complete 3. Install 4. Setup your Shop
Training/ "Teach Licensed Shop Info. with
Jump Start Yourself Software with "Putting Manager /
Software Manager” Mgr. to ManagerPlus
Guide Work”

13
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2 Manager, / ManagerPlus InstallCD

Welcome to the ManagerManagerPlus Install CD

Manager ManagerPlus

el S0

Autorun Setup Menu

Install the Training/Jump Start version of the software. This installs the Manager
software to your computer along with a sample database of customer and vehicle
information

2  Work through the exercises in the Teach Yourself Manager/ManagerPlus guide

included with your software package.

IMPORTANT NOTE: Do NOT enter real shop/customer information into this
version of the program. This version is for practice purposes only and has
limitations in the number of customers and vehicles you can enter. You will NOT
be able to transfer this information to the "live" program.

3 Once you are comfortable working with the Management System, using the
Installation CD again, install your licensed version of Manager/Manager Plus.
When you install the "live" software, you will need to use the CD and your Key
Diskette, which "activates" the software and "unlocks" all program features.

4  Follow the step-by-step instructions in the Putting Manager to Work guide to setup
your shop information, rates, etc.



5 Begin running your business with the finest Management System available -
OnDemand5 Manager/ManagerPlus. Refer to this User’s Guide, the Online Help (F1),
and the Video Training (accessible through Help) for detailed step-by-step instruction
on all program features.

Follow these “five steps to success” to help ensure a successful and trouble-free
implementation.

Installing Manager

To install Manager (Demo or Live Version) just select the appropriate setup option
from the autorun menu and follow the on-screen instructions. For additional
information, refer to the documentation that accompanied your software package.

Starting the Program

Manager is opened by selecting the appropriate program icon from the Start menu or
your desktop.

To start Manager:

® Choose the Manager icon from the Start menu.
OR

® (Click the Manager icon on your desktop.

The Manager Front screen displays.

Getting Started 15
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Manager Screen

The Manager screen consists of the following sections: Title Bar, Menu Bar, Button
Bar, Work Area, and Status Bar. When you first open the program, the Manager logo
appears in the Work Area.

M ManagerPlus
File Edit Wiew 3Setup Utlities Inwentory Training Videos Help

¥
Counter | Schedule | LlserList | Reparts

Manager

ManagerPlus

Mitchell]

www.mitchell1l.com

Ready ManagerPlus 51 5.02.004 DEFAULTIISER Y

Manager Front Screen

Screen Layout
The Manager screen layout is consistent with that of other Windows applications. Each
area of the screen is described below.

Title and Menu Bar The Title Bar is the upper strip of the Manager screen. To the
left is the application title. To the far left is the control menu box, and to the right are
the minimize and maximize buttons.

e+ Manager _ (O]

File Edit “iew Setup Utliies Training Yideos Help

Manager provides menus that allow you to move freely through the system using
whichever method (keyboard or mouse) you prefer. The Menu Bar contains drop-down
menus from which you can select a command or an option. These drop-down menus
are: File, Edit, View, Setup, Utilities, Inventory, and Help.

Chapter 2



Each menu is described in detail later in this guide. For the convenience of keyboard
users, the View menu commands correspond to the Button Bar functions.

Toolbar Manager features a row of icons, or buttons, each representing a different
step in the daily shop operations process. When you select a button, the program
overlays the work area with a window or dialog box allowing you to perform a system
function. Displayed below is the ManagerToolbar in the standard (default)
configuration.

2
L

&

Qﬁ

bl

In Progrss | Quick Est.| Estirnate | Repair | Invoice | Counter | Schedule| LlserList | Renors wEE Setup Help
Toolbar (Standard)

The One-Start Toolbar configuration allows you to run your shop in a more
systematic fashion, replacing the Estimate, Repair and Invoice icons with a single Start
icon. The One Start Toolbar is displayed below.

7+

HElo

a8

WP,

Renons

=

WEE

C.lwckEst Stan Counter Schedule User LIST SetUD

One Start Toolbar

Refer to “One Start Toolbar” on page 31 for details.

Getting Started 17
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The Manager toolbar is customizable. What this means is that you can move it around
on your desktop. Simply click and hold down your mouse pointer on the line in the
middle or at either end of the toolbar. You can then move the toolbar to a different
location on your screen. Displayed below is an example screen with the toolbar moved
to the side.

M+ ManagerPlus E HEIH’X‘
File Edit View Setup Ublties Inventory Training Videos Help

li/lne;;rsalger
ManagerPlus

Mitchell]

www.mitchelll.com

Ready ManagerPlus SU 5.02.004 DEFALILTUSER Y

Toolbar on Side Example

You can restore the toolbar to its original position by choosing Default toolbar from the
Toolbars selection from the View menu.

Work Area The work area is the portion of the screen that displays the windows and
dialog boxes in which you work. This is the largest area of the Manager screen and
works in conjunction with icons selected from the Button Bar, Menu commands, and
hyperlinked areas of certain dialog boxes. These allow you to jump to a different,
related dialog box. Depending on which command you choose, the work area displays
the appropriate information or data entry screen.

Status Bar The Status Bar is located at the bottom of the screen—displaying
information for quick referencing.



Moving Around in Manager

Manager has been designed with flexibility in mind. You can move from one
window/function to the next using the mouse or the keyboard.

Using a Mouse

A mouse allows you to move around in Manager a lot quicker than when using the
keyboard alone. For instructions on installing, setting up, and using your mouse, refer
to your mouse documentation and the Microsoft Windows User's Guide.

Using the Keyboard

Although a mouse is a convenient tool, many Manager operations can be completed by
keyboard. The system not only uses all the standard typewriter key functions, but also
some PC-specific keys, as described below. As you work with the program, these
keyboard commands will become second nature to you.

The View menu on the menu bar provides keyboard access to all system functions
represented on the Manager button bar.

Key Screen Function

Tab Moves the cursor (data entry point)
forward to the next field.

Shift+Tab Moves the cursor backward one field
at a time.

Backspace Removes the character to the left of
the cursor.

Delete Erases one character or a highlighted

group of characters or data field.

Arrow Keys Moves the cursor (or highlight bar, as
the case may be) one character in the
direction of the arrow (Up, Down, Left,
or Right).

Alt Used in combination with a hot key to
select an option. (See the section,
Using Hot Keys.)

Enter Function varies depending on where
you are in the program.

Getting Started 19
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Key Screen Function

In dialog boxes with fields that allow
for longer text passages (for example,
Notes) pressing the Enter key acts
like the carriage return on a
typewriter, moving you to the first
character position on the next line.

In other windows, the Enter key has
no function.

Using Hot Keys The hot key is any underlined letter or character on the screen. It is
used in combination with the Alt key to select a menu or a command option. For
example, in Manager, pressing Alt and the letter F accesses the File menu. When the
File menu is open, pressing X exits you from the program. Where possible, the hot key
for an item is the first letter of the item name (such as N for New).

Using Function Keys

Manager function keys provide one-click access to the program features you use most
often. The function keys are normally located on the top row (or near the top) of your
keyboard. The following keys are available:

* F1 Help

® F2 Spell Check

® F3 Find Customer

* F4 History

® F5 Batch Payment

® F6 Quick Start

® F7 Quick Estimate

* F8 New Estimate

® F9 New Repair Order
® F10 New Invoice

® F11 New Counter Sale
® F12 Check Profit



1INV, Hammel, Charlie
21NV, Doe-lones, Jane
3RO, Hanlon, Gai

Menu Bar

Described below are the menu options offered on the Manager menu bar. Each of the
menu options can be accessed either by mouse or by keyboard as described in the
previous section.

e+ Manager I =]

File Edit View Setup Utilites Training Videos Help

41NV, Diez, Dita

Errint

Preview

Print Setup

Exit

Cut Clrl=
LCopy Chl-C
Paste Chel
Delete Del

Clear Customer
Remove Customer

Femove Yehicle

Frenmmve Hrdey

Menu Bar

File The File menu contains selections which allow you to exit Manager or to pull up
any of the last four orders on which you were working. This list is customized to the
current user in the user list—if a different user is selected, the list changes.

You can also choose to Print or Print Preview the current order or choose Print Setup
to open the Reports/Printers Selection dialog box in which you can specify the printer
to be used for each type of report.

Edit The Edit menu provides options for entering and removing information from
your Manager orders.

Option Description

Cut Removes a highlighted section of
repair lines out of the order. The
section is copied to your Windows
clipboard, from which it can be pasted
elsewhere, if desired.

Copy Copies a highlighted section of repair
lines from within the order. The
section is copied to your Windows
clipboard, from which it can be pasted
elsewhere, if desired.

Paste Pastes a section of repair lines from
the clipboard into an order.

Delete Deletes a highlighted section of repair
lines from the order.

Clear Customer Clears customer and vehicle
information from an order.

Getting Started 21
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[ vie:: I

Wwork In Progress

Luick Estimate
Estimate
Bepair Order
Invoice
LCounter Sale
Special Order

Applications
Schedule
User List
Feports

Toolbar
v Statuz Bar

Chapter 2

Option

Remove Customer

Remove Vehicle

Remove Order

Option

Work In Progress

Quick Estimate

Estimate
Repair Order
Invoice

Counter Sale

Special Order
Applications

Schedule

Description

Removes the currently selected
customer's record, and all associated
vehicles, from the database. This
option is only available if the customer
has no current orders in Work In
Progress.

Removes a selected vehicle from the
Manager database. This option is
only available if the vehicle has no
current orders in Work In Progress.

Removes the current order from the
database.

View The View menu allows you to access, by keyboard or mouse, all of the options
available from the button bar. Details of these menu operations are provided in Chapter
8, “Work In Progress.” Additional options allow you to quickly locate a customer, alter
certain elements of your display, and show or hide the Toolbar and Status Bar.

Options available from the View menu are described below:

Description

Accesses the Work In Progress
display allowing the selection of any
open order (Estimate, Repair Order,
Invoice).

Opens a new Quick Estimate.
Opens a new Estimate.
Opens a new Repair Order.
Opens a new Invoice.

Opens a new Counter Sale.
Begins a Special Order.

Allows you to open, or switch to, other
Manager applications you have
installed on your system.

Brings up the Schedule window.



Option

User List

Reports

Toolbar

Status Bar

Description

Allows you to select the current user
and add or delete users.

Brings up the Report Selections
dialog box allowing you to select from
available Client, Management,
Accounting, and Inventory reports for
viewing and printing.

Allows you to display and/or hide the
Manager toolbar (program icons) and
allows you to restore the toolbar to its
default settings. A checkmark next to
the Toolbar command signifies that
the toolbar is currently displayed.
Choose Default Toolbar to restore the
toolbar to its default settings.

Allows you to toggle on or off the
Manager status bar.

Setup Menu The Setup menu provides access to options allowing you to set up and
Setup maintain your Manager database. These options are described briefly below, and in

Standard Descriptions . « EY)
Standard Tables detail in Chapter 3, “Shop Setup.
Shop Data Setup

Yendor Setup Option

Technicians Setup

Reports/Printers Standard Descriptions

End of Day Reports

Packages & Discounts
Tire Packages

Brake Packages

Lube, Oil, & Filker Package:

PBrogram Security Standard Tables
Diagnostic Reports
Special Maintenance

Shop Data Setup

Description

Opens the Standard Descriptions
dialog box. Refer to Chapter 3 for
details of the setup activities that are
available in this dialog box.

Opens the Standard Tables dialog
box. Refer to Chapter 3 for details of
the setup activities that are available
in this dialog box.

Opens the Shop Data Setup dialog
box. Refer to Chapter 3 for details of
the setup activities that are available
in this dialog box.
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Option
Vendor Setup

Technicians Setup

Reports/Printers

End of Day Reports

Packages & Discounts

Tire Packages

Brake Packages

Lube, Qil, and Filter Packages

Program Security

Diagnostic Reports

Description

Opens the Vendor List dialog, from
which you can add, edit, or delete
vendor codes and names.

Allows you to add, edit, or delete
technician names and types.

Allows you to individually select a
unique printer and report type for
Estimates, Repair Orders, Invoices,
and Counter Sales.

End of day reporting allows you to
designate reports to be printed when
you exit the program at the end of the
day or over any other desired time
period.

Opens Packages and Discounts
setup. See page 99 for details on
setting up packages and discounts.

Opens Tire Packages setup. Refer to
page 103 for details on setting up Tire
Packages.

Opens Brake Packages setup. Refer
to page 105 for details on setting up
Brake Packages.

Opens Lube, Oil, and Filter (LOF)
setup. Refer to page 106 for details
on setting up LOF Packages.

Allows a System Administrator to
enable password protection for
designated system functions and
define user access to those functions.

Pulls up the Error Reporting
Preferences dialog box, in which you
are able to select error logging
options and set a log file name.



Find Customer F3
Find History Record F4
Batch Payment F5
Part Kits

Canned Jobs

Export Packages
Import Packages
Customer Screen
Yehicle Screen

End OF Day

Option

Special Maintenance

Description

Provides access to a submenu
allowing you to access some special
system maintenance utilities.

Utilities The Utilities menu contains the following selections.

Option

Find Customer

Find History Record

Batch Payment

Parts List

Part Kits

Canned Jobs

Promotions

Customer Screen

Description

Allows you to quickly locate a
customer record from anywhere in
Manager.

Allows you to quickly locate a history
record from anywhere in Manager.

Opens the Batch Payments dialog
box, allowing you to make payments
on a number of invoices without
opening them individually.

NOTE: Available in Manager only.
ManagerPlus users refer to Inventory
List, (opened from the Inventory
menu.) Opens the Parts List dialog
box, allowing you to add, edit, and
delete parts from the Parts List.

Opens the Part Kits dialog box,
allowing you to add, edit, and delete
Parts Kits.

Opens the Canned Job List, allowing
you to copy, add, edit, and delete
Canned Jobs.

Opens the Promotions dialog box,
from which you can add, edit, and
delete Packages and Discount
Coupons.

Opens the Customer screen, allowing
you to enter customer information into
the Manager database.
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Option

Vehicle Screen

End of Day

Description

Opens the Vehicle screen, allowing
you to enter vehicle information into
the Manager database.

Opens the End of Day procedure
dialog box.

Inventory Menu The Inventory menu allows access to all inventory and purchasing
functions. These options are described briefly below, and in detail in Chapter 11,
“Inventory” and Chapter 12, “Purchase Orders.”

Inventary List
I, Tranzactions ¥

Purchaze Orders

Physical Count
Tiransfer
Beturns

Month End Cloze
‘rear End Cloge

NOTE: The Inventory menu is available only to ManagerPlus users. Manager
users use Parts List (Utilities menu) to enter parts. Manager users also select
Year End Close from the Utilities menu.

Option

Inventory List

Inventory Transactions

Physical Count

Transfer

26 Chapter 2

Description

Opens the Inventory List dialog box,
allowing you to add, edit, and delete
Inventory List records.

Opens the Inventory Transactions
submenu. The three available
selections, Physical Count, Transfer,
and Returns, are described below.

Opens the Physical Count Update
dialog box, allowing you to record an
inventory count adjustment.

Unavailable in this software release.



Option

Returns

Purchase Orders

Month-End Close

Year-End Close

Description

Opens the Return Part to Vendor
dialog box allowing you to to reduce
the on-hand quantity of an inventory
item to account for parts that are
returned to the vendor.

The Purchase Orders dialog box
provides options for creating new
purchase orders, viewing open
purchase orders, and performing
operations on open POs (Edit PO,
Receive Parts, etc.).

Opens the Close Month dialog box,
allowing you to close a month for
accounting purposes.

Initiates a transaction to close a year
for accounting purposes. (Manager
users select Year-End Close from
Utilities menu.)

Training Videos Use this menu selection to access a selection of available Training

Videos.
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Help The Help selection provides access to the online help system. When you access
Help via the Index selection from the Help menu, you open the Help Topics dialog box.

Help Topics: Help for OnDemand5 Manager Plus EE

Cantents | index | Find |

Click a topic, and then click Display. Or click anather tab, such as Index.

@ Software Enhancements This Release

@ Training Yideos

Q “working in Manager

Q Main Screens

Q Menu's

0 Setup

@ lcons

0 Fieporting

@ Inwentory and Purchasing
Fromotions

Q Additional Help Resources

Display I Frint. Cancel

Help Topics

This dialog box allows you to search help via a structured Contents lookup, an Index
search or a word search (Find).

Chapter 2



You can also access Help for any program function by pressing [F1] or the Help button
on the toolbar.

< Help for DnDemand5 Manager Plus
FEile  Edit Bookmark Mitchel Options Help

Help Topics FPrint
Help for OnDemand%

Wanager Plus

This Contents topic lists the main Help topics available for OnDemanda ManagerManager Plus (referred to simply as
“Manager" in this help system). Manager features extensive Context Sensitive Help. What this means is that no matter where
wou are working in Manager, you can access the help topic for the screen, or dialog box, vou are working in by pressing F1

Thig program also features Online Assistance. These video demonstrations provide step-by-step instruction on the
most commaonly used features of the program. Click the Icon to the left, or the How To... buttan on the help button bar to
open a listing of available demonstrations. You can also access avideo specific to the topic you are in whenever you see
the Video icon in the title bar.

Arpwhere you go in this Help systern, you can click the buttan on the Menu Bar to open the Help Topics dialog box

Help Contents

Overiew

How Ta.. Video Training
Software Enhancernents This Release

Working in Manager:
Setup

Work In Progress

Schedule

Estimates, Orders, Ihvoices
Wehicle History

Repors

Program Security

Eollows Lp Letters and Posteards
Promotions

Backups

Main Screens:
Custorner Screen ;I

Online Help

NOTE: You can access Help specific to any screen by pressing [F1].
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The Help Menu also provides access to the About dialog box, which provides program
version identification.

About ManagerPlus 1
Copyright [c] 2002 Mitchell Repair Information Co. LLC.

All Rights Reserved. E

Releaze version 5.01.005

This product containg ¥isualSpeller from Vizsual Components.
Copyright 1994-1997. All rights reserved.

D atabase Info:

Core Data Source Name - MM5 Series Il 32 Demo

Core Databage Version - 500

Core Database Path - C:AMITCHELL\REPAIR\S 2DEMO\MDBASMCORE32 MDB
Carlnfo Database Yersion - 2002 2nd Quarter

Core Databaze Type - Access 2000

cam \Syxtem In[n,,,:
Help

About

You can also click the System Info ... button to pull up the Microsoft System
Information dialog box.

crozoft System Information
Fle Edit “iew Tools Help

| & [

ystem Information System Information I
Hardware Resources Microzaft Windows 98 4.10.2222 4

Components Upgrade using Full OEM CD #SrcDir=0:\WwWANSE AD A wwmsssmss s
[ Software Ervironment IE 5_8-0-2800-0000

Uptime: 4:06:53.20

Normal mode

On“DD9130B" as "dd3130"

Dell Computer Corporation

Genuinelntel 86 Family 6 Model 8 Stepping 1

9EMB RAM

38% system resources free

Windows-managed swap file on drive C [4722MB free)

Avalable space on dive C: 4722ME of 11386ME [FAT 32)

For Help, press F1 | Current Systern Information S

Microsoft System Information
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This dialog box provides information about your operating system, memory, and other
aspects of your computer environment that may be of use in troubleshooting
performance issues.

NOTE: The Microsoft System Information dialog box is only available if you have
either Microsoft Office or Windows 98 installed on your system.

One Start Toolbar

The Screen View panel in Shop Data Setup now contains a setting that allows you to
display the Manager One Start toolbar. (Select Shop Data Setup from the Setup
menu and then the Screen View tab to open the Screen View panel.) See “Screen
View” on page “Screen View” on page 83, for details.

Selecting the One Start Toolbar option causes the One Start Toolbar to display as your
toolbar.

Start

?F

Heln

WP,

Qﬁ

Setup

WEE

B f'r: E !1
Counter

Llser List

Sc

Cluick Est. e Repors

One Start Toolbar

The One Start Toolbar replaces the Estimate, Order, and Invoice icons with the Start
icon. Clicking on the Start icon to start the order at the Customer List for Start Order
dialog box, which allows you to look up a customer by Name, Phone Number, or
License number, or start a new customer.

Customer List for Start Drder [x]
Display for ' Customer  {* Company StatNew ( Estimate © Repair Order ‘
Name Phone # (last 4 digits) License #

Last Name I First Name I Address I City I State I Zip H
Dahl | Charlie | 12515 Parish Road | San Diego lca Jezzs |
Dan Flemming 510 Kinos Rd. San Diego CA 93133
Daniel Carmney 2704 Parkhaven Dr Kensington [oc: 93133
Danrin Dan 1902 SHy 121 916 Spring Valley CA 9213
Davies Bart 4832 Arbor Glen San Diego CA 91956
Davis-Buchta Julie 1 Mitchell Way San Diego cA 91082
Dawson Gary 2872 Harbinger Ln. Riverside CA 93133
Day Sam 1517 Kingston San Diego CA 92131

E
New Customer Cancel

Customer List for Start Order
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To begin an order using the Start icon:

With the One Start toolbar enabled, select the Start icon from the Toolbar. (See
“Screen View” on page 88, for details on enabling the One Start toolbar).

The Customer List for Start Order dialog box displays. Manager “remembers” whether
you chose to start an estimate or a repair order the last time you created an order.

Start New ¢ Estimate ( Repair Order

Click the other option button to change your selection, if desired.

Input known information. As you start typing in the Name field, the grid area below
displays last name matches. When you see the name you are looking for, simply click
on it and click OK. You can also search for the first name by typing a comma (,)
followed by the name (for example, you might type “,jim” to find a customer named
Jim Johnson).

You are taken to the Customer panel with information about the selected customer
entered into the fields of the dialog box.

If the Customer is not in your database, you need to create a new customer record.
Click New Customer to close the dialog box and start at an empty Customer screen.

Printing and Faxing

Chapter 2

Many screens and dialog boxes in Manager allow you to print and/or fax.

Printing

For each type of order (Estimate, Repair Order, etc.) you can select a different printer
in the Reports/Printer Selection dialog box (refer to Chapter 3, “Shop Setup,” for
details).

To print in Manager:
Select the Print button.
OR

Select Print from the File menu.

The document is sent to the printer that you specified in the Reports/Printer Selection
dialog box.

OR



The Report prints to your screen if you have selected Default Print To Screen in the
Reports Printers dialog box.

NOTE: Additional dialog boxes may appear requesting information before you
can continue your print job.

2

If you have selected Print To Screen, click on the small print icon at the top of the
screen to send the document to the printer.

Faxing

A number of screens in Manager allow you to fax to a customer, vendor, etc. Faxing in
Manager is simple—the process is very much like printing to a printer, only that
instead of sending to a printer, you send to a fax driver on your computer which sends
the job to a fax machine. The only requirement is that you have a working modem and
fax software.

Faxing with Third Party Software Manager normally works very well with
third-party faxing software.

To fax with third-party software, you must first select a fax printer in the
Reports/Printers dialog box (refer to Fax Printer Selection in Chapter 3, “Shop Setup,”
if necessary).

To Fax with Third-Party Faxing Software:
Select the Fax button from within a screen or dialog box that allows faxing.

A dialog box displays requiring that you enter fax information (Fax Phone Number,
Sender Name, Receiver Name, etc.). This dialog box varies depending on your
software vendor.

OR

If you have selected Default Print to Screen for the fax printer in the Reports/Printers
dialog box, the report prints to screen. You can continue the fax by selecting the Print
icon at the bottom of the Screen Print.

Enter required information.
Select Send (or corresponding command to send the fax).

The fax is sent.
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Maintenance Program Utilities

The Shop Management Database Utilities dialog box includes the Repair, Compact,
Update and Verify Data database utilities. These utilities can be used, with the help of
Mitchell 1’s technical support department, to troubleshoot and repair database
problems.

. Shop Management Database Utilities - Yer. 1.0.80

Fle Databaze

Select Database Operation Database Locations

& Repair Master Database HroyEe |

" Compact CAMITCHELLREPAIRISZDEMOUTILEWS meore 32 mdh

£ Update Target Datahase Browse |
= Werify Data

CAMITCHELLIREPAIRVS 2DEMOWDEVSMC OREZZ MDB

Exit |

 Remove Special Characters

Database Utilities

The dialog box is opened by selecting the Database Utility icon in the Mitchell 1
program group.

NOTE: Itis recommended that you not run these utilities without the assistance
of Mitchell 1’s Technical Support Department. Misuse could result in damage to
the database and loss of information.

Exiting the Program

The Manager system is exited by selecting Exit from the File menu. Because all
changes are recorded to the database real-time, or as soon as you make them, you do
not need to save anything when exiting the program.

1INV, Hammel, Charlie

Sho 'Fﬁ’:j::'fg;ﬂa”e To exit Manager:
i:::/'mez'mu ®  Choose Exit from the File menu. Manager closes.
Eleziaw
| "tﬁem NOTE: Do NOT exit program by turning off computer. This may resultin lost or
.
corrupted files and data.
Summary

In this chapter you installed and learned to start and exit the Manager system. The
following chapter describes basic setup activities.
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Chapter 3
Shop Setup

Overview

Before you are able to build Orders (Estimates, Repair Orders, and Invoices) in
Manager, you must perform certain setup activities. You need to set up lists of
descriptions, rates, and shop information. This chapter details how you set up Manager
for order processing using the options available from the Setup menu.

Before You Begin

Setup
Standard Descriptions
Standard T ables
Shaop Data Setup

Yendor Setup
Technicians Setup

Beportz/Frinters
End of Dap Reports

Packages & Dizcounts

Tire Packages

Brake Packages

Lube, O, & Filter Packages

Program Security
Diagnostic Reparts
Special Maintenance

Before you begin this chapter, you should already have Manager installed and running
on your computer. If you have not already done so, you must complete the installation
instructions in Chapter 2, “Getting Started.” You may also wish to skim the first two
chapters for general information about Manager.

This chapter supplements and adds detail to the setup information provided in the
Putting Manager to Work workbook. It is highly recommended that you work through
the setup steps detailed in the workbook before attempting to go live with Manager.

The following sections describe the dialog boxes that are accessed though the Setup
menu. The Setup menu is selected by choosing Setup from the menu bar in any
Manager screen. Selecting any option on the Setup menu brings up a dialog box in
which you enter/edit lists of descriptions and rates necessary for order processing.

35



36

Setup Dialog Box

Setup

Chapter 3

When you log on to Manager, you are prompted to set up your shop information. This
is to emphasize the importance of setup activity and to provide a visible reminder of
required setup activity until it has been completed.

Setup Shop Information | |

‘wiould you like to zetup your shop information, or
review pour existing settings?

™ Don't show me this again

Setup Shop Information?

Click Yes to open Shop Setup. You can also open the Shop Setup dialog boxes anytime
using the Setup button.

Shop Data ‘
Shop Data Shop Data Standard Tables Standard Descriptions

About Shop Data Setup 1~ [ e i
Invoice Validations Tr Disclaimers ]T Late Fees

This is where you enter

specific details about vour Shop / Hazmat Screen Yiew [[_Estimate/RO Validations
shop. This shap Shop Data 1 Shop Data 2 Default Settings

information is
autormatically entered into
all ofyour printed output,
such as estimates, repair
orders, invoices,
technician worksheets
and all your management
reports. This will greatly
reduce typing and
increase the accuracy and
consistency of your
orders

Shop Number |333442

Shop Name IlLoun:buul Motors

Street Address |123 Highland ¥Yalley Rd

Zip City. State 92064 [Poveay CA
Phone [ 858-555-1212
Fax  |g58-655-1312

Please enter your own
Shop data descriptions
currently used at your
place of business
Remember: type

rarafuiiy ac thic Shon

-

Mext > Print Done

Shop Setup

Shop Setup is comprised of three sections: Shop Data, Standard Tables, and Standard
Descriptions. Any of these sections may be selected by choosing its button across the
top of the dialog box. An information area on the left side of the dialog box provides
important information and tips for working in each of the setup panels.



Standard Descriptions

Standard Descriptions is where you create and maintain lists of standard descriptions
to be used in the various pull-down menus in Manager. These standard descriptions
simplify data entry into Manager while at the same time improving the consistency of
terminology in the database.

The Standard Descriptions dialog box is comprised of several separate, but related,
panels. The tabs on this dialog box work like a card file.

[ Symptoms 1 Manufacturers 11
f Vendor Type Tf Hotes Tf Followup
f Title W Location W Status
atedo Part Code ]T Phone ]
Description >
AC /Heating/Cooling
Accessories

Alta /\ /\E /\

Standard Descriptions Tabs

Click on any tab to move the selected panel to the forefront of the dialog box.

The following sections describe how to use the panels available from within the
Standard Descriptions dialog box.

Category Descriptions

Category descriptions are used throughout Manager to describe groupings of parts and
labor operations. This allows for the opportunity to collect information on types of
work performed.

Manager comes pre-loaded with a set of standard category descriptions (see figure
below). Use this dialog box to Add, Edit, or Delete a Category description.

To add a Category Description:

1 Choose Category Descriptions in the Standard Descriptions section of the Setup dialog
box.
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The Category Descriptions panel displays.

Standard Descriptions X
Standard Descriptions Shop Data \ Standard Tables | Standard Descriptions

About Category ~ f Symptoms W r Manufacturers W r

Descriptions f Vendor Type ]T Notes ]T Followup
Use Categories to help Title Location W Status
YOU Organize your parts & Category Part Code Phone

labor for guicker access
and estirnating writing

Description
AC/Heating/Cooling
Accessories
Automatic Trans/Transaxle
Axles & Driveshalts
Battery

Belts & Hoses

Brakes

Charging & Starting Systm
Clutch

Electrical

Categories also make
reparts mare meaningful
and easier to read. Shops
can use these to track
wihich job categories are
profitable or not.

A set of standard
Category Descriptions are
already provided for yau.
‘fou can use the standard
Categories, edit them or
delete thern and come up
with your own Category
descriptions

Emissions Tesling
Engine Mechanical
Engine Performance/Fuel

E xhaust/Mufflers/T ailpipe
Ciltars (il Lol Ak —

e

Add | Edt | Delste | <Back | Mest> Print Done

Category Descriptions

2 Select Add.
The Enter Category Description dialog box appears.

Enter Category Description E

Lancel |

Enter Category Description

3 Type in a new category description.
4 Select OK.
The new description is added to the list.

To edit a Category Description:

1  Move the cell marker to the cell of the category description entry you wish to edit. The
cell marker can be moved by clicking your mouse-pointer on the desired description
or by using your Up and Down arrow keys.
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The selected description will be highlighted.

Select the Edit button. The Edit Category Descriptions dialog box displays the current
Category description.

Make any desired edits.
Select OK. The new description appears in the Category Descriptions dialog box.

To delete a Category Description:

Move the cell marker to the cell of the category description entry you wish to delete.
The selected description will be highlighted.

Select the Delete button. A message warns that a loss of information may occur if the
category has ever been used in a previous order.

Select OK to delete the Category Description.

NOTE: The deleting of a category will not affect your open or historical records,
but will affect any reports that collect information based upon Category.

Part Code Descriptions

Part Code Descriptions greatly improve the speed of data entry and the consistency of
parts descriptions in the Manager database. These coded descriptions ensure that part
names, category, and vendor information can be quickly and consistently retrieved by
simply typing in a couple of keystrokes, or by selecting a part code from a list.

Standard Descriptions

you would type ACC into
Part Code field and
Description (AC
Compressar fills in

loaded with many Part
Code Descriptions
These pre-defined Part
Codes can be printed for
review and reference. The
Part Code reports can he

Standard Descriptions Shop Data | Standard Tables ‘ Standard Descriptions
About Part Codes ~ Symptoms W f Manufacturers T f
These are your own Venfior Type No.les W Followup
abbreviations to help you Title I Location I Status
enter pans faster. When | Part Code ]
adding a partto an
estimate, RO or invoice, Description o)

‘ A/C Accumulator

A/C Compressor
A/C Compressor Clutch

: A/C Fitting

automatically, Part Cude_s AT Hose

canalso he setup tofilin .
AFCZ 0il

the Category and Yendor

fields as well A/C Relay
A/L Seal

Hote: The systern comes Aunr Filter

Air Flow Sensor
Alternator
Rebuilt Alternator
Antenna

Auto Trans Fluid

s

Aubn Trane Clisid - Tuna £ -
frnd nndar tha Inwentnne
Add | Edt | Delete | <Back | Newt> | Pint | Dene |
Part Code Descriptions
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Part Codes are short cuts for entering part Description, Category and Vendor. For
example, you could choose “AF” to pick the Description, Category and Vendor for an
“Air Filter.” This saves time and improves consistency.

The program comes pre-set with a number of the descriptions you are likely to use
most often. When you need to add, edit, or delete Part Code Descriptions, you work in
the Part Code Descriptions panel of the Standard Descriptions dialog box.

The following options are available in the Part Code Descriptions dialog box:

Option Description

Add Allows you to add a new part code and description.
Edit Allows you to edit a part code/description.

Delete Allows you to delete a part code/description.

To add a Part Code Description:

Choose Part Code Descriptions from the Standard Descriptions dialog box.

The Part Code Descriptions dialog box displays.

Standard Descriptions E|
Standard Descriptions Shop Data ‘ Standard Tables Standard Descriptions
About Part Codes A~ Symptoms T f Manufacturers ] f
These are yaur own Ven!ior Type No.tes Tf Followup
abbreviations to help you Title Location il Status
enter parts faster. When Category Part Code Phone

adding a partto an

frannd nnder the nvantane

Edit | Delete | < Back

Mext > Print

estimate, RO or invaice, Description

you would type ACC info [ AC A

Fart Code field and A/C Compressor

Description (AC _ AZC Compressor Clutch

Compresson fills in AZC Fitting

autormnatically. Part Codes AZC Hose

can also be setup tofillin A/C7 Ol

the Categary and Yendor AT Rela

flelds as well, Y
A/C Seal

Note: The system comes Air Filter

loaded with many Part Air Flow Sensgor

Code Descriptions. Alternator

These pre-defined Part Rebuilt Alternator

Codes can be printed for Antenna

review and reference. The - [
Auto Trang Fluid [

Fart Code reports can be Avbn Teame Cliid - Tuea £ -

Done

2 Select Add.

Part Code Descriptions
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The Add Part/Code dialog box displays.

Part Code I

Description I
Yendor || j
Lancel | Ok |

Add Part Code

Type in a new Part Code (up to eight characters, no apostrophes).
Enter a Description (up to 31 characters).

Select a Category from the pull-down list.

OR

Add a new category by selecting the Category button (refer to the Category
Descriptions section of this chapter for instructions).

Select a Vendor from the pull-down list (refer to the Vendor Descriptions section of
this chapter for instructions on setting up vendors).

OR

Add a new vendor by selecting the Vendor button (refer to the Vendor Descriptions
section of this chapter for instructions).

Select OK.
Your Part Code Description is added to the Part Code Descriptions list.

To edit a Part/Code Description:
Move the cell marker to the cell of the Part Code Description entry you want to edit.
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The selected description is highlighted.

Edit Part/Code [x]
Part Code I CF|
Description IA-’C Fitting
Category ||Ail Conditioning j
Yendor | I j
e |

Edit Parts/Code

Select the Edit button.
The Edit Part/Code dialog box displays.

Make any desired edits/selections (refer to the Add Part/Code Description procedure,
if necessary, for instructions).

Select OK.

To delete a Part/Code Description:

Move the cell marker to the cell of the part/type entry you wish to delete.
The selected description is highlighted.

Select the Delete button.

You are asked to confirm your deletion.

Select OK to delete the part code description.



Phone Descriptions
The Phone Descriptions panel of the Standard Descriptions dialog box allows you to
input/remove standard phone descriptions for your customers. These descriptions are
used in the pull-down menus in panels in which customer information is used.

1

5 d/Descripti

Standard Descriptions Shop Data ‘ Standard Tables | Standard Descriptions
About Phone A~ f Symptoms ] [ Manufacturers W f
Descriptions [ Vendor Type Jil Notes il Followup
Warning! Do NOT change [ Title il Location Status
these descriptions once Category Part Code
customers and phone
numbers have been Description
entered. You risk mixing Home
up these labels as to the Office
phone numbers they Spouse
truly belong to. Cellular
‘Your system allows vou to Beeper
store up to 10 unique Service
Phone Descriptions Voicemail
These allowyou to handle Pager
customers who may have Dffice 2
multiple phone locations.
The program cormes with
descriptions you are mast
likely to use. You may
change or delete these L
during the initial setup as v -
Add | Edit | Delste | <Back | MNet> | Pant | Done |
Phone Descriptions

To add a Phone Description:

Click the Add button.

The Phone Descriptions dialog box displays.

Phone Descriptions E
’7 D r
conca |
Phone Descriptions
2 Type in a new description.
3 Select OK.
The new description is added to the list.
Shop Setup
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Standard Descriptions Shop Data | Standard Tables | Standard Descriptions

To remove/edit a Phone Description:

Move the cell marker to the cell of the phone description entry you wish to delete or
edit.

Choose Edit to edit the description or Delete to delete it

Title Descriptions

The Title Descriptions panel allows you to input/remove standard title descriptions for
your customers. These descriptions are used in the pull-down menus in panels in which
customer information is entered.

Standard Descriptions

About Title Descriptions  ~ f Symptoms ] f Manufacturers 1 f
Important Note: Be sure Vendor Type No.tes Jif Followup
1o leave the first line Location Tr Status

blank. If you entered, say, Category Part Code Phone
"Mr." In the first line, it
would automatically be
entered for all customers,

regardless of gender.

Description

‘You can create or remaove
standard titles
(=alutations) for your
customers. The program
doesnt require you to
enter titles for your
customers. These are
optional.

The systermn comes with a
list of Title descriptions

For most custormers, the
provided Titles waork fine.
You can edit or delete v

Add | Edt | Delete | <Back | Nest> | Pint | Dene |

Title Descriptions

To add a Title Description:
Click the Add button.



The Title Descriptions dialog box displays.

Title Descriptions E

—

Cancel |

Title Descriptions

2 Type in a new description.

3 Select OK. The new description is added to the list.

To remove/edit a Title Description:

1 Move the cell marker to the cell of the title description entry you wish to delete or edit.

2 Choose Edit to edit the description or Delete to delete it.

IMPORTANT NOTE: Do not change or remove your Title Descriptions once you
have set them up and begun using them. This can cause undesired results in
orders and reports.
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Location Descriptions

The Location Descriptions panel of the Standard Descriptions dialog box is where you
maintain a set of standard descriptions of common vehicle locations in your shop.
These descriptions are used to track the locations of vehicles under repair.

Standard Descriptions X
Standard Descriptions Shop Data | Standard Tables ‘ Standard Descriptions

About Location Descriptions f Symptoms ] f Manufacturers ] f

The descriptions are used to [ Vendor Type I Notes Followup
help you keep track of where [ Title [ Location Status
vehicles are located at your Category Part Code [ Phone

husiness. These locations
can he very importantio a
large =hop with multiple
parking areas. You can
addieditdelete descriptions
of commaon yehicle locations
in or around your shop at any
time.

Description
Front Lot |
Rack # 1

Rack # 2

Rack # 3

Rear Lot

Steam Clean

Storage Bldg K2

Test Drive

Towing Yard

Wash Rack

Add ‘ Edit | DE!E[E| <ﬂa[:k| NE!I>| Print | Done |

Location Descriptions

You can Add, Edit, and Delete Location Descriptions.

To add a Location Description:
1 Select Add.
The Add Location Description dialog box appears.

Add Location Description E

Descriotion I

Red Flag
& Yes " Mo

Lancel |

Add Location Description

2 Type in a Location Description.
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Designate if the location should be Red Flagged.

Red Flagging a location highlights an order in the Work in Progress grid (in red) for
vehicle(s) that are in that area. Red Flagging is intended to alert shop personnel to
situations that warrant special attention.

Select OK.

To edit a Location Description:

Select the Location Description you wish to edit.
Select Edit.

The Edit Location Description dialog box appears with the current Description and
Red Flag settings displayed.

Edit Location Description E

Descriotion

Red Flag
& Yes " Mo

Lancel |

Edit Location Description

Overtype the current Description and/or change the Red Flag setting.
Select OK to save your change(s).

To delete a Location Description:

Select the Location Description you wish to delete.
Select Delete.

A dialog box directs you to confirm your deletion.

Select Yes to delete the Location Description.

Status Descriptions

The Status panel of the Standard Descriptions dialog box is used to maintain a common
set of repair status descriptions (for example, “Waiting For Parts”). These descriptions
are used in pull-down choice lists for tracking the status of vehicles being repaired.

You can Add, Edit, and Delete Status Descriptions.
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To add a Status Description:
In the Status Description dialog box, select Add.

Standard Descriptions | |
Standard Descriptions Shop Data | Standard Tables | Standard Descriptions

About Status Descriptions f Symptoms T f Manufacturers ] f

The system allows you to Venfiur Type Tr Nu_tes 1 Followup
rnaintain a commaon set of Title Jif Location Status
repair status descriptions. Category Part Code m
These are handy for the

SEIVIEE witer of manager Description

when custorners call about Comeback

the "status” of theirvehicle. Completed

You may addieditidelete Customer Waiting

these s you wish at any In Progress

time. Add C 20 yau St Due

can see these on yaurWork Waiting For Approval
in Progress (WIP) screen.

‘Waiting for Pick up
‘Waiting For Service
‘Waiting for Sublet
‘Waiting For Tech.

Add | Edit ‘ De!ete| <gack| Ne5t>| Print | Done |

Status Descriptions

The Add Status Description dialog box displays.

Add Status Description E

Descriotion I

Red Flag
& Yes " Mo

Lancel |

Add Status Descriptions

Type in a Status Description.
Designate if the status should be Red Flagged.

Red Flagging a status highlights an order in the Work in Progress grid (in red) for
vehicle(s) with that status. Red Flagging is intended to alert shop personnel to
situations that warrant special attention (for example, a vehicle that is waiting for a
part).

Select OK to save your change(s).



To edit a Status Description:
1 Select the Status Description you wish to edit.
2 Select Edit.

3 The Edit Status Description dialog box displays. Overtype the current Description
and/or change the Red Flag setting.

4 Click OK to save your changes.

To delete a Status Description:
1  Select the Status Description you wish to delete.
2 Select Delete.

A dialog box directs you to confirm your deletion.
3 Select Yes to delete the Status Description.

The Status Description is removed from the list.

Vendor Type Descriptions
The Vendor Type Descriptions panel of the Standard Descriptions dialog box is used
to maintain a common set of Vendor Type descriptions.

Standard Descriptions

Standard Descriptions Shop Data Standard Tables Standard Descriptions

About Vendor Type Symptoms ] f Manufacturers ] f

Descriptions [ Vendor Type Notes Jil Eollowup
These descriptions are used Title Location i Status

to identify the various Category Part Code Phone

vendors supplying parts and
senices to your business.
“endor Types are general
headings, not the specific
vendors frorm wharm you buy
pars

Deszcription

Auto Dealer
Auto Recypcler
Machine Shop
Muffler Shop
Parts Distributor
Parts Jobber
Shop Supplies
State Agency
Tool Supplier
Towing
Transmission Shop

“ou may addieditidelete
these as you wish. Please
enterVendor Descriptions
currently used atyour place
of buginess.

poe.

Refer to your Workbook
nurmiber three ar hitF1 for
mare detailed information.

Add | Edit | De!ele| <gack| Hext > Print | Done |

Vendor Type Descriptions
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To add a Vendor Type Description:

In the Vendor Type panel of the Standard Descriptions dialog box, select Add.
The Add Vendor Type Description dialog box appears.

Add Yendor Type Description E

—

Add Vendor Type Description

Lancel |

Type in a Vendor Type Description.
Select OK. The new description appears in the Vendor Type Descriptions dialog box.

To edit a Vendor Type Description:
Select a Vendor Type Description you want to edit.
Select Edit.

The Edit Vendor Type Description dialog box displays. Overtype the current
Description with a new one.

Click OK to save your changes.

To delete a Vendor Type Description:

Select the Vendor Type Description you wish to delete.
Select Delete.

A dialog box directs you to confirm your deletion.
Select Yes to delete the Vendor Type Description.

The Vendor Type Description is removed from the list.



Standard Notes

Standard Notes contain pre-prepared text which you can attach to Manager Orders.
Each note has a Title (which appears in a pull-down choice list when you are creating
the repair lines of an order), and Note Text (the text that appears in the repair lines in
the Work-In-Progress screen and on the printed order). The Standard Notes panel in the
Standard Descriptions dialog box allows you to add, edit, and delete notes.

Standard Descriptions | \
Standard Descriptions Shop Data | Standard Tables | Standard Descriptions

About Hotes Setup f Symptoms Manufacturers 1 f
These are timesaving notes ( Ven!:h:lr Type 1 Followup |
you can attach to orders with [ Title Location Status

justafew mouse clicks. Category Part Code Phone
These notes can he helpful
reminders to your customers
or direct advertising about
special discounts or
promotians.

Description

Change Oil | Change your engine oil every 3,000 miles to extend the life |
Regular Maintenance Regular maintenance to your vehicle adds life to your car.

Mote: The systermn comes
with £0me cormmaon notes
already prepared foryou.
Add, Edit, or Delete these
Motes as needed.

o

Refer to your Liser's Guide for
more detailed information

Add | Edt | Delete | <Back | Nexst»> Print Done

Standard Notes

To create a Standard Note:

1 Choose the Add button.
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The Add Standard Note dialog box appears.

Standard Note Title I
— Note Text
=
=

Add Standard Notes

Type in a Standard Note Title. This is the title that appears in your pull-down lists.
Standard Note Titles can be up to 30 characters.

Type in the note text (up to 509 characters).
Select OK to save.
You are returned to the Standard Notes dialog box and your note is added to the list.

To edit a Standard Note:
Highlight the title of the Standard Note you wish to edit.
Choose the Edit button.

The Edit Standard Note dialog box appears with the text from the current note
displayed.

Edit the current Note Title and/or Text as desired.
Select OK to save.

To delete a Standard Note:

Highlight the title of the Standard Note you wish to delete.
Choose the Delete button.

A dialog box asks you to confirm your deletion.

Select Yes to delete.
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Followup Postcards and Letters Setup

You can use Followup Postcards and Letters to maintain postal reminders,
recommendations, and announcements to customers, such as “Thank You” postcards
and standard form letters. The following procedures describe setup activity necessary
prior to generating Followup Postcards and Letters. Refer to Chapter 13, “Marketing,”
for complete details on generating followup postcards and letters.

Standard Descriptions

Standard Descriptions Shop Data ‘ Standard Tables | Standard Descriptions

About Follow-up f Symptoms 1 f Manufacturers

“tour software can generate [ VE"!’“' Type i N“_tES

Fostcards and Letters, even [ Title L Location Status
mail-merge letters so you Category Part Code ]T Phone

can send out reminders,
recommendations and
announcements to your
customers.

Description

Brake Special |
Thank you

The software comes with
sample Follow-up Postcards
and Letters. You may
add/editidelets these
samples.

* Postcards
" Mail Merge Letters
" FollowUp Letters

P

Refer to your Workbook
number threg or hitF1 for
more detailed information.

Add \ Edit | De!ElE| <§ack| Next > Print Done

Followup Postcards and Letters

Option buttons on the right-hand side of the dialog box allow you to switch the display
between Post Cards, Mail Merge letters, and Followup letters.

Postcard Description Setup The first option button in the Followup dialog box
provides access to Postcard Description setup.

To add a Postcard Description:

Select Add.

The Add Postcard dialog box displays.

Type in the Postcard Title.

Select a Postcard Type from the pull-down menu.

Type in your Postcard Text.
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A OWON =

A OWON =

Select OK to save the changes.

= Edit Post Card
Post Card Title I AC Recharge Special

Post Card Type I |£I
-Post Card Text

For a limited time... We will inspect & recharge your AC | *
spstem and add up to 1 LB of freon with a
environmentally safe system for a low price of $39.95.

Call zoon for an appointment.

[Mext time your stuck in traffic and your AC isn't
working right. it's too late ]

Add/Edit Post Card

To edit a Postcard Description:

Click on a description to highlight it.

Select Edit to display the Edit Postcard dialog.

Make any desired changes to the Postcard Description.

Select OK to save changes.

To delete a Postcard Description:

Highlight the description you want to delete.

Select Delete.

A dialog box appears asking you to confirm the deletion.

Select Yes to delete the Postcard Description.

Mail Merge Letter Setup Successful creation of a Mail Merge document requires
that you perform extensive setup activity in Manager and in Microsoft Word. It also
requires that you have the following software installed on your computer:

® Manager Plus or Manager.
® Microsoft Word 2000.

Refer to Chapter 13, “Marketing,” for detailed instructions on setting up and running
Mail Merge letters.



Followup Letter Setup FollowUp Letters provide a mechanism for you to write
simple form letters, service reminders, recommendations, etc., to your customers. The
Add/Edit FollowUp Letters dialog box displays as the result of an Add or Edit request
in the Followup Post Cards and Letters Setup dialog box.

Edit FollowUp Letter E

Followllp Letter He[enal Thank Yo

— Letter Text

It means a great deal to us that you have recommended ;I
us to your friends and co-workers.

'we value your patronage. and we are committed to
providing you with the best service around.

In appreciation for your ref I. thiz card is good for
25% off or any normal maint for your icl

Thank you for your business and your referrals!

Add/Edit FollowUp Letters

Two fields are available:

¢ The FollowUp Letter field is where you type the name for your letter. This is the
name that will appear in the selection list you use when you go to process a
followup request.

® The Letter Text field is where you type the text of your letter. This is the text that
will appear in the body of your letter.

Click OK when finished with your entries/edits to save and exit.

Note:

NOTE: Refer to Reports/Printer Setup beginning on page 96 for details on selecting a letter
format.
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Symptoms
Symptoms are added, edited, and deleted in the Symptoms panel of the Standard
Descriptions dialog box. They can also be saved when created for an order.

Standard Descriptions
Standard Descriptions Shop Data | Standard Tables | Standard Descriptions

About Symptoms ~ rfm [ Wanufacturers | [
Recommended: Review Vendor Type T Hotes Jif Eollowup

the existing Symptoms [ Title Location ]T Status

and enter any additional Category ]T Part Code ]T Phone
symptormns you think you

may wantto uge. | Sortby % Description ¢ Category |
Using symptoms can

save many keystrokes Short Description | Category | Hours I Labor I Parts |"
when writing estimates, AC Won't Cool | AC/Heating/Cooling | 1.00] se0.00 [ $0.00 |
repair orders and Backflires Engine Performance/Fuel 1.00 $60.00 $0.00
invoices. By using Battery Dead Charging & Starting Syst 1.00 $60.00 $0.00
Symptoms, you're Belt Squeal Belts & Hoses 050 $30.00 $0.00
speaking the custamer's Brake Noise Brakes 0.50 $30.00 $0.00
language right away. This Brake Pedal Soft-Sinks Brakes 050  $30.00 $0.00

makes it easier to receive

A Brake Warning Light On Brakes 0.50 $30.00 $0.00
gz:ﬁz:gﬁ:ﬁur Charge Light on Charging & Starting Syst 1.00  $60.00 $0.00
diagnostic labor charges Check Engine Light Engine Performance/Fuel 0.00  $50.00 $0.00
You can always deleta the Electical Problem Electical 0.00 $50.00 $0.00
diagnostic charge from Engine Miss Engine Performance/Fuel 1.00 $60.00 $0.00 L
the order, ifthe cusiomer EnnineMnise ________ Frnine Mechanical 100 ennn ___snnn =]
alarte tn hava wnn dn tha I

add | Edit | Delete | <Back | Mest> | Punt | Done
Symptoms

Selecting Add or Edit (with a Symptom Description selected) opens the Add/Modify
Standard Symptoms dialog box.

Add / Modify Standard Symptom

Short Description |SUSRCLT W]

Symptom [Air conditioning is not cooling properly ;I

Work Requested |Diagnose air conditioning system ;I
Category IAC!Healing!Cooling j
Charged Hrs |1-["] ™ Mon-5tandard Labor Rate

Labor Total $ IBI].I]I]
Est. Parts $ Il].l]l]

Lancel |

Add/Modify Standard Symptoms



The Add/Modify Standard Symptoms dialog box is where you create and maintain
Symptoms, and their descriptions, for use on Manager orders.

The Add/Modify Standard Symptoms dialog box contains the following

fields/options:

Field/Option

Short Description

Symptom

Work Requested

Category
Charged Hours

Labor Total $

Est. Parts $

Non-Standard Labor
Rate

Description

Standard (short) name for the symptom. Type a
short description for the symptom in the field.

Extended description of the symptom. Description
fills in automatically if Standard Symptom is selected
from the list.

Work requested by customer.
The Category for the Symptom.

Labor hours to be charged for the diagnosis/repair.
These hours will be added to the order.

Labor $ as calculated by Charged Hours extended at
your shop rate.

Estimated Parts cost. This total will be added to the
order.

Select Non-Standard Labor Rate to charge a flat
rate, ignoring the shop’s labor rate calculation.

When you have finished entering/editing data, click OK. The Standard Symptom will
be available on future orders.

Shop Setup 57



58

Manufacturers

Manufacturer names can be used in Manager to narrow parts searches by Manufacturer
or further part identification. Manufacturers are added, edited, and deleted in the
Manufacturer panel of the Standard Descriptions dialog box.

Standard Descriptions x|

Symptoms TrW
Vendor Type Hotes Eollowup
Title ]T Location Status
Category Part Code Phone

Manufacturer Name Line Code

AC-DELCO | 919993
BENDIX 889992

Add Edit | Delete |

Manufacturers

Selecting Add or Edit (with a Manufacturer selected) opens the Add/Edit
Manufacturer List dialog box.

Add/Edit Manufacturer List x|
Manufacturer Name
AC-DELCO|

Line Code |91 9933

Cancel | 0K I

Add/Edit Manufacturer List
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Standard Tables

The Standard Tables dialog box (opened from the Setup menu) provides options for
you to maintain Labor and Parts Rates, Tax Rates, and information about accounts. The
tabs on this dialog box works like a card file. Click on any tab to move the selected
panel to the forefront of the dialog box.

Standard Tables

Standard Tables

About the Labor Table

Tip Many shops have
multiple labor rates and
dontrealize it. For
example, @ shop may give
a lower labor rate o &
fleet account or special
customers, while
charging a special, higher
labor rate for electrical
work, computer
diagnostics or certain
wehicles

This table allows you ta
setup to 10 different shop
labor rates.

Mote: Line 1 is always the
default Labor Rate and is
added automatically
unless you choose
othenwise. Your

A

Shop Data Standard Tables Standard Descriptions
f Price MarkUp Matrix 1 f Parts Pricing
Account Classes MarklUp Zip Code Mapping
| Income/Cash Accounts  [] Standard Accounts
Labor | Porw biscount [ TaxRate )
Description
Fleet Rate $55.00
Electrical Work $70.00
Computer Diagnostics $75.00
If You Bought Parts $80.00
If U Worked on It 1st $100.00
European $75.00
$0.00
$0.00
$0.00
Top entry will be used as default Labor rate. | -
<Back | Newt> | Pint | Done |

Standard Tables

To select an item in the Standard Tables submenu:

1  Select Standard Tables from the Setup menu. The Standard Tables dialog box displays.

2 Select the tab for the Standard Tables panel you want to work with.

Labor Rate Table

The Labor Rates Table provides you with a mechanism to maintain up to ten labor rates
for your shop. The table is opened by selecting Labor Rate Table from the Standard

Tables submenu.

NOTE: Give careful consideration to which labor rate you enter in the first row of

the Labor Rate Table! Your first entry becomes the default labor rate for all

Manager customers.

To add/edit a Labor Rate Item:
1 Select the Labor tab in the Standard Tables dialog box.
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The Labor Rate Table displays.

Standard Tables ﬁ
Standard Tables Shop Data Standard Tables Standard Descriptions

About the Labor Table - f Price MarkUp Matrix ] f Parts Pricin, ] f
Tip Many shops have r Account Classes ]T i MarkUp Zip Code Mapping
multiple |abor rates and Compound Taxes [ Inceme/Cash Accounts ] Standard Accounts
dontrealize it. For Li
example, a shop may give
alower laborrateto a Description Rate
fleet account ar special [Labor Rate | $60.00
customers, while Fleet Rate $55.00
charging a special, higher Electrical Work $70.00
lahor rate for electrical Computer Diagnostics $75.00
wiark, cumputer . If You Bought Parts $80.00
CLE el If U Worked on It 1st $100.00
European $75.00
This table allows you to $0.00
setup to 10 different shop $0.00
lahor rates. $0.00
Note: Line 1 iz always the
default Lahor Rate and is
added automatically
unless you choose = L
otherwise. Your F I Top entry will be used as default Labor rate. =

(ﬂack| Mext > | Print | Done |

Labor Rate Table

Add/edit the fields of the Labor Rate Table as necessary. The Labor Rate Table
contains the following two columns.

Setting Description

Description The name of the labor item as it appears in the
menus and on printed reports.

Rate The dollar amount, per hour, at which the specified
type of labor will be charged.

Select Done to save your additions/changes.

If you change the first (base) labor rate, you will get a message, “The Base Labor Rate
has changed... Adjust sale price in Canned Jobs, Standard Symptoms, and Inventory?”
Click Yes to change the rate for these items or No to leave the items as is. Any items
with Non-Standard Labor Rate checked will not be affected.



Parts Discount Table

The Part Discount Table provides a mechanism to maintain up to ten levels of parts
discounts for your shop. The table is opened by selecting the Parts Discount tab in the
Standard Tables dialog box. Parts discounts are automatically applied to all parts
entered on an order but can be changed on a line-by-line basis by the user.

NOTE: Give careful consideration to which parts discount you enter in the first row
of the Parts Discount Table! Your first entry becomes the default parts discount for
all Manager customers.

To add/edit a Part Discount item:

1  Select the Parts Discount tab from the Standard Tables dialog box.
The Parts Discount Table displays.

Standard Tables EJ

Standard Tables Shop Data Standard Tables Standard Descriptions

About Parts Discounts A f Price MarkUp Matrix 1 f ] f

Warning: Keep value on f Account Classes ]T MarkUp Tf Zip Code Mapping
Line #1 at 0%, of you [ Compound Taxzes [I__Income/Cash Accounts ] Standard Accounts
could end up Parts Discount
automatically discounting e —
every part you sell. In Description Dizcount
addition, negative values [Hormal | 0z
(e, -10%) will instead Fleet Discount Rate 10%
addthat percentage to the AARP Discount 5%
narmal parts charge. A Government Discount 8%
This tahle allows you ta Family Discount 10%
maintain up to 10 levels of In-Laws 0%
discounts. Give Me a Discount -20%
Parts entered an an 0z
estimate; RO orinvoice 0z
reflects ary discourt 0=
defined far that customer.

Prices for one or all parts

can also be changed at

the order iterm level. To - - L
apply a discounted rate,  ~ I Top entry will be used as default Parts discount. L

(ﬁack| Next > | Print | Done |

Parts Discount Table

2  Add/edit the fields of the Parts Discount Table as necessary. The table is comprised of
the following two fields.

Setting Description

Description The name of the part rate category as it appears in
the menus and on printed reports.

Shop Setup 61



Setting Description

Discount The percentage of the part's price that will be applied
as a discount to the order. A negative percentage
will decrease the part price.

3 Select Done to save your additions/changes.

Tax Rate Table

The Tax Rate Table provides the ability to maintain up to seven tax rates. The table is
opened by selecting the Tax Rate tab in the Standard Tables dialog box.

To add/edit a Tax Rate item:

1 Select the Tax Rate tab in the Standard Tables dialog box.
The Tax Rate Table appears.

Standard Tables _|
Standard Tables Shop Data Standard Tables Standard Descriptions

About the Tax Rate Table f Price MarkUp Matrix ] f T f

Important Note: The [ Account Classes il MarkUp T Zip Code Mapping
systerm is shipped with Compound Taxes Income/Cash Accounts Standard Accounts
the sales tax setting turn Parts Discount Tax Rate

an. Al new customers
ehtered into the system

Labor Rate GL Code

Description M aterial Rate

will be marked as taxable F.750% 0.000% [ 20030
at 0% until you enter your 0.000% 0.000% ]
current tax rate. You can 0.000% 0.000% [ ]
change any customertoa - 0.000% 0.000% []
Eun;_ta::_ status”?s geeded 0.000% 0.000% []
I e 0.000% 0000z [T
button while in the
0.000% o000z [

customer screen

You can maintain up to

seven different tax rates

Wost shops have only

one. Line 1 should have

an ®'in Default. Tax #6 and #7 are Compound T axes

Note: Line 1isthe [
defaulttanvalue. Thisis  »

(ﬁack‘ Mext > Print | Done |

Tax Rate Table
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2  Add/edit the fields of the Tax Rate Table as necessary. Default must be selected for a
tax to be applied to new customers. The table is comprised of the following fields.

Setting Description

Description The name of the tax rate category as it appears in
the menus and on printed reports.

Material Rate The percentage of an order's material list price that
is applied as a tax to the order.

Labor Rate The percentage of an order's labor charge that is
applied as a tax to the order.

Default Selects which items to apply to new customers as
the default.

G.L. Code The General Ledger Code applied to the tax item.

3 Select Done to save your additions/changes.

Compound Tax Table

The Compound Tax Table allows you to set up compound taxes. These taxes are
applied to the order after sales tax (and any other tax, if applicable), has been applied.
These taxes are only applied to parts and are normally used for tires. You can specify
up to two excise taxes. If there are two excise taxes, you specify which tax is applied
first and which tax is applied second.
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To add/edit an Compound Tax item:

1 Select the Compound Taxes tab in the Standard Tables dialog box to display the

Compound Taxes table.

Standand Tables E|
Standard Tables Shop Data Standard Tables Standard Descriptions
About Compound Taxes A Price MarklUp Matrix_ | [ \[
Your svstem allows you to Account Classes Marklp ﬁ Zip Code Mapping
et up Compound taes Compound Taxes [l Income/Cash Accounts [ Standard Accounts
Ininstances where hore | [ Labor | PansDiscount ]

are two excise taxes, the
taxwou listfirstis applied
first and the tawyou list
second is applied
second

Note: In most shops, anly
the standard Tax Rate
Table will be used and no

Notice....
These compound taxes are applied to parts only.
Tax #1 is applied to the order first.
Tax #2 is then applied to the order

N

the following fields.

Setting

Description

Rate

G.L. Code

selup is required in this Description Rate ¥ GL Code
dialog box. LEE il [Fxcise Tax] 2.000 18988
Tax 2 | [0.000 [
Compound Taxes Setup
is an Essential setup
activity (i e must be done
hefore entering customer =
and vehicle infarmation) | ™
For mara infarmatinn i
<Back | Wew> | Pint | Done |
Compound Tax Table

Add/edit the fields of the Compound Tax Table as necessary. The table is comprised of

Description

The name of the tax rate category as it appears in
pull-down menus and on printed reports.

The percentage of a part's selling price that is
applied as a tax to the order.

The General Ledger Code which is applied to the tax
item.

3 Select Done to save your additions/changes.



Income/Cash Accounts

Income accounts are the general ledger (GL) accounts into which you group your
revenues for accounting purposes. Cash accounts are the form of payment from a
customer.

NOTE: In Manager terminology, Cash refers to any payment by cash, credit card,
check, etc.—in other words, any payment to an order balance other than a charge
to a customer's in-house credit account.

Use option buttons

to switch between
Income and Cash
Accounts.

When you select Income/Cash Accounts in the Standard Tables dialog box, the
Income/Cash Accounts table opens with Income Accounts displayed, as shown below.

Standard Tables E|
Standard Tables Shop Data Standard Tables Standard Descriptions
About IncomeiCash ~ Price MarkUp Matrix [
Accounts Setup Account Classes 1 MarkUp Zip Code Mapping
Day 1 Caution: It is kighly Compound Taxes Il Incom sh Accounts Standard Accounts
recommendedthat any Labor Tax Rate
changes to this area be
made BEFORE starting
regular use # (el
- Eroaram. Changes made
ater will likely affect the Class Description | GLCode [~
accuracy of your reports Core Revenue [ 40710
Income Accounts are the HazMat Revenue 40300
General Ledger (GL) Labor - Discounted 40115
account numbers where Labor Revenue 40100
revenues are grouped far Labor Revenue Non-Tazable 40110
accounting purposes. Parts - Discounted 40515
See Day 1 caution below:. Parts Revenue 40500
Cash Accounts are the Parts Revenue Non-Taxable 40510
variaus forms of payment Shop Supplies Revenue 40800
e L s State Inspection Sales anom
where you would add 2 Sublet Revenue 40300 -
credit card, dehit card, or Tire Nizrncal Ean ﬂ“’" ad B
Add Edit Delete < Back Next > Print Done

Income/Cash Accounts (Income)

Select the option button for Cash Accounts (top of display) to dynamically alter your
display to show Cash Accounts.

To add an Income Account Description:

In the Income/Cash Accounts dialog box with Income Accounts selected, choose Add.
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The Account Class Information dialog box displays.

Account Class Information E

Account Descriptions GL Codes

Income || I

Cost of Sales I I
ExpenselAszzet/Liabilities I I

Cost of Commissions I I

Commissions Earned I I

Lancel |

Account Class Information (Income)

2 Type in a new Income Account Description and General Ledger (GL) Code.

3 Add Account Descriptions and GL Codes, as determined by your shops accounting
needs, for:

®* Cost of Sales
* Expense/Asset/Liabilities
® Cost of Commissions

®* Commissions Earned

NOTE: Contact your accountant if you have any questions as to what to use for
these values.

4 Select OK.

You are returned to the Income/Cash Accounts panel with your new Income
Account(s) added to the list.

To add a Cash Account Description:

1 In the Income/Cash Accounts dialog box with Cash Accounts selected, choose Add.
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The Account Class Information dialog box displays.

Account Class Information E
[ ©cash ' Check  Credit Card |

Account Description I

GL Code I
Qancell

Account Class Information (Cash)

Choose whether the account is a Cash, Check, or Credit Card account.
Type in an Account Description.

Type in a GL Code.

Choose OK.

You are returned to the Income/Cash Accounts dialog box with your new Cash
Account added to the list.

To edit an Income/Cash Account:

In the Income/Cash Accounts dialog box, highlight the line of the account you wish to

edit.
Choose Edit.

The Account Class Information dialog box appears with the current information

displayed in the data fields.
Enter/edit information as necessary.

Choose OK to save your new account information.

To delete an Income/Cash Account:

Highlight the line of the account you wish to delete.
Choose Delete.

A dialog box directs you to confirm your deletion.
Choose Yes to delete.
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Standard Accounts

The Standard Accounts Table is accessed via the Standard Accounts selection from the
Standard Tables dialog box. This table is where you enter general ledger codes for
Accounts Receivable, Customer Deposits, and Retained Earnings.

Standard Tables g|

Standard Tables Shop Data Standard Tables Standard Descriptions

About Standard ~ r Price Markllp Matrix ] r ] f
Accounts i Account Classes ) | MarkUp il Zip Code Mapping
Caution: Itis Compound Taxes [ Income/Cash Accounts | Standard Accounts

Lobor Parts Discaunt

changes to this area be
rmade BEFORE starting
regular use afthe live
program. Changes made

later will likely affect the GL Code
accuracy of your reports.
vory P Accounts Receivable |[EEIT
This is where you enter
general ledger codes for Customer Deposits |20026
Accounts Receivable,
Customer Deposits, and Retained E arnings 39005
Retained Earnings
Please cansult your tax Applied Credit ,754040
advisar if you have any

questions aboutthese
values

e —

Ctandard Lreainte Catin

(ﬁack| MHext > | Print | Done |

Standard Accounts

To change a Standard Account:

Overtype the existing account number with a new account number.

Select Done to save your changes.

Zip Code Mapping

A handy feature of Managers the ability of the program to look up a city and state when
entering a customer's zip code. You simply enter the zip code in the Customer screen
and press Tab, or click in any other field, and the City and State are automatically
entered for you. This saves you time in entering customer information.

A problem that some of our customers have encountered, however, is that zip codes
change and new zip codes are added more frequently than the Manager zip code table
is updated. To account for these situations, the Zip Code Mapping dialog box has been
added to allow you to map or re-map zip codes.

To map/re-map a zip code:

Select Zip Code Mapping from the Shop Data Setup submenu.



The Zip Code Mapping dialog box displays.

Standand Tables ﬁ|

Standard Tables Shop Data Standard Tables Standard Descriptions
About Zip Code Mappi [ Price MarkUp Matrix 1 i
Use this setting to override [ Account Classes MarkUp [ Zip Code Mapping
the zip code d and [ Compound Taxes Income/Cash Accounts Standard Accounts
thange the Gity & State that Lahor Parts Discount

is filled in when a Zip Code
is entered.

This setup procedure allows mapping Zip Codes to an alternate City and State
Tip: This screenis also

useful for entering Canadian

postal codes Zip Code |91915

Original Zip Code Mapping Alternate Zip Code Mapping

City: Chula Vista City: |Bonita

State:  CA State:

| Save | < Back | Mext > Print Done

Zip Code Mapping

Enter the zip code you want to map. Original Zip Code Mapping (if any) displays
below.

Type the new City/State information in the Alternate Zip Code Mapping control group.
Choose Save to save the new mapping without exiting the dialog box.

OR

Choose Done to save the new mapping and close the dialog box.

Removing the Alternate Mapping Once you have mapped an alternate zip code,
you can use the Remove Alternate button to restore the original zip code.

Markup

Selecting MarkUp in the Shop Data dialog box opens the MarkUp Add On Costs
panel.
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In this dialog box you are able to enter and maintain standard markups and add-on
costs on the parts and labor rates with which you build orders. You can also enter
overhead markups for use with the Profit Wizard.

NOTE: These markups are only the defaults and can be overwritten on any
Manager order.

Standard Tables gl
Standard Tables Shop Data Standard Tables Standard Descriptions
About MarkUp - f Price MarkUp Matrix ] f

Account Classes i MarkUp il Zip Code Mapping 1]
Compound Taxes [ Income/Cash Accounts  [] Standard Accounts
Labor [ PorsDiscount ]| TaxRate |

You canmark up" Parts
and Labar information
taken from Parts & Labor
Estimating Madule {f
installed). You can also
apply a markup
percentage for any sublet

Display Information As . . .

Witk ' Mark Up " Profit

For exarple, an OEM part

Z‘V'}hois%g?k'u‘?@ﬂﬁfua”” Sublet% [2500 Shop Overhead X [500
IaneTarinty an.astimata Parts Guide % |0.00 Miscellaneous Overhead % |2.00

or arder as $110. A Sublet
itern of $50 costand a
25% markup would sell
for §62.50.

Tip: Check out the
Warkbook number threg
orhitF1 for some

additional example w

Labor Guide % |0.00

<ﬁack| Mext > ‘ Print | Done ‘

MarkUp Add On Costs

To enter/edit Markup Information:

1  Select Markup from the Setup menu.

The MarkUp Add On Costs dialog box displays.

2 Select the appropriate option button to display percentages as a MarkUp over cost or

as a percentage of the Profit.

For example, a part that costs $1.00 with a 100% Mark Up will be priced at $2.00 on
the order. A $1.00 part with a 50% Profit will also be priced at $2.00 on the order.

Enter/edit data as necessary. The dialog box contains the following data fields:

Field Description

Sublet % The percentage, over/under cost, or profit
percentage, that sublet operations are priced at on
the order.



Field
Parts Guide %

Labor Guide %

Shop Overhead %

Miscellaneous Overhead
%

Description

The percentage, over/under Estimating Guide list
price, that parts taken from the Estimating Guide
will be priced at on the order. For example, a part
with an Estimating Guide price of $1.00 that is
marked up at 5% will be priced at $1.05 on the
order.

The percentage, over/under Estimating Guide
labor time, that labor operations taken from the
Estimating Guide will be entered onto the order.
For example, a labor operation with an Estimating
Guide value of one hour that is marked up at 5%
will be entered as 1.05 hours on the order.

The percentage allocated for shop overhead of
parts and labor subtotal (before taxes) for use in
profit wizard analysis. These costs can include
cost of doing business, shop rent, utilities, etc.
Your accountant should be able to suggest an
appropriate percentage.

The percentage allocated for miscellaneous
overhead of parts and labor subtotal (before taxes)
for use in profit wizard analysis.

3 Select Done to save your entries and exit.
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Account Classes
The Account Classes panel of the Standard Tables dialog box allows you to assign
default Accounts to revenue and discount classes.

Standard Tables E|

Standard Tables Shop Data Standard Tables Standard Descriptions

Price MarkUp ]f ”

About Account Classes A Matrix

This screen allaws the M cklls ]T ZipiCod efaping S|
selection ofwhich Compound Taxzes Income/Cash Accounts Standard Accounts
Labor T R S (YL
revenues will flow into
Note: In most shops,
these account class
ascianments ypically Labor (T axable) -
mst;zfle:’]jtdlies?ccrr‘epgligsi:]n Labor [Non-Tax) Labor Revenue Non-Tazable 5
the Income(Cash Parts (Taxable]  [Parts Revenue =
Accounts section.

— Parts [Mon-Tax) |Pa[ls Revenue Mon-Taxable j

Sublet -
Account Classes Setup is ume |Sublet Revenue El
considered an Essential Discount [Parts)  [Parts - Discounted =
zﬁ;ué]ba:rtg?g;:ﬂeerﬁu;t L Discount [Labor) |Lahn| - Discounted j
custormer and vehicle
infarmation). For more H
infarmation, refer to your L
Wiarls banis nimhar thraa
< Back Next > Print Done

Account Classes

These default classifications can be overwritten in the Edit Part dialog box or at the
time a part or labor item is added to an order in the Order Item Entry — Parts or
Order Item Entry — Labor dialog box.

Price MarkUp Matrix

The Price MarkUp Matrix panel in Standard Tables allows you to apply markups to
parts as they are added to orders and to inventory items. These markups can be
structured based upon the item cost to create a tiered pricing structure.

To set up a Price Markup Matrix:

Select Standard Tables from the Setup menu.

The Standard Tables dialog box displays.

Click the Price MarkUp Matrix tab to display the Price MarkUp panel.

Enter a From and To price in the first row of the Matrix for the parts cost range for the
first markup tier.

Enter a Markup percentage.



Markup percentage is the percent over (or under, as represented by a negative number)
cost at which you want the part to be priced at on Manager orders.

Standard Tables

This matrix allows you to
progressively scale your
parts markup according to
what you paid for each
part. In other wards, parts
that costless thana
dallar are marked up ata
much highet rate than
parts that cost $200. We
recommended using
several levels to remain
profitable and competitive
where it really counts.

Tip: (Systems with
Inventory): You have the
added capability of keying
the parts MarklJp matrix

Standard Tables Shop Data
Ahout Price MarkUp ~ i i
Matrix Account Classes

Compound Taxes

Labor

$0.00
$0.50
$1.00
$5.00
$10.00
$20.00
$100.00
$300.00
$500.00
$0.00

Standard Tables

Standard Descriptions

MarkUp

)it
1T

Zip Code Mapping [

Income/Cash Accou

$0.49

$0.99

$4.99

$9.99

$19.99

$99.99
$299.99
$499.99
$9.999,999.99
$0.00

Parts Discount

nts

Markup
300.00%
200.00%
100.00%

75.00%
70.00%
66.66%
60.00%
50.00%
40.00%

0.00%

Standard Accounts

Profit Margin
75.00%
66.67%
50.00%
42 86%
41.18%
40.00%
37.50%
33.33%
28.57%

0.00%

offthe Last Costor Inventory Costing Average Cost (* Last Cost ‘ Apply Matiix to Inventory ‘ L
Awerage cost ofthe part, | =
| ast nr Auarana Nast iz
< Back | Mext > | Print | Done |
Price MarkUp Matrix

Repeat steps 3 and 4 to apply markups to as many pricing levels as you desire.

Choose whether you'd like to apply pricing to inventory items based on Average Cost

(the average cost of each inventory item on an individual basis) or Last Cost (the cost
of the most recently purchased inventory items).

Click Apply Matrix to Inventory if you want to overwrite the current inventory

markups with the new pricing structure. Choose this option carefully! All inventory,
parts kits, and canned jobs will be affected. In any case, User Entered List price items
will not be affected.

NOTE: If you choose not to apply the matrix to your inventory, the new pricing
structure will only apply to inventory items and parts added to orders as they are
added in the future.

8 Click Done when finished.
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Parts Pricing

Use this screen to set up the basis from which a part's Sale amount is calculated.

Standard Tables E|
Standard Tables Shop Data Standard Tables Standard Descriplions
Parts Pricing ~ r Price MarkUp Matrix Parts Pricing F o
Use this sereen to set up Account Classes MarkUp Zip Code Mapping

In[:ume!Cash Accounts Standard Accounts

S e ko ] T e )

Compound Taxes
Labor

the basis from which a
part's Sale armountis
calculatad.

Price = calculated a5
Costtimes the Markup
Matrix. (To et or change
the Markup Matrix, go to
the Price Markup Matrix
tah in the Standard
Tables under Setup.)

Calculate the part's Sale amount based on:

& Pri

List = the Manufacturer's

Suggested Retail Price  List

(MSRP).

Acomplete definition of

terms is provided atthe

end

Sale amount will be | =

caleulated as eitherList o |

< Back Mext > Print Done

Parts Pricing

® Price = calculated as Cost times the Markup Matrix. (To set or change the Markup
Matrix, go to the Price Markup Matrix tab in the Standard Tables under Setup.)

¢ List = the Manufacturer's Suggested Retail Price (MSRP).

Sale amount will be calculated as either List minus Discounts or as Price minus
Discounts. Use the radio buttons to select whether Price or List shall be the basis for
calculating Sale.

When the radio button selection is changed, the rules for the new selection will go into
effect. The new rules will apply to newly created Estimates and Repair Orders. The
new rules will not effect Estimates, Repair Orders, or Invoice created prior to this
change. If a prior Estimate, Repair Order, or Invoice is opened and a part's line item is
edited or added, the new rules will apply only to that part's line item. When a part from
a canned job, parts kit, or inventory (ManagerPlus only) are added to an order, the
part's Sale amount will reflect the current rules.

The program will attempt to ensure you don't end up with a Sale amount of zero. If you
chose to calculate Sale based on List and no List amount has been entered for the part,
the program will use the Price to calculate the Sale amount (see “

Price” definition below). If you chose to calculate Sale based on Price and no Price
amount has been entered for the part, the program will use the List amount (See “List”
definition below).



Definition of Terms:
Cost - amount the parts distributor billed for the part.

Price - calculated as Cost times the Markup Matrix. (To set or change the Markup
Matrix, go to the Price Markup Matrix tab in the Standard Tables under Setup.)

List - the Manufacturer's Suggested Retail Price (MSRP).

Sale - the final amount to the customer. This includes any discounts. Sale may be
calculated as either List minus Discounts or as Price minus Discounts. Use this tab to
set the calculation basis.

Discounts - a percentage that is deducted from either Price or List to arrive at a Sale
amount. (To set or change, go to the Part Discount tab in the Standard Tables under
Setup.)

NOTE: the Cost, Price, List and Sale fields may be user edited under in which
case the definitions given above may not apply.

User Entered Sale - the Sale fields may be manually edited on the Estimate, RO, or
Invoice by the user in which case the definitions given above may not apply. In this

case the “User Entered Sale” amount specified by the user is the final amount to the
customer and further discounts will not be applied.

Shop Data Setup

The Shop Data Setup dialog box contains selections which allow you to enter
information about your shop. This shop information is automatically entered into your
orders for you, reducing the need for data entry and increasing the accuracy of your
orders.
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The tabs on this dialog box works like a card file. Click on any tab to move the selected
panel to the forefront of the dialog box.

Shop Data g|
Shop Data Shop Data Standard Tables ‘ Standard Descriptions |
MboutShop DataSetup 1 ~ [ i
This is where yau ener Invoice Validations W Disclaimers W Late Fees
specifc detalls abaut your Shop / Hazmat Screen Yiew [[_Estimate/RO V.alidatiuns
shop. This shap Shop Data 1 | Shop Data 2 Default Settings
informatian is
automatically entered into
all ofyour printed output,
such as estimates, repair Shop Number [333442
orders, invoices,
technician worksheets Shop Hame |||_uumbu“, Motars I
and all your management
reports. This will greathy Stieet Address |l23 Highland ¥alley Rd
reduce typing and
increase the accuracy and Zip City, State |92|]54 |po"a,, CA
cansistency of your
orders. Phone |858-555-1212
Please enteryour own
Shop data descriptions Fax | g58-555-1312
currently used at your
place of husiness -
Remember: type B
carefully as thiz Ghan ¥
| Mext > | Print ‘ Done |
Shop Data Setup

The following sections describe data input into the panels that are accessed through the
Shop Data Setup dialog box.

Shop Data

The Shop Data 1 and Shop Data 2 dialog boxes are where you enter, and maintain,
administrative information (name, address, phone number, etc.) about your business.
This information can display on printed reports.



To enter/edit Shop Information:

Select Shop Data 1 or Shop Data 2 from the Shop Data Setup dialog box to display
the selected Shop Data panel.

Shop Data

Shop Data

3]

Shop Data Standard Descriptions

This is where you enter
specific details aboutyour
shop. This shop
infarmation is
automatically entered into
all of your printed output,
such as estimates, repair
orders, imvaices,
technician worksheets
and all your management
repors. This will greatly
reduce typing and

About Shop Data Setup 1~

Standard Tables
[ )i

Invoice Validations Tf Disclaimers
Shop / Hazmat Screen View
Shop Data 1 Shop Data 2

1[
it

Estimate/RO Validations

I
Default Settings

Shop Number | 9232

|Bi|l's Automotive

Shop Mame

Shieet Address |1 23 Maple Yalley Road

Field
Shop Number

Shop Name
Street Address
Zip/City/State
Phone

Fax

License 1

increase the accuracy and Zip City. State |32|]|;4 |Puwa_v CA
consistency of your
orders FPhone | 858-555-1212
Please enteryour own F ,7
Shop data descriptions | 898-555-1312
currently used at your
place of husiness.
Rememher: fype L=
carafoiie A= this Ghan Y
| Next » | Print | Done |
Shop Data 1

2 Enter/edit data as necessary. The two panels contain the following data fields:

Description

The number of your shop, if applicable (up to 10
characters.)

The name of your shop (up to 30 characters).
Your shop's address (up to 30 characters).
The city, state, zip code of your shop.

Your shop's phone number.

Your shop's fax number.

Entry box for free-form entry of a license number.
(For example, Bureau of Automotive Repair.)

Shop Setup
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Field Description

License 2 Second entry box for free-form entry of a license
number. (For example, Environmental Protection
Agency.)

Slogan A slogan for your shop that you would like to have

included on printed reports. This slogan prints under
the shop address and phone number.

Comment Any comments that you would like to include on
printed reports. These comments print on the
bottom of the page.

Manager Name The name of the shop manager. (Does not print on
reports.)
Manager Title The title of the shop manager (“Manager,” “General

Manager,” etc.) (Does not print on reports.)

3  Select Done to save your entries and exit.

Default Settings

Default Settings are the entries that your shop uses most often in creating orders in
Manager. When you build a Manager order, the default information is automatically
entered but can normally be overwritten if necessary.

NOTE: Defaults are used to save time by entering common choices into orders
for you automatically. Any default setting can be overwritten at the time of order
preparation.

To enter/edit Default Settings:
1 Select Default Settings in the Shop Data dialog box.



The Default Settings panel displays.

Shop Data E
Shop Data Shop Data Standard Tables ‘ Standard Descriptions ‘
About Default Setti [ 10 )i
Important: You must set Invoice Validations || Disclair_ners Jii _ _
your system to perform Shop / Hazmat Screen View [[ Estimate/RO Validations
automatic backups at Shop Data 1 ] Shop Data 2 Default Settings

defined intervals using
this screen. ou can
choose to backup at
Program Startup,

Day. fou also setthe
backup location. We
sirongly recornmend
hacking up to an lomega
Zip Drive.

Your shop uses these
automatic prograrm
selections most aften in
creating orders. When you
build an order, the default
infarmation is
autornatically entered,
HRlRSS Nl ShArifi

Program Exit, or at End of

Area Code |[5E]
Promised Time | 5:00 PM

Use Phone ## Mask ¥
* = Any
Phone # Mask |HIHE-THHE-SEE 4 — Number

Bal. Due Warning
i W # days past due |30

<«

A ,—_|Please Select = ™ Include Spouse on Invoice
. ¥ Include Tax in Estimates
Parts Technician |Please . Select :Iv ¥ Include Recommendations on RO
Service Writer |Dwulet. John x [~ Update Labor Time from Total
Default Pay Type |Visa - [~ Don't Prompt for Tech Warksheet

Perform backups on:
[ Program Startup
[ Program Exit
[~ End of Day

Convert Invoice to RO on Change

Warn on Program Exit

Location |C:\Mitchell 1\Manager\t

<ﬁack| Mext > ‘ Print | Done ‘

Default Settings

2 Enter/edit data as necessary. The panel contains the following data fields:

Field
Area Code

Promised Time
Labor Technician
Parts Tech.
Service Writer
Income Acct.

Use Phone # Mask

Phone # Mask

Description

The area code you want to have automatically entered
into phone number fields.

The default promised vehicle pick-up time.

The default (most commonly used) repair technician.
The default technician for parts sales.

The default (most commonly used) service writer.
The default accounting class for income accounts.

Allows you to enter a phone number mask (see Phone
# Mask description below).

The Phone # Mask field allows you to specify the
pattern of characters that are entered into phone
number fields. Phone masks also expedite entry of
phone numbers in Manager by pre-entering hyphens.
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Field

Bal. Due Warning...

Warn on Program
Exit

Include Spouse on
Invoice

Include Tax in
Estimates

Include Recommend-
ations on RO

Update Labor Time
from Total

Don't Prompt for
Technician
Worksheet

Perform backup on:

Location

Description

A “#” entered in a phone mask indicates that only a
number can be entered; An “*” indicates that any
keyboard character can be used. Typical masks might
be ##H#-HHE-#HEE, or (#iH) #HHE-#HEE. For example, with
the default area code set to 619 and the mask set to
HHR-HHH-H#HAE, a phone number input field will appear
as: 619-__ -

To enable the balance due warning, click on the
Balance Due Warning check box and then enter the
number of days past due. This configures Manager to
issue a warning every time a new order is created for
a customer who has a past due balance.

Turns on the “Exit” confirmation warning every time
you exit the program.

Check to include spouse's name on printed invoices
(where applicable).

Check to include taxes in estimates by default.

Check to include recommendations on Repair Orders.

Enabling this option tells the program to change the
labor time if a user types in a new dollar amount for a
labor item in the Order Item Entry - Labor dialog box.

This option allows you to choose not to print, or be
prompted to print, a Technician Worksheet whenever
you print a repair order. If you deselect this option, you
will need to select Tech Worksheet from the Options
screen to print the Technician Worksheet.

Allows you to specify how often Manager should
perform automatic backups of your database.

The location in which backup files are saved in a
\BACKUP subdirectory.

3 Select Done to save your entries and exit.



Shop/Hazmat

Charges for shop supplies and hazardous materials can be automatically calculated and

added to the order. The rates for these charges are entered and maintained in the

Shop/Hazmat panel of the Shop Data dialog box.

To enter/edit Shop/Hazardous Materials Costs:
Select Shop/Hazmat in the Shop Data dialog box.
The Shop/Hazmat panel displays.

Shop Data ]

< Back | Mext >

Print

Done

Shop Data Shop Data Standard Tables \ Standard Descriptions \
About Shop and ~ [ il [
Hazardous Materials Invoice Validations il Disclaimers
Setup Shop / Hazmat Screen View [[Estimate/RO Validations
‘Your systerm can be setio Shop Data 1 Shop Data 2 Default Settings
autornatically add Shop -
Supplies and Hazardous Shop Supplies
Material charges to any [5.008 Percent of .. | Labor Sales v Part Sales o 10.00
estimate, R.0. or invoice. Maximom $
With Defaults setto "ON," Default Account Class [Shop Supplies R =] Mioumes 0.00
the program will calculate * On
shop supplies andior Report = ¥ Tanable
hazmat charges and add o Description |Shﬂp Supplies
them to orders based on -
parts andfor labor totals Hazardous Material
as defined in this dialog 99.99  Percentof ... [¥ LahorSales [ PartSales  payimum $ 4.00
hox
Shop Supplies and De;a":l;n Account Class |HazMal Revenue j Minimum $§ 0.00
HazMat charges can ¥ Taxable
always be turmned off atthe O Repart [Hazardous Materials

Description ¥ Include Sublet

Qrder screen as needed o
(for that specific order =
nnlkd nsinn the Antinne =

Shop/Hazardous Materials

2  Enter/edit shop supply costs as necessary in the Shop Supplies portion of the dialog

box.

Shop Supplies

Percent of ... | Labor Sales v Part Sales Maximum $ 10.00
Del:aull Account Class |Shop Supplies Revenue j Minimum $ 0.00
* On
Report n [v¥ Taxable
O Description |Shop Supplies
Shop Supplies
Shop Setup
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This portion of the dialog box contains the following fields:

Field

Shop Supplies Percent
Entry Field

Percent of...

Taxable

Default (option button)

Maximum

Minimum

Account Class

Report Desc

Description

Enter the percentage of parts or labor cost at which
Shop Supplies should be extended on the order.
Enter the percentage as a whole number. In other
words, enter 10 (not .10) to apply a 10% charge.

Choose between Labor Sales or Parts Sales as your
basis for the Shop Supplies charge.

Selectif the shop supplies charge is taxable. (Will be
taxed at part tax rate.)

Select if the shop supplies charge should be applied
as default.

The maximum dollar amount allowable for shop
supplies.

The minimum dollar amount allowable for shop
supplies.

The accounting class for shop supplies.

The description of the shop supply charge, as you
want it to print on the order.

3 Enter/edit shop Hazardous Materials costs as necessary in the Hazardous Material

portion of the dialog box.

Hazardous Material

99.99 Percent of ... ¥ Labor Sales [ Part Sales Maximum $ 4.00

Default
* On

O

Report
Description

Account Class |HazMal Revenue j Minimum $ 0.00

¥ Taxable

|Hazaldous Materials ¥ Include Sublet

Hazardous Materials



This portion of the dialog box contains the following fields:

Field Description
Hazardous Material Enter the percentage of parts or labor cost at which
Percent Entry Field hazardous materials should be extended on the

order. Enter the percentage as a whole number. In
other words, enter 10 (not .10) to apply a 10%
charge.

Percent of Choose between Labor Sales or Parts Sales as your
basis for the hazardous materials charge.

Taxable (option button) Select if the hazardous materials charge is taxable.
(Will be taxed at labor rate).

Include Sublet Check to include hazardous materials charges for
sublet operations.

Default (option button) Select if the hazardous materials charge should be
applied as default.

Maximum The maximum dollar amount allowable for
hazardous materials.

Minimum The minimum dollar amount allowable for
hazardous materials.

Account Class The accounting class for hazardous materials.
Report Desc The description of the hazardous materials charge,

as you want it to print on the order.

4  Select Done to save your entries and exit.

Screen View

The Screen View panel of the Shop Data dialog box is where you set defaults for the
cursor position in the Customer screen and specify if you wish to include a field for
Out Odometer (required by law in some states) in the Vehicle display.
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To change Default Screen View settings:

1 Select Screen View in the Shop Data dialog box. The Screen View panel displays.

Shop Data ﬁ]

Shop Data Shop Data Standard Tables ‘ Standard Descriptions ‘
Ahout Screen View G [ 10 il
Settings Invoice Validations W

Shop / Hazmat
Shop Data 1

These seftings provide
one more way to
accomodate your
preference. Default
setlings work fine for
rmostusers and you can
always come back and
change settings later

Show Odometer Out

Starting Cursor Position on
Customer Screen ¢ Company & Customer

Display Customer DR

Tip: Putting a check in Company name in WIP  Company & Customer

Show Symptoms on New
Orders forces the

syrriptarn wizard to Show Parts Search Speed Warning r

appear each time a new Show Quick Estimates in Schedule v

order is started. The Show Symptoms on New Orders [

simptam yisaghelos One Start Toolbar ¥

you receive vehicles mare

quickly, and capture

diagnostic times. [

One option you do wantto H
< Back | Mext > ‘ Print | Done ‘

Screen View

2 Toggle settings as desired. The Default Screen View dialog box contains the following
settings:

Setting Description

Show Odometer Out  Governs whether the Odometer Out field (the
vehicle's odometer reading when it leaves the shop)
displays on the Vehicle screen. Some states require
that this reading is recorded.

Cursor Position Determines whether the default cursor position in
the Customer screen will be in the Company field or
in the Customer field. You should choose the
position that best represents the majority of your
patrons. If most of your customers are individuals
(not businesses), you should chose customer.

Display Customers OR This setting allows you to specify whether the

Company name in WIP  Company Name or Customer name appears in the
Customer field in the Work In Progress grid in orders
where a company is specified.
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Setting Description

Show Parts Search Indicates whether the warning that a parts search in
Speed Warning the Parts/Inventory List will take more than a minute
is enabled.

Show Quick Estimates Indicates whether quick estimates should be

in Schedule displayed in the schedule.

Show Symptoms on Choose this setting to display the Symptoms dialog
New Order box every time you start a new order.

One Start Toolbar Check this box to display the One Start Toolbar.

The One Start Toolbar replaces the Estimate, Order,
and Invoice icons with the Start icon. Clicking the
icon opens the Customer List for Start Order dialog
box, which allows you to look up a customer by
Name, Phone Number, or License number, or start
a new customer.

3 Select Done to save your entries and exit.

Estimate/Repair Order Validations

Before you can print an estimate or repair order, the system checks for missing
information. All checks for missing information must be completed before you are able
to print. The Estimate/Repair Order Validations dialog box is where you will
select/deselect the individual checks that you want the system to conduct before
printing an estimate or repair order.
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1

To change Estimate/Repair Order Validation settings:

Select Estimate/RO Validations from the Shop Data dialog box (which is available
from the Setup menu).

Shop Data X

estimate of repair order
the systern checks far any
missing information.
Befare vour print request
is processed, you'll he
presented with & dialog
box displaying a waming,
and in many cases, the
opportunity to correct the
situation hefore printing.

Shop Data Shop Data Standard Tables | Standard Descriptions |
Bhout EstimateRO ~ f il 10
Validations Validations Invoice Validations il Disclaimers
When printing an Shop / Hazmat Screen View il Estimate/RO Validations

Shop Data 1 Shop Data 2

Default Settings

Estimate Warn If_

||7 #In" mileage is zero or less than 'Previous' mileage.:

Repair Order Warn If...
¥ 'In" mileage is zero or less than 'Previous’ mileage.

¥ 'Out’ mileage is zero or less than 'In” mileage

Mote: By default, all ¥ "wiitten By’ has not been entered.
validations are v
autarnatically enabled
We recammend that yau
leave all Estimate/Repair
Orderwarnings turned on,
unless you have 3
specific reason notto use
thiarn

‘License’ has not been entered.

‘Inspection Date’ is prior to today's date._

Any parts or labor items do not have a Technician assigned.

<ﬂack| Mext > | Print | Done |

Estimate/RO Validations

The Estimate/RO Validations panel displays. The function of each setting is clearly
explained in its respective title.

Toggle warnings as desired.

Select Done to save your entries and exit.

Invoice Validations
The Invoice Validations panel is where you will select/deselect the individual checks
that you want the system to conduct before printing an invoice.

To change Invoice Validation settings:

Select Invoice Validations from the Shop Data dialog box (which is available from the
Setup menu).



The Invoice Validations panel displays.

Shop Data | ]
Shop Data Shop Data Standard Tables | Standard Descriptions ‘

About Invoice Validations | [ | [

\When printing an invoice, the Invoice Validations Disclair.ners Jii : _ 1]
systern checks for any Shop / Hazmat Screen View [l Estimate/RO Validations
missing information. Before Shop Data 1 Shop Data 2 Default Settings

vour print requestis

processed, vou'll he Wam IF__
presented with a dialog box
displaying a warning, and in

||7 ‘In' mileage is zero or less than "Previous’ mileage. | |

many cases, the opportunity ¥ 'Dut’ mileage is zero or less than 'In' mileage
to correct the situation before 5 i
nrinting. ¥ "whitten By has not been entered.
Note: By default, all ¥ ‘License’ has not been entered.
validations are automatically V1 . e .
nspection Date’ is prior to today's date.
enabled. We recommend E E 2
that you leave all Invoice ¥ Any parts or labor items do not have a Technician assigned.

Validation warnings turned
on, unless you have a
specific reason notto use ]
them.

¥ Any parts or labor items are not "Confirmed’ on invoice.

Invoice total is greater than estimate total [over estimate].

¥ Required "Marketing Information’ has not been entered. [

<ﬂack| Mext > ‘ Print | Done ‘

Invoice Validations

The function of each setting is clearly explained in its respective title.
2 Toggle settings as desired.

3 Select Done to save your entries and exit.

Disclaimer Setup

The Disclaimer Setup panel is where you enter standard disclaimer information for
estimates, repair orders, invoices, and counter sales. These disclaimers will
automatically appear at the bottom of your printed orders (unless print footer is turned
off in Reports/Printers dialog box).

NOTE: The maximum size of the disclaimer varies depending upon the type of
order (Estimate, Repair Order, etc.). The maximum number of characters allowed
is displayed in the lower left portion of the dialog box.

A standard set of disclaimers is provided with your program. You can customize these
disclaimers, or re-write them entirely, if necessary, to fit your unique business
requirements.

To edit a Disclaimer:

1 Select Disclaimers in the Shop Data dialog box.
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The Disclaimers dialog box displays.

Shop Data

Shop Data

Standard Tables | Standard Descriptions |

About Disclaimers

Use this areato enter
your legal disclaimer
information for estimates,
repair orders, invoices
and counter sales. These
appeat atthe bottorn of
your printouts.

‘four management
softerare comes with
"generic" standard
disclaimers. You can
custornize these
disclaimers or rewrite
them entirely.

Ensure that all your
disclaimers arewritten in

[ 1(

Disclaimers

Invoice Validations

Shop / Hazmat Screen View [l Estimate/RO Validations ||
Shop Data 1 Shop Data 2 Default Settings

Disclaimers

+ Estimate : " Repair " Invoice " Counter Sale

I hereby authorize the above repair work to be done along with the necessary material
and hereby grant you and/or your emplopees permigsion to operate the vehicle
described for testing and/or inspection. Express mechanic's lien is hereby
acknowledged on above vehicle to secure the amount of repairs thereto. SMOG: |
understand that | can have emission service and/or adjustments done elsewhere. |
hereby waive this right.
TEARDODWM ESTIMATE: | understand that my vehicle will be reassembled
within days of the date shown above if | choose not to authorize the service

ded. All Parts d will be di ded un d otherwi:

unless i . Save
all Parts - NOT RESPONSIBLE FOR LOSS OR DAMAGE TO CARS OR ARTICLES
LEFT IN CARS IN CASE OF FIRE. THEFT OR ANY DTHER CAUSE.

accordance with your
local, state and federal
lauws.

F2 for spell check Mazimum I of characters - 1101

Tine Ifwnn noad tn Snall

< Back ‘ Mext » | Print ‘ Done |

Disclaimer Setup

2  Select the option button for the disclaimer you wish to edit (Estimate, Repair, Invoice,
or Counter Sale).

The text of the current disclaimer displays.

3 Edit the disclaimer text, as necessary. Disclaimer text cannot exceed 801 characters.

NOTE: You can initiate a spell check of the disclaimer text by pressing [F2].

Select a different radio button to edit another disclaimer, if necessary.
OR

Click Done to save your changes and exit disclaimer setup.

Late Fees

Use the Late Fee area to charge your customers who are 30 days or more past due on
their invoice balance. You have the option to charge a flat fee for each 30 days they are
overdue or charge an Annual Percentage Rate (APR), calculated on the balance that is
overdue. Your local and/or state laws may dictate which option you can choose and the
maximum you may charge your overdue customers.
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Enabling Late Fees The Late Fees panel in Shop Data Setup is where you
enable/disable the late fees function. To enable Late Fees, check the Apply Late Fees
checkbox and then setup the Late fees options described below.

Shop Data gj

Shop Data Shop Data Standard Tables Standard Descriptions

About Late Fees ~ I )0

Warning: Before enabling Invoice Validations Tr Dis[:lair_ners ] L ate Fes - ]

the late fee feature, you Shop / Hazmat Screen View Estimate/RO Malidations

must consult your local Shop Data 1 Shop Data 2 Default Settings

and state regulations

regarding late fee

practices. Please be v Apply Late Fees: Account |HazMat Revenue j

advised that Mitchell 1 is

not responsible for Fee Reminder Dap |1 f Month lgnore Cy ive Overdue 0.00

ensuring your compliance ¥ |1t of Mont e Balances below this Amount |-

with state andfor other law

regarding the Fee Assessment Options

assessment of late fees

or other interest charges " Flat Fee Amount $ [T00
on autstanding invoice

amounts. dMitchell 1 will

not ke held accountable o0 00
far ary misuse andior i* Percentage of Balance P[g';;;“ 20.00 ax:-m08

Tailure to cormply and will Min Fee $[500
not be responsible for any

conseguential financial or
legal implications -

< Back Mext > | Pont | Done |

Late Fees Setup

WARNING: Before enabling the late fee feature, you must consult your local and
state regulations regarding late fee practices. Please be advised that Mitchell 1 is
not responsible for ensuring your compliance with state and/or other law
regarding the assessment of late fees or other interest charges on outstanding
invoice amounts. Mitchell 1 will not be held accountable for any misuse and/or
failure to comply and will not be responsible for any consequential financial or
legal implications. Mitchell 1 strongly recommends consulting legal counsel to
ensure your practices are in accordance with state and/or other laws regarding
late fee disclaimers and the pursuit of customer acknowledgement of potential
late fees at the time of estimate, RO, or invoice.

Option Description

Apply Late Fees Enables Late Fee tracking in your facility.

Account The account to which late fees revenue will be
applied.
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Option Description

Fee Reminder Day Choose between the 1st and the 15th of the month
for the day in which the fee reminder message will
appear when the program is opened. Note: It the
program is not opened on the selected day, the
reminder will appear on the following day in which
the program is opened.

Fee Assessment Choose Flat Fee and enter a dollar amount to

Options charge a flat dollar amount to all late (over 30 days)
accounts. Choose Percentage of Balance to apply a
calculation to the overdue account. The rate will be
determined by multiplying the Percent (APR) field by
30/365. You may also "cap" the fee by specifying a
Max. Fee $ and specify a minimum late charge by
specifying a Min. Fee $. Important: It is Essential
for you to consult your local and state laws as
they may regulate your methods of charging late
fees.

Recommendation: Update your disclaimer section to warn your customers of
the possibility of late fees, should they owe a balance 30 days past the invoice
post date.

Assessing Late Fees Late fees must be applied individually using the
Utilities/Late Fees Assessment menu selection. Refer to Late Fees Assessment in
Chapter 4, Utilities, for details.

Late fees may be disabled for an individual customer in the Customer Status dialog
box.

Vendor Setup

Chapter 3

The Vendor Setup selection from the Setup menu opens the Vendor Setup dialog box.
Vendors are used in Manager to create and track purchase orders. Vendor information
is also useful in identifying a Vendor on Warranties, Returns, and Core charges.



Setup You can add or delete Vendors, or edit Vendor information in this dialog box.

Standard Descriptions
Standard Tables
Shop Data Setup -
Technicians Setup
S E Code I Vendor Name I"
Eepmiliitr ABC | ABC Auto Paits <EZConnect Links |
B el RIS ADNE A 1 Auto Parts <IAP Link>
Packages & Discounts BATT Interstate Battery
Tire Packages BB B&B Radiator-Muffler
Brake Packages BIGD Big-0 Tire Co.
Lube, Oil, & Fiker Pack ages BMW John thells_ BMW
B ———— BT Bechtel Towing
Program Security CHEVY Friendly Chevrolet
Diagnostic: Reports DJw David James Wood Electiical
Special Maintenance 3 FORD Encinitas Ford
I HDS HDS Machine Shop
HEADS Cylinder Heads Int. b
Sort By
* Code " Vendor Hame
Add | Edt | Delete | ok
Vendor Setup Examples

NOTE: Use the Sort By options to choose between sorting by Vendor Code or Vendor
Name.

To add a New Vendor:
1 Select Add.
The Add Vendor dialog box displays.

Add Yendor E

Code I
YendorType | I(none) j

Name I

Contact I
Address I
Zip City, State |

Phone Number |B1 9- Ext I

Fax Number |B1 9- Ext I

Account Classl I(none) j
Terms I
Limits I

Comments

Sales History | Lancel |

Add Vendor

Shop Setup



92

Chapter 3

2  Enter vendor information into the appropriate data fields. The Add Vendor dialog box

contains the following fields.

Field
Code

Vendor Type

Name

Contact
Address

Zip, City, State
Phone/Ext.
Fax/Ext.

Account Class

Terms

Limits

Comments

Description

A short (up to eight characters) identification of the
Vendor for use in pull-down choice lists.

The type of business that the vendor operates.
Vendor Type is selected from the pull-down choice
list. If the type of vendor is not available in the list,
select the Vendor Type button to add, edit, or delete
vendor types. Vendor Type can be up to 30
characters in length.

Name of the vendor's business.

Primary contact at the vendor's business.
Vendor's street address.

Vendor's zip code, city, and state.
Vendor's phone number and extension.

Vendor's fax number and extension. Manager will
automatically enter this number when faxing your
vendor.

The default accounting class that you wish
purchases from the vendor to be charged to. This
accounting class can be overwritten on individual
parts purchased.

Financing terms applied by the vendor (for example,
30 days net).

Charge limit for vendor (for example, $1,000).

Miscellaneous comments about vendor.

After all entries have been completed, select OK.

The new vendor is added to the Vendor List.

To edit Vendor Information:

In the Vendor Setup dialog box, highlight the Vendor's name whose information you

wish to edit.



Select Edit.
The Edit Vendor dialog box appears with the current Vendor information displayed.

Edit vendor settings as necessary (refer to the previous section for field descriptions).
Select OK.

To delete a Vendor:

In the Vendor Setup dialog box, highlight the Vendor you want to delete.
Select Delete.

A dialog box asks that you confirm your deletion.

Select Yes. The Vendor is removed from the system.

Technicians Setup

Standard Descriptions
Standard Tables
Shop Data Setup

Wendor Setup

Reparts/Frinters
End of Day Reports

Packages & Discounts

Tire Packages

Brake Packages

Lube, Oil, & Filter Packages

Program Security
Diagnostic Reports
Special Maintenance

1

The Technicians Setup menu selection opens the Technicians Setup dialog box. From
this dialog box you can Add, Edit, or Delete technician administrative information.

Technicians Setup [ ]
Name I Technician Type LI
Diaz. Dito | Technici
Hanlon, Greg Technician
Lewiz, Linda Technician
McDonnel, Tim Technician
Rady. Dave Technician
add | Edi | Delete [0k |

Technician's Setup

To add a Technician:

Click the Add button to display the Add Technician dialog box.
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2  Enter Technician information in the appropriate data fields.

Mame Last, First |
Address I
Zip City. State |

Phone lﬁ Ext I—
Technician 1D l—
=T ician Wage Info: T ician Type:
= Hourly ¢ Salary & Technician
Wage ISI]T " Service Writer
Pay Period Hours Il]— ' Manager

— Parts Commission:

T!FDe None

Fate = l] 0003

Labor Commisgion: Sublet Commission:
Type INone I TVDBINone I
Rate = |] 000% Bate = |] 000z

LCancel | -
Add Technician

The Add Technician dialog box contains the following fields:

Field

Name
Address

City, State, Zip

Phone

Technician ID

Technician Wage Info

Technician Type

Parts Commission Info

Labor Commission Info

Description
Technician's name.
Technician's home address.

Technician's city, state, and zip code (use the two-
letter code for state).

Technician's home phone number with space for
extension, if applicable.

Identification number for Technician.

Hourly or Salary wage and the number of hours in a
normal pay period (for example, 80 hrs. for two
weeks).

Technician, Service Writer, or Manager.

The type and rate of technician's commission on
parts (percentage of profit or sale of parts).

The type and rate of technician's commission on
labor (percentage of profit or sale of labor).



Field Description

Sublet Commission The type and rate of technician's commission on
Info sublet operations (percentage of profit or sale of
sublet operations).

3 Click OK to save your entries and return to the Technician Setup dialog box.

To edit Technician information:
1 From the Technician Setup dialog, select Edit.
The Edit Technician dialog box displays.

Edit Technicians E
Mame Last. First Im I\I"iclol
Address |295? Scripps Banch Rd
Zip City, State [91942 |5an Diego CA
Phone |B1 9-436-7524 Ext
Technician ID ISB?SZ
Technician Wage Info: Technician Type:
" Hourly & Salary = Technician
Wage [$1,200.00 " Service Writer
Pay Period Hours |4l] & Manager
Parts Commission: Labor Commission: Sublet Commission:
Type ISaIe 'l Type ISaIe 'l T.\FDEISaIe 'l
Rate % |2_l]l]l]z Rate % |2_l]l]l]z Rate X| 2.000%

Lancel |

Edit Technician

2 Make changes to the technician's profile, as necessary.

3 Click OK to save changes.

To delete a Technician:
1 In the Technician Setup dialog box, highlight the Technician you want to delete.
2 Select Delete.

A dialog box asks that you confirm your deletion.
3 Select Yes.

Shop Setup
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The Technician is removed from the system.

NOTE: Deleted Technicians will still show up under Reports for historical

purposes.
Reports/Printers
E;fan Sed e The Reports/Printers menu selection (available from the Setup menu) displays a dialog
S box in which you can set defaults for report formats and printer output.
Shop Data Setup
Wendor Setup For each of the four types of orders (Estimate, Repair Order, Invoice, and Counter

Technicians Setup

Packages & Discounts
Tire Packages

Biake Packages

Lube, 0il,  Filter Packages

Program Security
Diagnostic Reports
Special Maintenance 3

Chapter 3

Sale), you can select a Report and a Printer. The Alternate Printer selection allows
you to specify a printer for miscellaneous reports such as Technician Worksheet and
Receipts. The Fax selection allows you to select a Fax printer driver.

To select Reports/Printers:
Select Reports/Printers from the Setup menu.

The Report/Printer Selection dialog box appears.

Report/Printer Selection g|

Select Report
iEstinale; [EST with Hours ~]

o

" Repair Drder Select Printer

" Invoice |HP LaserJet 4L j
" Counter Sale

" Default Printer ¥ Default Print to Screen

 Labels ¥ Include Header Inf

* Follow-up Letters W Include Comment

 Tech Workshoot ¥  Include Signature Line

" Fax Printer

No. of Copies To Print '1_

LCancel

Report/Printer Selection

2  Click on the option button for the type of document for which you desire to select a

report and/or printer.



The fields of the dialog box dynamically change to display your current selections. The
following fields are available:

Field/Option
Select Report

Select Printer

No. of Copies to Print

Default Print to Screen

Include Header Info.

Include Comment

Include Signature

3 Make any desired changes.

Description

Select from a pull-down list the Report form for the
type of document (Estimate, Report Order, Invoice,
Counter Sale, Alternate Printer, Fax Printer) you are
working with.

Select a printer from the list of available printers.

NOTE: Printers are set up in the Windows Control
Panel. Refer to your Windows documentation, if
necessary, for instructions on setting up additional
printers.

The number of copies of the selected report type to
be printed.

Defaults to a screen print rather than sending
directly to the printer.

Includes Header Information, including Slogan, at
the top of the printed report. Header Information is
entered in the Shop Data 1 panel of Shop Data
Setup. Slogan is entered in the Shop Data 2 panel
of Shop Data Setup.

Includes Comment beneath the Order totals portion
of the report, just above the Disclaimer. Comment is
entered in the Shop Data 2 panel of Shop Data
Setup.

Includes the Authorization Signature and Footer
information (Technician name, page #, and Report
Name) at the bottom of the printed report.

4 Seclect OK to save your changes and close the dialog box.

Your changes will be in effect the next time you print.

Note on Technician's Worksheet: Choose Tech Worksheet as your Report Type
to display a number of different print report options including whether or not to
display technician hours and dollars.
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Fax Printer Selection
If you would like to fax reports from Manager, you can select a properly installed fax
printer driver in the Reports/Printers dialog box.

To select a fax printer:

Select Reports/Printers from the Setup menu.
The Report/Printer Selection dialog box appears.
Select the Fax Printer option button.

Select a fax printer from the Select Printer list. Refer to your fax modem
documentation, if necessary, if a fax printer does not appear in the list.

Choose OK to save your fax printer selection and close the dialog box.

The next time you fax, you will print to the newly specified fax printer.

End Of Day Reporting

End of day reporting allows you to designate reports to be printed when you exit the
program at the end of the day or over any other desired time period (e.g. weekly,
monthly). End of day reporting is a two-step process: first you must designate those
reports you want to include in your report batch, then you run the reports.

To set up end of day reporting:
Select End of Day Reports from the Setup menu.
The End of Day Reports dialog box displays available End of Day Reports.

X

-

Select End Of Day Reports

Report Hame

ACCOUNTING - Balance Due Report

+ ACCOUNTING - Cash Receipts Report
ACCOUNTING - Cash Receipts by Payment Type
ACCOUNTING - Deleted Orders Report
ACCOUNTING - Deleted Payments Report
ACCOUNTING - Discount Summary Report
ACCOUNTING - H Material 5 v Rep
ACCOUNTING - Invoice Profit Summary Report
ACCOUNTING - H5F Checks Report
ACCOUNTING - Posted Order Detail Report

+ ACCOUNTING - Posted Order Report

ACCOUNTING - Posted Order Taz Report b

LCancel

Select End of Day Reports

Tag

2 Click on a report name that you want to add to your end of day report run, and click

Tag.



A “+” appears in the Tag column, indicating that the report has been selected as part of
the end of day report run.

3 Repeat step 2 for all reports you want to include in your end of day report run.

4  When finished defining End of Day Reports, select OK to close the dialog box.

NOTE: Refer to Chapter 10, “Reporting,” for details on running End of Day
Reports.

Packages and Discounts

[Setm] The Packages and Discounts dialog box is where you Add, Edit, and Delete Packages
o ancara Beseratens and Discount Coupons. This dialog box is opened by choosing button from the repair
Shop Dala Selup lines button bar in the Order panel. You can choose to work with packages by choosing
Yendar Setup the Packages tab, or discount coupons by clicking on the Discount Coupons tab.

Technicians Setup

Reparts/Printers
End of Day Reports

Pack

. ts Packages & Discounts x|
Tire Packages -
Brake Packages Discount Coupons]

Lube, 0il, & Filter Packages
= & ViewAll ¢ Curment " Expired

Program Security

Diagnashelijepors Humber Description Amount Expires ﬂ
AJC AJC Service Special - not inc. freon 30.95 | 071741997
AC1 Air Conditioning 5pecial 24 98  11/30/1997
Align_A Computerized Alignment - Front End Aut 24 95  D7/26/1997
Align_T Computerized Alignment - Light Truck 36.95  07/26/1997
brake Digc or Drum Brake Special 69.95 08/07/1997
BRS1 Brake Special - $89.95 per axle 89.95  11/30/1997
Clutch Clutch work Special - parts extra 136.00 09/11/1998
FIS Fuel Injection Service 49 95 07/26/1996
M5P Maintenance Service Package - 6-8 hig 269.95 11/30/1997
MTU4 Maintenance Tuneup - 4 cylinder 29.95  11/30/1997
MTUG Maintenance Tuneup - 6 cylinder 34.95  11/30/1997 LI

Add | Edit | Delete | [ Dane |

Packages and Discounts Setup

® Packages are parts and labor operations which are grouped together and sold for a
(usually discounted) single price.

® Discount Coupons apply a flat dollar amount or percentage discount to the parts
or labor on an order.

Three option buttons allow you to select views:
® View All displays current, future, and expired packages/coupons.
® Current displays only those packages/coupons which are currently valid.

* Expired displays packages/coupons which have passed their expiration date.

Shop Setup 99



100 -

Chapter 3

Adding a Package: Packages are parts and labor operations which are grouped
together and sold for a (usually discounted) single price. The Add/Edit Package dialog
box is opened by selecting Add (to add a new package), or by clicking your mouse
pointer on a package and selecting Edit (to edit an existing package) in the Packages
panel of the Packages & Discounts dialog box.

Add Package x|
Package # Im Taxed & Labor ¢ Parts

Description IAJ’C Service Special - not inc. freon

Category I <noner

=

Account I Labor Revenue

Start Date [05/17/1996 [*]
Sale Amount |3l].95

[
End Date Il]?ﬂ 711997 E

Enter up to Si[’:“ Distribution I Pay Hours I Comm. lﬂ
thiz package. Commigsion #1 1.00 0.00
Commission #2 0.00 0.00
Commission #3 0.00 0.00 ~|
Totals Commission 0.00
Add/Edit Package

The Add/Edit Packages dialog box contains the following fields/selections:

Field/Selection

Package #

Taxed as

Description

Category
Account

Start Date

Description

Type in a unique set of up to eight (8)
characters for the package.

Choose whether the Package will be
taxed as Labor or Parts.

Enter a description (up to 50
characters) for the package that will
appear in the Promotions grid and in
the repair lines when added to an
order.

Choose a Category for the package.
Choose an Account for the package.

Type or select the date at which the
package will begin.



Field/Selection

End Date

Sale Amount

Commission Grid

Add/Edit Discount Coupons

Description

Type or select the date at which the

package will be completed.

The amount that will be charged the

customer.

Enter up to six pay hour increments

and/or commission amounts. These

commissions can be assigned to
technician(s) when the package is

attached to an order.

Discount Coupons apply a flat dollar amount or

percentage discount to the parts or labor on an order. Discount Coupons are set up in
the Add/Edit Discount Coupons dialog box.

Packages & Discounts x|
Packages 1 Di§count Coupons
& ViewAll ¢ Cument " Expired
Humber Description Amount Expires ;I
AARP AARP Membership Discount Percent | 05/15/1998
ocio $10 Off Oil Change 10,00 1173041997
SM12 $12 Off Smog Inspection 12.00 1173041997
Delete | Done |

Discount Coupons

Shop Setup
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The Add/Edit Discount Coupons dialog box is opened by selecting Add (to add a new
coupon), or by clicking your mouse pointer on a coupon and selecting Edit (to edit an
existing coupon) in the Packages & Discounts dialog box. If editing a coupon, the

current values and selections are displayed.

Add Discount Coupons x|
Coupon Type
’7 " Dollar OF & Percent Dif ‘
Coupon # Im
Description |AARP Membership Di

Start Date [05/15/1996 [*]]

Parts - Percent OFf |1l].l]l]
Labor - Percent Off Il].l]l]

End Date [05/15/1998 [*]]

Lancel |

Add/Edit Discount Coupons

Once in the Discount Coupons dialog box, you make the necessary changes/entries and
then select Ok to save. The Discount Coupons dialog box contains the following

fields/selections:

Field/Selection
Coupon Type
- Dollar Off

- Percent Off

Coupon #

Description

Start Date

End Date

Description

Indicates that the coupon will apply a
flat dollar discount to an order.

Indicates that the coupon will apply a
discount as a percentage of the sales
amount.

The coupon control number, if any.
(Can be up to eight digits.)

A description of the coupon. For
example, "$10 off Tune-up and Lube."
(Can be up to 50 characters.)

The date that the coupon will begin to
be in effect.

The date that the coupon will expire.



Tire Packages

Setup

Standard Descriptions
Standard Tables
Shop Data Setup

YWendor Setup
Technicians Setup

Beports/Printers
End of Day Reports

& Discounts

[==3

Brake Packages
Lube, O, & Filter Packages

Field/Selection

Parts Dollar/Percent Off

Labor Dollar/Percent Off

Description

This field is where you enter a parts
discount dollar amount or percentage
depending upon whether you
selected "Dollar Off" or "Percent Off"
for Coupon Type. A percentage
discount is entered as a whole
number, not as a decimal. For
example, a Parts Percent Off value of
10.00 equals 10% off all parts on the
order.

This field is where you enter a labor
discount dollar amount or percentage
depending upon whether you
selected "Dollar Off" or "Percent Off"
for Coupon Type. A percentage
discount is entered as a whole
number, not as a decimal. For
example, a Labor Percent Off value of
10.00 equals 10% off all labor
charges on the order.

Tire Packages are groupings of tires and additional parts and labor operations to create
packages of varying levels.

Setup for Tire Packages

Button Category

Package Description

Tires

Tire Only

Tires
Tires
Tires
Tires

Tire and Mounting only
Platinum

Ultra Platinum

Lifetime

[ |

Edt | Cancel [[ ok |

Setup for Tire Packages
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Manager comes equipped with sample packages for Tire Only, Tire and Mounting
only, Platinum, Ultra Platinum, and Lifetime packages. You can edit these packages
as desired.

UPGRADE NOTE: If you are upgrading from a previous software version of
Manager Plus/Manager you must run Import Jobs from the Utilities menu to get
the sample tire packages. Refer to “Import Jobs” in Chapter 4, “Utilities,” for
details.

To add or edit a Tire Package, select Tire Packages from the Setup menu and then
Add/Edit in the Tire Packages Edit dialog box.

Tires Package Edit x|

| Package IUIlla Platinum |

I Time I Description I Aty I Sale I Extended I Tech Hame I |
0.10 | Mount Tire 6.50 6.50 N/A
Road Hazard Warranty 1.00 20.00 20.00  N/A Roi
Lifetime Frontend Aligneme 1.00 100.00 100.00 MH/A Life
0.50 | Align Front End 32.50 3250 N/A
[ [ valve Stem [ 100] 0.30 0.30 [N/A 12
0.00 0.00
KN 2

@ Laborl |%Eartsl |«»Sulgle1| |Nmes| |EPLaa 0{?' Detail | Exit |

Tire Package Edit

The Repair Lines buttons at the bottom of the display allow you to add parts and labor
items to the package. These buttons, and their underlying functions, are the same as
used in adding Parts and Labor operations to Manager Orders. Refer to “Building
Repair Lines” in Chapter 6 for details.

NOTE: You do not add the actual tires to the package here. All that is added here
are labor items and accessories, e.g. Valve Stems. The tires are added when the
package is added to the order. Tire Packages are applied to orders via the
Promotions icon in the Order screen as described in Chapter 13, “Marketing.”



Brake Packages

Brake Packages are groupings of brake part and labor operations to create packages
of brakes and services of varying levels to offer to customers.

Setup

Standard Descriptions
Standard Tables

Shop Data Setup
Wendor Setup Setup for Brake Packages x|
Technicians Setup
Beparts/Printers Button Category Package Description =
End of Day Reports Front Disc Brakes SILVER
. Front Disc Brakes GOLD
R billaaris Front Disc Brakes PLATINUM
Lire Packages Front Drum Brakes SILYER
3 Front Drum Brakes GOLD
Lube, Oil, & Fiter Packages Front Drum Brakes PLATINUM
Frogram Secuiy Rear Disc Brakes SILYER
= N Rear Disc Brakes GOLD
Dlrmesite lepeaits Rear Disc Brakes PLATINUM
Special Maintenance L Rear Drum Brakes SILVER
Rear Drum Brakes GOLD
Rear Drum Brakes PLATINUM
H

Edt | Cancel [[ ok |

Setup for Brake Packages

To add or edit a Brake Package, select Brake Packages from the Setup menu and then
Add/Edit in the Packages Setup dialog box.

Front Disc Brakes Package Edit x|

| Package |[PLATINUM |

I Time I Description I Aty I Sale I Extended I Tech Hame I |
2.00 | Replace Front Brake Pads 130.00 130.00 MH/A
CARBON METALLIC BRAK 1.00 0.00 0.00 N/A KC
| | | | 0.00] 0.00] |
KN 2

@ Laborl |%Eartsl |«»Sulgle1| |Nmes| |EPLaa 0{?' Dietai | Exit |

Brakes Package Edit
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Manager comes equipped with sample packages for Silver, Gold, and Platinum in
combination with Front and Rear Drum and Disc brakes. You can edit these packages
as desired.

UPGRADE NOTE: If you are upgrading from a previous software version of
Manager Plus/Manager you must run Import Jobs from the Utilities menu to get
the sample brake packages. Refer to “Import Jobs” in Chapter 4, “Utilities,” for
details.

The Repair Lines buttons at the bottom of the display allow you to add parts and labor
items to the package. These buttons, and their underlying functions, are the same as
used in adding Parts and Labor operations to Manager Orders. Refer to “Building
Repair Lines” in Chapter Six for details.

Brake Packages are applied to orders via the Promotions icon in the Order screen as
described in Chapter 13, “Marketing.”

Lube, Oil, and Filter Packages

) LOF Packages are groupings of LOF fluids, parts, and labor operations to create pre-
Setup

Standard Descriptions made package S.
Standard Tables
Shop Data Setup

Vendor Setup
Technicians Setup Setup for LOF Packages 1

BReports/Printers

End of Day Reports Button Category I Package Description Iﬂ
IPeatmrzs b temits Standard Motor Oil 4QT5 Standard 0il Change
e Standard Motor Dil 4QTS Standard Oil Change W/0 Lube
bizkeleckone Standard Motor Oil 5QTS Standard Oil Change
i Standard Motor Oil 5QTS Standard Oil Change 'W/0 Lube
Program Security Standard Motor Oil
Niaanntie Renarts Premium Motor Oil 4QTS Premium Oil Change
Premium Motor Oil 4075 Premium Oil Change W/0 Lube
Premium Motor Oil 5QTS Permium Oil Change
Premium Motor Oil 5QTS Premium Oil Change W/0 Lube
Premium Motor Oil
Synthetic Motor Oil 4075 Synthetic Oil Change
Synthetic Motor Oil 4075 Synthetic Oil Change 'W/0 Lube
Synthetic Motor Oil 5QTS Synthetic Motor Oil Change LI

Calegoliesl Edit | Lancel | Ok I

Setup for LOF Packages
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To edit an LOF Package, select Lube, Oil & Filter Packages from the Setup menu, pick
the package and then Edit in the Packages Setup dialog box.

| Package |4IJTS Premium Oil Change |

I Time I Description I Aty I Sale I Extended I Tech Hame I |
0.38 | Change Motor Oil Lube Ch 2499 2499 N/A
OIL FILTER 1.00 0.00 0.00 N/A bl
Premium ENGINE OIL 4.00 2.50 10,00 N/A bt
[ [ [ [ 0.00 0.00
KV 2
@ Laborl |%Eartsl |«»Sulgle1| |Nmes| |EPLaa 0{?' Dietai | Exit |
LOF Package Edit

Manager comes equipped with sample packages for Standard, Premium, Synthetic,
and Blended motor oils in combination with four and five quart quantities and lube
service. You can edit these packages as needed.

UPGRADE NOTE: If you are upgrading from a previous software version of
Manager you must run Import Jobs from the Utilities menu to get the sample
brake packages. Refer to “Import Jobs” in Chapter 4, “Utilities,” for details.

The Repair Lines buttons at the bottom of the display allow you to add parts and labor
items to the package. These buttons, and their underlying functions, are the same as
used in adding Parts and Labor operations to Manager Orders. Refer to “Building
Repair Lines” in Chapter Six for details.

LOF Packages are applied to orders via the Promotions icon in the Order screen as
described in Chapter 13, “Marketing.”
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Program Security

The Program Security menu selection opens the Program Security Setup dialog box.
In this dialog box, a designated system administrator can administer user access to
sensitive program functions.

Program Security Setup E
Users Names
Add
Edit |
[Felete |
—Select Protected Areas
.Selecll Rights Description ;I
Change Protected Areas | Select All | Select Hone | Done |

Program Security Setup

Refer to Chapter 5, “Security” for complete details on program security.

Diagnostic Reports

Setup

End of Day Reparts 1

Standard Desciiptions
Standard T ablex
Shop Data Setup

Wendor Setup
Technicians Setup

BeportsPrinters

Packages & Discounts

Tire Packages

Brake Packages

Lube, Oil, & Filter Packages

Program Security

Diagnastic Feparts

Special Maintenance »
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The Diagnostic Reports menu selection opens the Diagnostic Reports dialog box. In
this dialog box you are able to enable logging of errors to a file on your computer's hard
drive. This error log can be examined by technical support personnel to determine
trends and troubleshoot problems.

To set up Error Logging:

Select Diagnostic Reports from the Setup menu.



The Diagnostic Reports dialog box displays.

Diagnostic Reports [ |

V¥ Verbose Error Messages
¥ Log To File
V¥ Log out-dated DLL versions

Log File Hame:

IC:\MilcheII\H epairt5 2Demo\mdb\Emror.Log

Lancel |

The dialog box should appear as shown above, with all selection boxes checked and
the default log file name already entered.

NOTE: It is recommended that you don't change the default settings.

The following settings are available:

Setting

Verbose Error
Message

Log to File

Log out-dated DLL
version

Log File Name

Description

This option tells the program to include the program
line number and other information in the error
logging file to be used for customer support
purposes.

Enables file logging.

This setting writes an entry into the error log file if an
out-dated Dynamic Link Library (DLL) file is
encountered when the program is started. This
information can be especially helpful to technical
support personnel in troubleshooting conflicts
caused by other software programs.

The full path and file name of the Log File. Normally
you will not need to change this location.

[Tt

2 Make any necessary changes. An “x” appears in the check box next to selected options.

3 Select OK to accept the options and close the dialog box.
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When you select Special Maintenance from the Setup menu, the Special Maintenance
submenu displays. This menu allows options for setting your starting invoice number,
resetting last used pointers, changing your grid line colors and removing history
records.

NOTE: You must be at the Home screen to access the Special Maintenance
submenu. To get to the front screen, select the In Progress icon from the Work In
Progress Screen (click the In Progress icon twice from any other screen) until the
Manager front screen image displays.

Set Starting Invoice The Set Starting Invoice command displays the Starting
Invoice Number dialog box in which you can enter a new starting invoice number.
Once you have entered this starting invoice number, your future invoices will number
sequentially from that number upwards.

NOTE: You should exercise care in choosing a starting invoice number. You can
increase the number later, but you can never decrease it.

To set a new Starting Invoice Number:

1  Select Special Maintenance from the Setup menu, then select Set Starting Invoice from

the submenu.

The Starting Invoice Number dialog box appears.

= Starting Invoice Number

The starting Invoice number should
only be zet one time. If needed. this
number can be increased. but can't be
set smaller. So choose this number
carefully.

Start at Invoice Number |2

Set Starting Invoice

2  Enter a new minimum invoice number. For example, if you enter 100, the next invoice

number will be 101.

3 Select OK to save the new number.

Your future invoices will number sequentially from that number upwards.



Reset Lastused Pointers Sclecting Reset Lastused Pointers from the Special
Maintenance submenu causes the system to reset all system pointers (Estimate #,
Repair Order #, etc.). This feature would normally only be used in the case of an import
to your database, a backup that was restored, or in the case of a corrupted database.

To reset Lastused Pointers:

Select Special Maintenance from the Setup menu, then select Reset Lastused
Pointers.

A warning box appears.

Select OK to reset the pointers.

Grid Line Colors The Grid Line Colors dialog box allows you to specify the colors
of line items as they appear in the Work-In-Progress grid and the Order (Estimate,
Quick Estimate, Repair Order, etc.) grids. You can also change the background color
of the Work-In-Progress screen and other screens that use grids.

Grid Line Colors is selected from the Special Maintenance submenu, which is a Setup
Menu selection.

To change a grid line color:

Select Special Maintenance from the Inventory menu.

The Special Maintenance submenu displays.

Select Grid Line Colors from the Special Maintenance submenu.

The Grid Line Colors dialog box displays. Each type of grid line item displays in its
current color.

Grid Line Colors E

Grid Line

WIP Grid. Estimate

WIP Grid. Repair/5pecial Order
WIP Grid. Invoice/Counter Sale
WIP Grid. Printed Invoice
Order Grid. Parts Line

Order Grid. Labor Line

Order Grid. Sublet Line

Order Grid. Notes Line

Grid Background:  ‘White 1+ Yellow

Change Line Color | Reszet Defaults | Lancel

Grid Line Colors
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(<2}

Click your mouse pointer on the grid line item for which you would like to change
color.

Select Change Line Color.

The text color of the selected grid line item changes automatically, displaying the new
color.

Continue clicking the Change Line Color button until the desired color is achieved.
Repeat steps 3-5 for as many grid line items as desired.

Select a different Grid Background color, if desired (choices are White or Yellow).
This changes the background color in the Work-In-Progress screen and other dialog
boxes that use grids.

Click OK to save your changes and close the dialog box.

Remove History Records The Remove History Records dialog box allows you to
permanently remove specified history records from your program database. Remove
History Records is selected from the Special Maintenance submenu, which is a Setup
menu selection.

To Remove History Records:

Select Remove History Records from the Special Maintenance submenu, which is a
Setup menu selection.

The Remove History Records submenu displays.

= Remove History Records

Remove history records prior to: | [FEFREE] E

R Cust Mehicles not serviced r

Create Log file of deleted records rC

Remove History Records

Type, or select from the pull-down calendar, the invoice date before which you want
to remove history records.

Select Remove Customer/Vehicles not serviced to permanently remove customer
and vehicle records for those customers who haven't had service since the history
record removal date.

Select Create Log file of deleted records if you want Manager to create a log file of
Customers/Vehicles that are deleted.



5 Select OK to begin the deletion process.

After several moments of processing, a dialog box informs you how many History
records (and customer and vehicle records, if applicable) will be deleted.

6 Select Yes to continue.

A message box informs you that the History record removal process is complete. You
are informed of the full file and path name of the History log file, if you selected the
Create Log file of deleted records option in step #4. You can access this text file by
opening it in any word processor.

7 Select OK.

The Remove History Records dialog box closes.

Posted Invoice Accounting Transfer This menu selection is reserved for a
future release of Manager.

Setup Automated Database Repair The Setup Automated Database Repair
selection allows you to specify a day of the week for compacting and repairing your
database. This feature, provided primarily for network users, is recommended to repair
potential damage to the database caused by multiple users writing to a shared database
on a regular basis.

To Setup Automated Database Repair:

1 From the Setup menu, choose Special Maintenance/Setup Automated Database
Repair.
The Automated Repair Options dialog box displays.

Automated Repair Options x|
Fepair Database Every, —————————
’]Tuesda}l j

Lancel |

Automated Repair Options

2  Pick a day of the week from the pull-down and click OK.

The first time the program is opened on the designated day of the week, the
Repair/Compact utility automatically runs.
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Summary

This chapter detailed the procedures necessary to set up information about your shop
and employees, standard descriptions, and rate tables that are essential for Manager
processing.
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Chapter 4
Utilities

Overview

Each order (Estimate, Repair Order, or Invoice) can be thought of as a collection of
information about your shop and its technicians, the customer, the vehicle, and a

Find Customer F3

;:i::;z:;*:m o calculation of the cost of the parts and labor elements of the repair. Although some of
Late Fee Assessment this information cannot be entered until the order is created, other information already
Pt resides in the database, from which it can be readily accessed. The more information
E:;zidpzzzges you have in your database the easier order preparation becomes. The program provides
Import Pakages the tools for you to efficiently maintain your database.

e sarean " The Utilities menu provides options for creating parts kits and canned jobs and

End of Day entering customers and vehicles into your database. The chapter also describes some

Year End Close

handy utilities accessed via this menu that can help you in expediting the order process.

Before You Begin

Before you can perform the activities described in this chapter, you must already have
the program installed and running on your computer. If you have not done so, go back
and follow the installation instructions in Chapter 2, “Getting Started.” You must also
have configured the lists, rates, and descriptions for your shop as described in Chapter
3, “Shop Setup.”

Your Manager Database

When you create an Order, you will need to know what parts to use and their cost, and
the amount of labor time that will be required. To accomplish this, you will need to
build a database of parts that your shop uses on a daily basis. You will want to have
Part Kits set up of parts that are frequently used in combination with one another. You
will want to have Canned Jobs set up of parts and labor operations required for
frequently performed jobs such as Alignments. You will want to set up Tire, Brake,
and LOF packages. You will want to have detailed information about your Customers
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and their Vehicles. Although the program allows you to enter this information while
creating the order, it is desirable to have as much information available, as possible,
before the customer arrives.

How Much Setup to Begin With?

It is highly recommended that you work through the setup instructions in the Putting
Manager to Work workbook that comes with Manager/Manager Plus before
attempting to use the program in a /ive shop environment. It is also recommended that
you take the time to enter as many of your current customers and their vehicles as
possible into your database.

How much advance setup and routine database maintenance you do is a management
decision of your shop. Although the program provides the tools, the quality of the
database is ultimately your responsibility.

The Utilities Menu
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Part Kits, Canned Jobs, and Customer and Vehicle information are all entered in dialog
boxes accessed from the Utilities menu. The following sections describe the
procedures for working in these database input dialog boxes. The Utilities menu also
offers options for quickly finding a customer or history record and Late Fees
Assessment.

Find Customer

The Find Customer utility allows you to quickly locate a customer record from
anywhere in the program. Using Find Customer, you can search the database for a
customer based upon phone number, license number, last name, or company name. In
fact, you can look up a customer based upon partial information such as the first couple
of letters of a last name or digits of a license plate number.

For example, you might make out the first couple of digits of a customer's license plate
as he drives into your shop. By selecting Find Customer and typing in the license plate
number, you can select a customer and vehicle for your order in seconds. The order will
be well underway by the time the customer gets to the counter (where she will be
pleasantly surprised to be greeted by name!).

To find a customer:

Select Find Customer from the Utilities menu.
OR

Press [F3].



The Find Customer dialog box appears.

Find Customer E

| From Find stait " Estimate (' Repair Order |

Phone No. I [Last four digits)

Last Name I

Company Hame I

¥ehicle License I
Yehicle Unit # I

¥IN Code I

Lancel |

Find Customer

Choose whether you want to start an Estimate or a Repair Order in the From Find
start control group.

Input known information. To conduct a search, you need to input one or more digits in
any field except for Phone No., in which you must input at least 3 digits. However, the
more information you enter, the higher the probability of an exact match.

Select Find to begin your search.
There are two possible outcomes to your search, you can:

® get an exact match, in which case the Customer Screen will display the customer
and vehicle information.

OR

® have more than one matching customer record. In this case, a secondary panel
allows you to choose from among the matching records.

Find History Record

The Find History Record dialog box allows you to quickly locate a history record from
anywhere in the program. Using the Find History Record command, you can quickly
search the Manager database for the history record for a given invoice based upon the
invoice number, or alternately, you can search the database for all history records for a
selected vehicle.
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The Find History Record dialog box is opened by selecting Find History Record from
the Utilities menu or by pressing [F4].

Find History Record E
[ ioce [N
Invoice # I
Invoice I D ate I Name I Amount I;I
Sort Order: & Invoice  Date Cancel ”w
Find History Record

Refer to Chapter 9, “History,” beginning on page 235 for complete details on working
in program history.

Batch Payments

The Batch Payments dialog box allows you to quickly apply a payment, or a set of
payments, to posted invoices. You also may delete late fees in this dialog box. You
would normally make batch payments to the posted invoices of a customer with an in-
house credit account (for example, a fleet customer).

® The dialog box is opened by selecting Batch Payment from the Utilities menu.
OR
® By pressing [F5] while in any screen.

Refer to “Batch Payments” on page 244 for comprehensive instructions on applying
batch payments to posted invoices.



Late Fee Assessment
Late Fee Assessment allows you to assess late fees to overdue accounts. Before you
can assess Late Fees, you must enable Late Fees in Late Fees Setup.

Important: It is essential for you to consult your local and state laws as they may
regulate your methods of charging late fees.

To Assess Late Fees:

1 Open the Late Fee Assessment dialog box by choosing Utilities/Late Fee Assessment
or choosing Late Fee Assessment from the End of Day Reports.

Late Fee Assessment E

Select overd to be d alate Caneniieiing

fee. Edit fee amount if required. Percent of Aged Bal: 10.0% (APR)

Apply Fee | Customer INo of Day:l Aged Bal. I Fee Bal. ILast A::e::edl Fee |"

X All Start Auto Glass [ s3 1] 8.35 | 0.00 | | 1.00
| Bigg Plumbing 67 33.63 0.00 1.00

x Carroll. Gwenn 113 1.193.57 0.00 9.81

X Chakos. Bill 92 17.309.09 0.00 20.00

X Chavez, Joan 109 51.37 0.00 1.00

| Clark. Skylar 0 19.29 0.00 1.00

x Costantino, Dave 13 7.20 0.00 1.00

[ Craig. Dale 121 21.22 0.00 0.00

x Deshane, Monique 52 32.63 0.00 1.00

| Dyson, Brian 78 2252 0.00 1.00

x ECKLES . SABRINA HOMER 96 585.12 0.00 4.81

® Fettinger, Allicia 73 39.95 0.00 1.00

X Fischer, Henry 76 36.46 0.00 1.00

| Formrest, Brent 83 11.92 0.00 1.00

x Franks. Debra 60 52 42 0.00 1.00

! Funk, Billy 118 58.26 0.00 1.00 +

Batch Payments Edit Fee I Un-Select All | Assess Fees Cancel

Late Fee Assessment

2 By default, all overdue accounts are selected for Late Fee Assessment. You may
remove a customer from the fee assessment list by de-selecting his check box. The
following options are available:

Option Description

Batch Payments Opens the Batch Payments dialog box for the selected
customer.

Edit Fee Allows you to change the amount of the fee for the
selected customer.

Un-Select All Click this button to clear the currently selected Apply Fee
boxes.

Assess Fees Once you have selected the customers for which you'd

like to apply fees, click this button to apply the fees.
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Option Description

Cancel Click this button to close the dialog box without applying
late fees.

Color Coding The Grid area of the Late Fee Assessment dialog box uses color-
coding to flag certain conditions.

® The line for any customer with a credit balance will be displayed in Green font.

® The line for any customer with more than 121-days overdue will be displayed in
Red font. The customer will also be exempted from late fee assessment although
you can override this by clicking on his Apply Fee check box.

® When any user-edit has been made to a late fee, the cell will be highlighted in Blue.

Exempting a Customer from Late Fees Late fees may be disabled for an
individual customer in the Customer Status dialog box.

Deleting a Late Fee You may delete a late fee in the Batch Payments dialog box.
Choose Batch Payments from the Utility menu, select a customer and then choose
Delete Fee. The fee is removed.

Spell Check

While working in any text entry box, pressing the [F2] function key initiates a spell
check of the words in the box.

To initiate a spell check:
1  With your cursor in any text entry box, press [F2].

The Word not Found in Dictionary dialog box displays for words not located in the
program dictionary.

‘Word Mot Found In Dictionary E

Suggestions | Mot Found: Iplacmenl
Suggestions | Replace With: Im

lgnore Ignore All

DOptions... |

Add To Custom |
Cancel Spellcheck
L Conce Spelcheck |

Replace | Replace All FPrompt Replace |

Spell Check

120 . Chapter 4



2  Use the available options to make any necessary corrections.

3 A dialog box informs you when the spelling check is complete.

Parts List

(Manager Users) The Parts List is where you enter and edit parts information and
where you search for and choose parts to be transferred to orders. (Manager Plus
Users) The Inventory List replaces the Parts List but the functionality is essentially the
same. Refer to Chapter 11, “Inventory,” beginning on page 257 for details on adding
and choosing parts in the Inventory List.

Part Kits

Part Kits save you time when entering data into orders by grouping together parts
which are frequently used in combination with one another (for example, the parts
which you would use for a brake job). The Part Kits dialog box is where you add part
kits in the Manager database.

To open the Part Kits dialog box:
® Select Part Kits from the Utilities menu.

The Part Kits dialog box displays.

Part Kits x|
-5 h Criteria:
Category I( All > j %
Kit No. | Search
Description I Clear |
—Sort By:
" Part Number ' Description
Humber Description ﬂ
BATRY Battery Kit
Cooll Cooling system maintenance kit
Test Parts Parts Kit Test
TRANSR&IS8BCAMARD R&l 0/H Transmission Assembly 88 Camaro
WATERPUMPI2CAVALI | R&R WATER PUMP 92 Chevrolet Cavalier 4Cyl.
WATERPUMPI1CAVALI | R&R WATER PUMP 91 Chevrolet Calavier
WATERPUMPI1CAMRY = R&R WATER PUMP 91 Toyota Camiy ¥6
WATERPUMPI192ACC0O | R&R WATER PUMP 91-92 Honda Accord
WATERPUMPI2CAMRY = R&R WATER PUMP 92 Toyota Camiy ¥6
WATERPUMPI1TAURU | R&R WATERPUMP 91 Ford Taurus ¥6 3.0L VIN U LI
Copy | Add | Edit | Delete| Done |
Parts Kits
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The Part Kits dialog box is designed to allow you to Add, Edit, or Remove a parts kit
from the database.
Adding a New Part Kit Parts Kits are added in the Add Kit dialog box.
To add a Part Kit:
1  Select the Add button.
The Add Kit dialog box appears with the cursor in the Kit # field.
2 Type in a unique Kit No. (up to 20 characters in length).

— Part Inf tion: Price Information:
Kit No: | ¥ Kit is Taxable Use bundled pricing? [
Description: I
Category: I <none> j
Acct Class: IPalls Revenue j
— Part List
Oty I Part # I Description IPmmpll;I

1 o

Total Cost | 0.00 | List | 0.00 |

add | Edii | Benove| Cancel | 0k |

Add Kit

Select/deselect that the kit is taxable.
Type in a Description for the kit.
Select a Category.

Select an Acct. Class.

N o g~ W

Select Use bundled pricing in the Price Information section of the screen, if desired.
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Add

Search

Bundled pricing means that the individual parts in the kit will be listed and priced on
the order at a single (bundled) price, rather than individually listing each price of the
components. If you choose to use bundled pricing, an entry box appears to allow you
to put in a List Price.

NOTE: If you choose not to use bundled pricing, the parts will be listed and priced
on the order as individual components.Enabling bundled pricing also disables the
“Prompt on Use” function.

8
9
10

11

12
13
14
15

Enter a bundled List Price, if necessary.

Select Add to add a part to your Part kit. The Inventory List dialog box appears.
Type, or select from a pull-down list, identifying information for the part (as known):
® (Category

® Part#

® Description

Select the Search icon.

The Inventory List displays the parts which match your request.

Highlight the part to add to the kit.

Select Transfer.

You are returned to the Add Kit dialog box. The new part is added to your kit list.
Repeat steps 10 through 14, as necessary to add additional parts to your kit.

To remove a part from your kit, highlight the part and select Remove.

Editing an Existing Parts Kit You may have a need to make a change to an

existing parts kit. As with adding a new kit, this is accomplished in the Part Kits dialog
box. This procedure details the steps for editing a parts kit.

To edit an existing part Kit:

Select Part Kits from the Utilities menu.

The Part Kits dialog box appears.

Type, or select from a pull-down list, identifying information for the kit (as known):
¢ Category

* Kit#

® Description

Select the Search icon.

The Kits List displays the kits which match your request.

Select the kit you wish to edit by clicking on it with your mouse pointer.
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5 Select Edit.

The Edit Kits dialog box appears with the information from the selected part number
displayed in the appropriate fields. The data fields are identical to those in the Add Kit
dialog box described earlier in the chapter.

6 Make any changes necessary.

7 Select OK.
Your edits are saved and you are returned to the Parts List dialog box.
Editing a Parts Kit Line Item Sometimes you will have a need to include a
quantity of more than one of an item in a kit, or prompt a user before including a

specific item with a kit. In these instances, you will work in the Edit Kit Line dialog
box.

To edit a Kit Line:
1 Inthe Add/Edit Kit dialog box, with the desired line item selected, click Edit.
The Edit Kit Line dialog box displays.

Edit Kit Line E
— Part
ph3657
Oil Filter - Fram
Conts [ 375]
Lit s

Quantity |1.l]l] Prompt On Use ¥

If the kit iz using Bundled Pricing. selecting ‘Prompt
On Use' will have no effect.

Lancel |

Edit Kit Line

2 Make desired edits and click OK. Two fields are available for editing:

Field Description

Quantity Quantity of the item to be included in the kit.
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Field

Prompt On Use

Description

Click this check box to enable a special dialog box
that prompts the user before including the part(s) on
an order. You might select Prompt On Use for parts
that are used sometimes, but not always, with the
kit.

Another use for this feature would be instances
where it is desirable that the user have options when
creating an order. For example, your shop might
carry several different types of oil filters. Rather than
set up individual parts kits for each type of filter, you
could set up one kit including each of the filters with
Prompt On Use selected. The user would then be
able to specify which filter to use when the order is
created as in the example below.

Optional Parts x|
 Parts Kit: LOF1 LUBE OIL Filter |
Aty I Part # I Description ISeIecl;I
1 | ph3657 | Oil Filter - Fram [
1 ph43 | Oil Filter - Fram -
1 ph8a | Oil Filter - Fram [l

Select optional parts for this kit.

Optional Parts on Order Example

This dialog box displays when the Kit is transferred to the Order. You can then specify

which type of oil filter (in the example given) to use for the Order.

Deleting a Part Kit As a general housekeeping function, you will want to regularly

delete part kits which are obsolete or for some reason unneeded.

To delete a part kit:

Select Part Kits from the Utilities menu.

The Part Kits dialog box appears.
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Type, or select from a pull-down list, identifying information for the part (as known):
¢ Category

* Kit#

® Description

Select the Search icon.

The Kits List displays the kit(s) which match your request.

Select the kit to delete by clicking on it with your mouse pointer.

Select Delete.

A dialog box asks you to confirm your deletion.

Select Yes.

The kit is removed from the database.

Canned Jobs

Canned jobs save you time in entering data into orders by grouping together parts and
labor operations which are frequently used in combination with one another (for
example, the parts and labor operations you would use to perform a tune-up). The
Canned Job List is where you create canned jobs.

To open the Canned Job List:

® Select Canned Jobs from the Utilities menu.



The Canned Job List displays.

Canned Job List
— Search Criteria:
Category |<none> j
Year [Al i S&h
Make [AN 7]
Model [All | ﬂl
oot [
Description I

Sort By:
|7 & Job Number " Description |
MNumber I Description ﬂ
BOK Service | 60,000 Mile Service
90K Service 90,000 Mile Service
A/C Rechl Recharge A/C [1 lbs.)
A/C Rech? Rechaige A/C [2 bs.)
Battery Service Install Mew B attery/Checkout System
Brakelnspect Brake Inspection [non-ABS)
Brakelnspect [4WD] Brake Inspection - Four-‘wheel Drive
BrakelnspectABS Brake Ingpection [non-ABS)
BrakesFront Front Brake Job - Labor Only
BrakesRear Front Brake Job - Labor Only LI
Hew | Edit | Copy | Delete | Done |
Canned Job List

The Canned Job List dialog box allows you to Add, Copy, Edit, or Delete a canned job
from the database.

NOTE: It is recommended to use parts from your Parts/Inventory List when

building Canned Jobs.That way, if the part information changes, all the Canned
Jobs using that part will be automatically updated, simplifying the update process.

Adding a New Canned Job

To add a Canned Job:
1 In the Canned Job List, select the Add button.
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The Canned Job dialog box appears with the cursor in the Number field.

Canned Jobs x|
Number |9l]K Service
o = = Part Kits Attached to this Canned Job
Description |9l],l]l]l] Mile Service
Category IMainlenance j
Year [All =l
Make [al =l
Model (Al A
ode I J Metal | Add | Hemove |
™ Include in Quick Menu
I Time I Description I Aty I Sale I Extended I Tech Hame I F
10.00 | 90,000 Mile Service 600.00 600.00 MN/A
Engine Oil - Castrol 10w40 5.00 4.80 24.00 N/A 10w
0il Filter - Fram 1.00 7.96 7.96 N/A ph8
Air Filter 1.00 19.34 19.34 N/A af2¢
0.00 0.00

Kl

@ Laborl |%Eartsl |Q’Suble1l |Nmes|

|§|Pg 0§| List Price|  Detail ||

a b WODN

Canned Job Dialog Box

Type in a unique Canned Job Number (up to 20 characters in length).
Type in a unique Description (up to 50 characters).

Select a Category for your Canned Job.

Select Vehicle Year, Make, and Model from the pull-down lists.

NOTE: You can select All for Year, Make, and/or Model, if desired. Doing so will
make the canned job available for all entries in that category. For example, if you
selected 1994 Acura and All for Models, your canned job would be associated

with all 1994 Acuras.

6 Click on Include in Quick Menu to include the Canned Job on the Quick Menu. Using
the Quick Menu, you can access up to ten Canned Jobs by right clicking on the last line

of an order.



7 Select Add in the Part Kits Attached to this Canned Job box if you want to add a Part
Kit to your canned job. Skip to step 10 if not.

Part Kits Attached to this Canned Job

Bemove I

Select Add button V4
to add Parts Kit to Canned Job

Select Add

Selecting Add opens the Part Kits dialog box. You are able to add an existing kit to
your canned job, or create a new parts kit.

8 To add an existing kit, set up kit search criteria (Category, Kit #, and Description) and
select Search.

Search

The results of your kit search are displayed.
9 Highlight the name of the kit you wish to add to your canned job.

10 Select Transfer.

The selected kit is transferred to your canned job.

NOTE: Refer to the section on Parts Kit earlier in the chapter for instructions on
adding a new part kit.

11 Add Labor, Parts, Sublet items, Notes, and Estimating items as necessary by selecting
the appropriate icons from the lower button bar.

12 Select Exit to close the Canned Jobs dialog box and return to the Canned Job List. Your
new canned job is added to the list.

NOTE: Use the Labor button (new labor item) or Detail button (existing item) to
set non-standard labor rates, technician pay hours, or fixed commission. Use the
List Price button to get a rollup (list price) for the job. Refer to Chapter 6, “Orders”
for specific instructions on adding Labor, Parts, Sublet Operations, and Notes to
orders. The procedures for adding these repair line items to Canned Jobs are
identical.

Copying an Existing Canned Job Rather than creating a canned job from
scratch, you can save time by copying an existing canned job and sitiitely changng
those data fields that are different. For example, a canned job for an oil chaage for a
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Ford Mustang might be identical to a canned job for an oil change for a Ford Probe.
Rather than enter both jobs twice, it would be less time-consuming to enter the job
once, copy it, and change the vehicle.

To copy an existing canned job:

Select Canned Jobs from the Utilities menu.

The Canned Job List dialog box appears.

Type, or select from a pull-down list, identifying information for the part (as known):
¢ Category

®* Year

®* Make

* Model

* Job#

® Description

Select the Search icon.

The Canned Job List displays the jobs which match your request.

Select the Canned Job you wish to edit by clicking on it with your mouse pointer.
Select Copy.

A dialog box asks you to enter a new job number.

Type in a unique job number (up to 20 digits).

Select OK.

The Canned Job List dialog box appears with the new canned job number added.

Edit the new canned job, as necessary. Refer to the Editing an Existing Canned Job
procedure in the following section for details.

Editing an Existing Canned Job You may need to make a change to an existing
canned job you have just copied, as explained above, or may need to change a canned
job for some other reason. This procedure details the steps for editing an existing
Canned Job.

To edit an existing canned job:

Select Canned Jobs from the Utilities menu to display the Canned Job List.

Type, or select from a pull-down list, identifying information for the part (as known):
® Category

®* Year

* Make



®* Model

* Job#

¢ Description

Select the Search icon. The Canned Job List displays the canned job(s) which match
your request.

Select the Canned Job you wish to edit by clicking on it with your mouse pointer.
Select Edit.

The Canned Jobs dialog box appears with the information from the selected job
displayed in the appropriate fields. The data fields are identical to those in the Canned
Jobs dialog box described earlier in this section.

NOTE: Refer to the Add Canned Jobs section for specific instructions on
completing the data fields in the Canned Jobs dialog box.

6

Make any changes necessary.
Select OK.
Your edits are saved and you are returned to the Canned Job List dialog box.

Deleting a Canned Job As a general housekeeping function, you will want to
regularly delete canned jobs which are obsolete or for some reason unneeded.

To delete a canned job:
Select Canned Job from the Utilities menu.
The Canned Job List dialog box appears.

Type, or select from a pull-down list, identifying information for the canned job (as
known):

® Category

®* Year

®* Make

®* Model

* Job#

® Description

Select the Search icon.

The Canned Job List displays the part(s) which match your request.

Select the canned job you wish to delete by clicking on it with your mouse pointer.
Select Delete.

A dialog box asks you to confirm your deletion.
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6 Select Yes.

The canned job is removed from the database.

Importing and Exporting Promotional Packages

Manager has the ability to export and import the packages available as Promotions.
These include the Tire, Brakes, and LOF packages, but do NOT include regular canned
jobs. Multiple location chains can use the feature to standardize a promotional price
structure. The feature can also be used to backup promotions information.

IMPORTANT UPGRADE NOTE: If you are upgrading from a previous version of
Manager, you must run the Import Jobs procedure to load the Tire, Brakes and
LOF packages that come with the system.

Exporting Promotions Packages are exported by selecting Export Packages from the
Utilities menu. This creates a file that contains all of the Promotions packages. The file
is placed in the Manager database directory.

The default location for this file is either
C:\MITCHELL 1\MANAGER\SERIES(x)\EXPORT \ or
C:\MITCHELL\REPAIR\SERIES(x)\EXPORT\. The file name is CANJOB.DAT.

Importing Importing of Promotions Packages is performed as described in the
following procedure. The import file (the file obtained from the export procedure) first
needs to be copied to the Import directory located beneath the Manager database
directory and then the jobs need to be imported into Manager via the Import Jobs
command from the Utility menu.

To import Promotions Packages:

1 Copy CANJOB.DAT to the Import directory (usually
C:\MITCHELL 1\MANAGER\SERIES(x)\IMPORT\) or
C:\MITCHELL\REPAIR\SERIES(x)\IMPORT\.

2  Select Import Packages from the Utilities menu.

You are asked to confirm your request.

ManagerPlus =

Thiz will overwrite tables in pour current databaze.
It iz strongly advized that you backup vour database before doing this import.

Continue?

Database Backed Up?
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It is highly recommended that you back up your database. If you did not backup your
database before starting this procedure, it is recommended that you cancel and do so.

NOTE: The import process is a complete replacement operation. When
importing, all the current Option Specific Promotions Packages that are marked
as imported are removed from the system.

3 Click Yes. The Promotions packages are overwritten with the new packages.

This procedure does not effect canned jobs created from the normal Canned Job screen.

Customer Screen
The Customer Screen allows you to add a customer to the database, delete a customer
from the database, or edit a customer's attributes.

NOTE: Normally, you will enter new customers into the database while you are in
the process of creating orders. Access the Customer screen via the Utilities menu
when you need to enter/edit groups of customers, in the same manner as when
you are entering your existing customers as part of your initial setup.

The Customer Screen works in conjunction with the Vehicle Screen so that when a
customer is added, you can switch to the Vehicle Screen to add vehicles to the customer
record. Similarly, when you edit an existing customer record, and switch to the Vehicle
Screen, the customer's vehicles display.

To open the Customer Screen:

® Select Customer Screen from the Utilities menu.
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The Customer Screen displays.

A ManagerPlus Eﬂﬁ‘gl

Flle Edt WYisw Setup Utliies Inventory Training Videos Help

— 2 = =]
¢ =] In tad 1
=0 = ® =z ¢ 2
wilp. | CuickEst| Start | Counter | Schedule| UserList| Reparts CRM Setup Heln
| Diez, Dito 1990 Toyota Celica GT [DITO D) Home: 909-976-5555 ‘
ehicle ] Order 1 Revision T History ] Invoice # 000475

Company || Customer Snapshot Payment Status

Name = Lifetime $ Spent 67.51 | | Cust# 343
T . Lifetime Invoi 1 | | Charged Bal. 0.00
Last_ First | Diez |Dito Invoice $ Avg 67.51 | | Credit Bal 0.00
Spouse [leanne Avg Yearly Visits 1.00 | | Sales YTD 67.51
- Last Visit Date  07/21/2005 | | Charge Status NA
Gaisgl123 Main Strcet I~ Mo Follow-up Credit Current
Zip. City. State [92562 |Murrieta jca Late Fees Apply

Home [909-976-5555 Telephone List s

Difice [858-_-

E-mail | Remarks | [Update Customer button password is: DEMO

Birthday 0516 MM/DD

Referred By: [Penny Saver b

License | ‘ear | Make | Model Recommendation |

DITO D 11990 | Toyota | Celica 6T [ 1 listed. |

Change Customer Tax Type | Market | Exit
Ready ManagerPlus Demo 5.7.0.24 DEFALULTUSER

Customer Screen

To add a new Customer:

In the Customer Screen, enter available customer information. The following sections
describe the various data entry fields and additional data entry options.

Press Enter to enter the customer information and switch to the Vehicle Screen where
you can enter vehicle(s) for the customer.

OR

® Select the Vehicle thumb-tab to switch to the Vehicle Screen where you can enter
one or more vehicles for the customer.

OR

¢ Select the Exit button (lower-right corner of your display) to exit to the Work in
Progress screen.

The following sections describe the various data entry fields and data entry options.

The Customer Screen features Thumb-Tabs which dynamically change your display
so that you can view or input different types of information; Buttons, which bring up
additional, related dialog boxes, and Editable Fields into which you can enter and edit
customer information. Finally, the Customer Screen contains status boxes in which you
can view Credit History and Vehicle Information.



Customer Screen Thumb Tabs The thumb-tabs in the Customer Screen act like
the tabs in a notebook. Selecting a tab causes your display to dynamically alter to
display different, but related information. For example, if you enter customer
information and then click on the Vehicle tab, you are taken to the Vehicle panel where
you can enter one or more vehicles for that customer. Click on the thumb-tab for
Customer, and you are returned to the Customer Screen with the vehicle(s) entered in
the vehicle box at the bottom of the display.

Thumb-Tab

Customer

Vehicle

History

Description

Opens the Customer Screen. This is the display in
which you enter/edit customer information.

Switches your display to the Vehicle view allowing
you to enter/edit Vehicle(s) associated with a
particular customer.

Switches your display to History, where you can
view historical information about the customer,
and/or his vehicles.

Customer Marketing Fields Just below the Administrative Data are fields for
Customer Retention Marketing (CRM) purposes.

E-mail |dan@pacleam.com

Remarks | [951-5460 WK.

Birthday [/ MM/DD Referred By: [Friend ~| [Referral Lookup |
Marketing Fields.
Field Description
E-mail Field for customer’s email address. Note: this field
must be filled if you plan to do email marketing.
Birthday Customer’s birthday.
Remarks Provides space to add free-form comments to the

Referred By

Referral Lookup

Referred by:

customer’s record
Select the referral source for the customer.

If "Friend" is selected as the referral source, the
Referral Lookup button displays, allowing you to pull
up the record of the referring customer.

Select the referral source for the customer.
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Customer Screen Buttons Buttons are available in the Customer Screen which
allow you to make additional selections or enter information into your customer
record. Each of these buttons is described in the following table.

Button Description

Company Brings up the Customer List with the Company
display selected. Clicking your mouse pointer on a
letter on the left side causes the screen to display
those companies whose names begin with that
letter. Highlighting the Company name and selecting
OK returns you to the Customer Screen, with the
Company name and vehicle(s) entered into the
appropriate fields.

Name Brings up the Customer List with the Customer
display selected. Clicking your mouse pointer on a
letter on the left side causes the screen to display
those customers whose names begin with that
letter. Highlighting the Customer name and
selecting OK returns you to the Customer Screen,
with the Customer's name and vehicle(s) entered
into the appropriate fields.

Display by

Forrest, Brent

Fettinger, Allicia & Customer
Fischer, Henry

Flores, Karl

Ford. Mark

Forrest. Brent

Franks, Debra

Freece. Yictoria

Frost. David [All Start Auto Glass)
Funk, Billy

" Company

Hew

LCancel

Company
[Last, First] Mi. Forrest, Brent
Addresz 1113 Simmons San Diego. CA 92361
Home 619-539-4956 Ext.
Dffice  619-436-7690 Eat.

Customer List
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Button

Remarks

Telephone

New

Tax

Type

Market

Description

Brings up a text entry box allowing you to add
remarks to the customer record.

Brings up the Telephone List, where you can select
which numbers appear on your Customer Screen
display.

Clears out any customer/vehicle information that is
displayed, allowing you to enter another customer.

Allows you to overwrite the shop default tax rate for
a particular customer.

Brings up the Customer Type List in which you can
change the shop defaults for parts discount and
labor rate. This is also the dialog box in which you
enter a Resale License Number for resellers.

Allows you to enter/access marketing information
about the customer. Refer to Chapter 13,
“Marketing,” for details.

Customer Screen Data Entry Fields The Customer Screen features a number of
fields in which you can enter, and edit, information. Each of these fields is described

below.
Field

Company

Name
Last, First
Spouse

Address, City, State,
Zip

Description
The name of the Company, if applicable.

A title (e.g. Mr., Ms., etc.) selected from a pull-down
list.

Fields for entry of the customer's last and first
names.

First name of the spouse.

Customer's address information.
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Customer Credit Status Box The Customer Credit Status Box in the upper-right
corner of the Customer screen provides information about the credit status and history

for the customer.

Customer Snapshot

Payment Status

Lifetime $ Spent 2477 44 Cust # b2
Lifetime Invoices b Charged Bal. 0.00
Invoice $ Avg 41291 Credit Bal. 0.00
Avg Yearly Visits 6.00 Sales YTD 2477 44
Last Visit Date  05/27/2005 Charge Status MNA
[~ Mo Follow-up Credit Current

Late Fees Apply

Update Customer

Customer Credit Status Box

The fields of the Customer Credit Status Box are defined below.

Field

Lifetime $ Spent
Lifetime Invoices
Invoice $ Avg.
Avg. Yearly Visits
Last Visit Date

No Follow up

Cust #

Charged Balance
Credit Balance
Sales (YTD)
Sales (Total)
Charge Status
Credit Status

Description

Total expenditures by customer.

The total number of invoices for the customer.
Average invoice value for the customer.

Average visits by customer per year.

The date of the last customer service at your facility.

Select this check box to exclude customer from
followup and CRM activity.

The Customer Number

Dollar amount owed on posted orders.

Some form of overpayment (a deposit, for example).
Year-to-date sales for the current customer.

Total sales for the current customer.

Indicates if the customer is approved to charge.

Indicates if the customer is current, or past due.



Field Description

Update Customer Opens the Update Customer dialog box, in which
you can update the customer's credit and charge
information. Access to this dialog box can be
password protected (highly recommended).
ShopKey only recommends updating customer
balance here if balance has been transferred from
another system. Use Payment functions for
maintaining customer balances.

Customer Vehicle Status Grid The Vehicle section in the lower part of the
Customer Screen provides information about the Customer's vehicle(s).

License | Year Make Model Recommendation

1DLC1 82 MERCEDES B | 3805EC

Customer Vehicle Status Grid

The rows of this grid provide status information about a Customer's vehicle(s). When
you enter a new customer, the grid is empty. As you add vehicles for the customer, the
rows of the grid are filled with vehicle information.

The fields of the Customer Vehicle Status grid are defined below.

Field Description

License Vehicle license number.

Year Vehicle year of manufacture.

Make Vehicle make.

Model Vehicle model.

Recommendation Service/repair recommendation entered during a

previous visit.

Vehicle Screen

Once you have finished adding a customer, you will normally want to add one or more
vehicle(s). You may also need to delete a vehicle from a customer record. These
activities are accomplished in the Vehicle screen.

Utilities 139



To open the Vehicle screen:

® Click your mouse pointer on the Vehicle thumb-tab from the Customer screen after
entering customer information. This associates the vehicle you are about to enter
with the customer you entered.

OR

¢ Select Vehicle Screen from the Utilities menu. This creates a new vehicle record to
which you can later associate a customer.

The Vehicle Screen displays.

A ManagerP lus

Fle Edt View Setup Ukiities Inventory Training Yidsos Help
= = =] (=] 3
= 5 = In
=8 = on || 9
wilP. | QuickEst| Start Caunter Schedule| LiserList | Reports WEE Setup Help
| Becker Jill 1985 Nissan Pickup [120-87Y]) Home: 619-481-6712 Office: 619-221-1224 ‘
Customer 1 ﬂﬁ_ Order ] Revision W History 1 Estimate # |NEW
License | ||120-92Y :i [Wehicle 1 of 1) Vehicle # 59
B Last Service Date  01/19/2000
Voar 7 Make [1985 <] [Nissan 5] Piev. Odometer 213960
Model [Pickup ~| Current Sub-Estimates
Body Style | =l Manufacturer Date [09/01/1985
Engine/Fuel | =] Inspection Date [11/19/2000
Sub-Model | Unit #
vin |
Recommendations
Date | Meed by I Description | Add ‘
Edit
Delete
VYehicle Detail | Tax ‘ New | Type ‘ Exit
Ready ManagerPlus SU 5.02.004 DEFALLTUSER

Vehicle Screen

Entering and deleting Vehicle(s)

To enter a new Vehicle:
1 In the Vehicle Screen, enter a license number.
2  Select Year, Make, and Model from the pull-down lists.

3  (Optional) Enter Sub/Model (for example, 4 Door, Conv., etc.) for extra identification,
if desired, and Unit # (an identifying number such as Cab #, Fleet #, etc.).
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4 (Optional) Type in, or select from the pull-down calendar, a Manufacturer Date. This
is the date of manufacture for the vehicle.

Manufacturer Date

07403794 :I

< July 1994 |3
Sun Mon Tue Wed Thr Fri Sat
1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
N

Pull-Down Calendar

5 (Optional) Type in, or select from the pull-down calendar, an Inspection Date. You can
use this field to enter the date that the vehicle is due for a regular inspection of some
sort (for example, a Smog Inspection).

6 Select Add in the Recommendations grid, if necessary, to add recommendations to the
customer/vehicle record.

Reco dations
Date | Need by | Description [ [ &ag |
[Detete |

Recommendations Grid

Utilities
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The Recommendations dialog box appears.

Date Recommended [10/16/2001 [ %] Followllp Date
Date Work Needed [10/16/2001 %]

Category |Engine Mechanical j Clear Followlp Date

Work Recommended

Standard Notes |

Replace timing belt at next service

Recommendations

7 Type in any recommendations to be viewed at the next customer visit. Select OK to
save and close the Recommendations dialog box.

— 8 Select the Vehicle Detail button to open the Vehicle Detail dialog box, if necessary.
Yehicle Detail . . . . . .
Open this dialog box if you wish to attach the engine type, brakes, drive type,
transmission type, and/or vehicle weight to the vehicle record.

Yehicle Detail El

License XYZ123

Vehicle 1995 Chevrolet. Blazer
VIN

Brakes I
Drive Type |

4

Transmission |

Gross Yehicle Wt |

Led Lo L]

Clear Catalog Data LCancel

Vehicle Detail

9 Type, or select from pull-down lists, required information. Select OK to close the
dialog box. Use the Clear Catalog Data button, to clear Vehicle information that has
been imported from a supported parts catalog.

10 Select the Tax button to change the tax rate from the default, if necessary.
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The Tax List appears

Tax List

¥ehicleis  Taxable

11 Select/Deselect tax rates by clicking your mouse pointer in the appropriate Apply

Material I Labor I Apply I
7.750% 0.000% [
0.000% 0.000% -
0.000% 0.000% -
0.000% 0.000% -
0.000% 0.000% -
0.000% 0.000% -
0.000% 0.000% -

Tax List

box(es). Select OK when tax changes are complete.

You have now completed entries to the vehicle screen.

12 Select Type if you want to choose a parts discount and shop labor rate for a vehicle.
By default, these rates are the rates selected for the customer in the Customer Type
List. Use the Vehicle Type List for instances in which you may have individual labor
rates or parts discounts for different vehicles for the same customer. (For example, you
might want to have special rates for an exotic or high-performance vehicle, etc.)

Yehicle Type List g
Partz Type | Dizcount | Select | Labor Type |Lahol Halel Select |

Normal 0z X Labor Rate $60.00 [X
Fleet Discount Rate 10% = Fleet Rate $55.00 [l
AARP Discount 5% = Electrical Work $70.00 [l
Govermnment Discount 8% - Computer Diagnostics $75.00 -
Family Discount 10% - If *¥ou Bought Parts $80.00 -
In-Laws -10% = If U Worked on It 1st $100.00 [l
Give Me a Discount -20% - European $75.00 -

0z soo0 [

0z soo0 [

0z soo0 [

¥ Use Customer Data

Vehicle Type List
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® To select a Parts Type/Discount: Click your mouse pointer in one of the boxes in
the Select field and click Ok. This will be the discount that will be applied to the
vehicle.

® To select a Labor Type/Rate: Click your mouse pointer in one of the boxes in the
Select field and click Ok. This will be the labor rate that will be applied to the
vehicle.

® To restore a Vehicle's rates to the Defaults: Click the Use Customer Data
checkbox at the bottom of the dialog box to restore the Customer Defaults for the
Vehicle.

13 Select Exit, or any other system function, to exit the Vehicle Screen. Your Vehicle

Screen input will be saved.
OR

Select any other menu item, icon, or thumb tab option to switch to a different program
function. Your vehicle input will be added to the customer record in the database.

To add additional vehicles to a customer record:
After you have finished inputting information for the current vehicle, select New.

A dialog box asks if you wish to clear the current customer.

= New Vehicle

9 Clear current customer also?
No I Cancell

Clear Customer?

Select No because you are adding additional vehicles to the same customer.
The Vehicle Screen is cleared.

Type in a unique License number and complete the remaining fields as detailed in the
previous procedure.

Select Exit, or any other system function, to exit the Vehicle Screen. Your Vehicle
Screen input will be saved.

OR

Select any other menu item, icon, or thumb tab option to change to a different panel.
Your vehicle input will be saved.



To delete a vehicle:

Ea 1 In the Vehicle Screen, with the vehicle you wish to delete selected, select Remove

Cul Clik¥ Vehicle from the Edit menu.

Copy CulC .

Pasts Ciiy A message asks that you confirm the deletion.

Delete Dl

[lean Eustamen

HeoE sl

Remowve this vehicle
Hemaye Ordes from the database?

Remove Vehicle?

2 Select Yes to permanently remove the vehicle from your database.

To change a vehicle’s ownership:

1 Inthe Vehicle Screen, with the vehicle you want to change ownership on selected, click
the Change Ownership button.

2 Pick a new customer from the Customer List.

You are prompted to confirm your action.

& Change ownership of this vehicle from Dawson to Diez?

Change Ownership?

3 Click Yes to assign the vehicle to a different owner.
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End Of Day Reports

End Of Day reporting allows you to designate reports to be printed when you exit
Manager at the end of the shift, end of the day or over any other desired time period
(e.g. weekly, monthly). The End Of Day selection from the Utilities menu initiates the
end of day reporting process.

NOTE: The reports to be included in the End Of Day report run are designated in
end of day report setup. Refer to Chapter 3, “Shop Setup” for details on report
setup and Chapter 10, “Reporting” for details on running End of Day Reports.

Summary

This chapter began with a description of program utilities followed by a discussion of
the steps required to create parts kits, and canned jobs. The screens and dialog boxes
in which customer and vehicle information are recorded were described as well. The
following chapter describes the procedures for setting up and administering the
program security function.
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Chapter 5
Security

Overview

The program offers password protected access to certain system functions. This
chapter describes the steps required to designate system functions as protected and
then the steps required to define user access to protected functions. The chapter
concludes with a description of how the user enters a password to access a protected
function.

How Manager Security Works

A single user, usually designated the system administrator, must define which system
functions should be protected and then define which users should have access to
protected functions.

Program security works via password protection. When you attempt to work in a
protected dialog box, or perform a protected function, the program requires that you
enter a password. If you correctly enter a valid password, you are allowed to continue.
If not, you are not allowed to perform that function.

What this means is that, unlike many other security-protected programs, you don't need
to log on when you start to work, or when you take over from another user at a work
station. The security system design eliminates the risk that one user will forget to log
out creating an opportunity for unauthorized users to access sensitive functions.

Setting Up Protected Functions

The program is shipped without security enabled. It is up to the designated system
administrator to determine which, if any, functions to protect and who in your shop
should be allowed to access protected functions.

Program Security is opened from the Setup menu.
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To open Program Security:
[setp| o

Standard Descriptions
Standard Tables . .
Shon DataSelup The Program Security Setup dialog box appears.

Wendar Setup
Technicians Setup

Select Program Security from the Setup menu.

Beports/Printers

. ErdofDeyRepots = Program Security Setup

Packages & Discounts
Tie Packages Users Names
Brake Packages

Lube. Oil, & Fiter Packagss

Diagnostic Reports
Special Maintenance 3

-Select Protected Areas

Selectl Rights Description I <

Change Protected Areas I | Select All || Seledﬂunel | Done I

Program Security Setup

The first step in creating password protection for your shop is setting up protected
areas.

To set up protected areas:

1 In the Program Security Setup dialog box, select Change Protected Areas.
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The Protected Areas dialog box appears.

= Protected Areas

-Master Password

-Select Areas to Protect

Selectl Rights Description I it
<Supervisor> Program Security

Batch Payment - Apply Credit

Batch Payment - Save

Canned Jobs - Add

Canned Jobs - Copy

Canned Jobs - Delete

Canned Jobs - Edit

Cash Accounts - Add

Cash Accounts - Delete

[ i e i Vi e |

| Cancel I

Protected Areas

The Protected Areas dialog box is comprised of three working areas. These areas are
described below.

Field Description

Master Password The password that is used by the designated system
administrator to access all areas of the system.

Select The check boxes determine which functional areas
a user will be able to access.

Rights Description A description of the dialog box, or system function,
to which protection can be applied.

2 Enter a Master Password.

This password will allow access to all areas of the system. If you are the person who
is responsible for managing the security of the system, you will want to be the only
person who knows the Master Password. If someone else will be responsible for
administration of security in your shop, that person should enter the Master Password.

NOTE: Write down your password and keep it in a safe place. If you forget your
password you will need to call technical support for a new master password.
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3 Select areas to be protected by clicking your mouse pointer in the box next to the
desired area in the “Select” area.
The protected areas that you choose is a management decision of your shop that should

reflect the need to control access to sensitive system functions such as customer
payments, tax rates, etc.

NOTE: You must choose <Supervisor> Program Security as a protected area to
prevent any system user from being able to change security access.

4  Choose Done when finished designating areas to be protected.

You are returned to the Program Security Setup dialog box. The dialog boxes and
system functions that you have designated to be protected now appear in the Select
Protected Areas of the dialog box.

-Select Protected Areas

Selectl Rights Description I it

<Supervisor> Program Security
Batch Payment - Apply Credit
Batch Payment - Save

Canned Jobs - Add

Canned Jobs - Copy

Canned Jobs - Delete

aammAan

Select Protected Areas Section

You are now ready to add users and to designate which protected functions each will
be allowed to access.

User Setup

150

Individual users are added, and deleted, and their access to protected system functions
are defined, in the Program Security Setup dialog box. These users are different than,
and should not be confused with, the users set up in the User List for Display
Preferences.

NOTE: Any time that you exit the Program Security Setup dialog box after
designating the <Supervisor> Program Security function as protected, you will
need to use your master password to get back into Program Security Setup.

To enter Program Security after it has been protected:

1 Select Program Security from the Setup menu.
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The Password Validation dialog box requires that you enter a password.

= Password Validation

This action requires a password to continue.

Enter your password and select Ok.

Password I Ok

Validate Password

Enter the master password that you designated when you set up the protected areas

(refer to previous section, if necessary).
Select OK.
The Program Security Setup dialog box appears.

Users Names

= Program Security Setup

-Select Protected Areas

Selectl Rights Description

[T | <Supervisor> Program Security

[T Batch Payment - Apply Credit

[T | Batch Payment - Save System Functions

[T | Canned Jobs - Add Designated for

- Canned Jobs - Copy Password Protection
[T Canned Jobs - Delete E ‘
Change Protected Areas I | Select All I | Select None I | Done I

Program Security Setup

The system functions that have been designated as protected display in the Select

Protected Areas portion of the dialog box.

Security
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Adding Users

Once you have defined the areas of the system that you would like to password protect,
the next step is to add users and provide them with passwords.

To add a user:

1 In the Program Security Setup dialog box, select Add.
The Add Password dialog box appears.

= Add Password

User Name I

Password I

| Cancel I | Ok I

Add Password

2 Enter a user name (up to 30 characters).

3 Enter a password (up to 8 characters).

NOTE: Make sure to record all passwords so that they can be provided to the
users.

4 Select OK.
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You are returned to the Program Security Setup dialog box with the name of the newly
entered user displayed in the Users Name portion of the display. Repeat the above steps
as many times as necessary until all users have been added to the Users Names list.

= Program Security Setup

Users Names

e .
= Designated Users
Margie

Rich

-Select Protected Areas

Selectl Rights Description I it
<Supervisor> Program Security

Batch Payment - Apply Credit

Batch Payment - Save

Canned Jobs - Add

Canned Jobs - Copy

Canned Jobs - Delete

aammAan

Change Protected Areas I | Select All || Seledﬂunel | Done I

Users’ Names

Defining User Access

Once all users are added, the next step is to define which of the protected functions
each user will be allowed to access. Over time, you may need to edit a user's name
and/or password, or delete a user from the program security system.

Setting up Users Security access for each system user must be individually
defined.

To define user security access:
Click your mouse pointer on the name of the user.
The user's name is highlighted.

Click your mouse pointer on the box beside the name of each protected area that you
wish the user to be able to access. An “x” in the box appears indicating that it has been
selected.

You can also use the Select All button to select all protected functions for a given user
or the Select None button to clear all selections and start over.

Use the scrollbar on the right-hand side of the Rights Description box to view
additional protected areas, as necessary.
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3 Repeat steps 1 and 2 above to define security for additional users until password
protection for all system users has been defined.

4 Select Done when finished.

Editing a User's Name/Password

Periodically, as a security precaution, you will want to change user passwords. You
may also have a need to change a user's name. The Edit command in the Program
Security Setup dialog box is where you change user's passwords.

To edit a user's name and/or password:
1 In the Program Security Setup dialog box, select Edit.
The Edit Password dialog box displays.

Edit Password E

User Name HIJN LOUNSBURY)
Password IRPM

Lancel |

Edit Password

2 Overtype the User Name and/or Password as desired.

3 Select OK to save and return to the Program Security dialog box.

Deleting a User
Once a user no longer requires access to the system, you will want to remove his
security access.

To remove a user's security access:

1 In the Program Security Setup dialog box select Delete.
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A dialog box asks that you confirm your deletion.

& Delete ROM LOUNSBURY from list?

Confirm Delete

2 Select Yes.

The user is removed from the Users Name list. That user will no longer be able to
access any of the protected system functions.

Accessing Protected Functions

1

This section describes the steps required for users to access protected functions.
Program security works via password protection. When you attempt to work in a
protected dialog box, or perform a protected function, the program requires that you
enter a password. If you correctly provide a valid password, you are allowed to
continue. If not, you are not allowed to perform that function.

Program Security works differently for some functions than it does for others.
Sometimes protection is enabled when you try to enter a certain screen or dialog box;
at other times, you are able to get into the screen or dialog box, but are not able to use
a designated function or are not able to save once you have finished. In any case, the
procedure for supplying your password to the system to gain access to a protected
function is the same.

When you attempt to perform the protected activity, the Password Validation dialog
box displays.

= Password Validation

This action requires a password to continue.

Enter your password and select Ok.

Password I Ok

Validate Password

To access a protected function:

Enter your password.
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2 Select OK.

You are allowed to continue.

Summary

This chapter described the steps required to set up and administer the password
protection feature of the program. It concluded with a discussion of user access to
protected system functions.
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Chapter 6
Orders

Overview

This chapter details the steps you will follow to create Quick Estimates, Counter Sales,
Estimates, Repair Orders, and Invoices. The chapter concludes with a discussion of the
Work In Progress (W.I.P.) screen.

Before You Begin

Before you can perform the activities described in this chapter, you must already have
the program installed and running on your computer. If you have not already done so,
complete the installation instructions in Chapter 2, “Getting Started.” You must also
have configured the lists, rates, and descriptions for your shop as described in Chapter
3, “Shop Setup.”

Order Lifecycle

An order typically starts out as an estimate of the cost of parts and labor to perform a
repair or vehicle maintenance service. You can choose to start from a Quick Estimate,
a bare-bones quote, or you can create a regular Estimate. If the customer agrees to the
Estimate, it is converted to a Repair Order, and printed for the customer to sign as
acceptance of the work to be performed. Once the work is completed, the order is
converted to an Invoice—a request for payment.

As estimates, repair orders, and invoices use exactly the same data, and look the same
in the program, they are generically referred to as “orders” throughout this chapter. The
terms estimate, repair order, and invoice actually are more indicative of order status
than order type. In fact, it is not necessary to begin with an estimate; you can start with
a repair order, or even an invoice.
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For example, a regular customer might drive his car into your shop for his bi-monthly
oil change. He doesn't need an estimate—he knows how much it is going to cost. You
don't need a repair order—you know he's not going to dispute the charges. So you do
the work and create an invoice when you're done. The program offers the flexibility to
adapt to your needs.

This chapter, however, is structured to follow the more conventional scenario of
estimate leading to repair order leading to invoice.

Quick Estimate

The Quick Estimate panel allows you to create a quick quote using a bare minimum of
information. This screen is particularly useful in situations where you may not get the
sale, for example, a phone call from a customer who is calling several shops for the
lowest price on a job. In this case, you would create a quick estimate so that you can
quickly quote a price. If the customer decides to accept the job, the quick estimate can
be easily converted into a regular estimate.

To create a Quick Estimate:

Select Quick Estimate from the toolbar.
OR

Select Quick Estimate from the View menu.



The Quick Estimate Panel displays.

At ManagerPlus

File Edit Wiew Setup Utlities Inwentory Training Videos Help

5.

=] ~ e H
=e B = m| 9| 7
WP, | QuickEst| Stad | Counter | Schedule| LiserList| Reports WEE Setup Help

| Becker, Jill 1985 Missan Pickup [120-92Y) Home: 619-481-6712 Office: 619-221-1224 ‘

Customer Wmﬁ_ Order ] Revision 1 History 1 Estimate # |NEW
License il [Vehicle 1 of 1) Vehicle # 59

- Last Service Date  01/19/2000
1985 ~ N -
Year / Make | | [Nissan = Prev. Ddometer 213960
Model ‘Pickllp j Current Sub-Estimates [
Body Style | = Manutacturer Date [09/01/1985 |2
Engine/Fuel ‘ j Inspection Date |11419/2000 E
Sub-Model | Unit # |
VIN |
Recommendations
Date | Need by Descnplion | Add |

Edit
Delete

Yehicle Delail| Tax | New | Type | E xit

Ready ManagerPlus 51 5.02,004 DEFALLTUSER,

Quick Estimate - Select Vehicle

2 Select a Service Writer from the pull-down menu in the Written By field.
3 Select a Year, Make, and Model.

4  Add repair lines using the dialog boxes accessed via the Repair Line buttons.

NOTE: The tools accessed via the Repair Line Buttons are discussed in detail
later in the chapter.
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5  Check the profit margin on your Quick Estimate, if desired, by selecting the Check
Profit button. The Profit Wizard displays.

Check Profit E
:
Profit
Sale $ Cost $ Profit$ =
Labor 228.00 0.00 228.00 1003
Sublet 0.00 0.00 0.00 0%
Parts  1415.75 993.34 422 41 30%
Misc. 164.38
Overhead 82.19

Totals  1643.75 1239.91 403.84 25%

Partz Cozt

Check Profit

The Profit Wizard provides you with a graphical representation of your profit margin
on the estimate in the form of a pie chart and a summary of the profit detail in the form
of the Summary Detail matrix. The cost elements of the profitability calculation
displayed in the Profit Wizard are described below:

Cost Element Description

Labor Cost The estimated cost of labor as a percentage of the
order total.

Sublet Cost The estimated cost of sublet operations as a
percentage of the order total.

Parts Cost The estimated cost of parts as a percentage of the
order total.

Misc. Miscellaneous Overhead is a fixed percentage of
order total.

Overhead Overhead is a fixed percentage of order total.

NOTE: Labor and Parts markups and overhead percentages are applied in the
MarkUp selection in the Shop Data Setup submenu in the Setup menu.
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6 Select Convert to Estimate to convert your quick estimate into a regular estimate.
You are taken to the Customer Screen.

OR

®  Select Cancel to cancel your quick estimate. You are returned to the Work in Progress
screen.

OR

¢ Select Parts Ordering to conduct a price check on the parts or place an order.
OR

®  Select Exit to save your quick estimate and return to the Work in Progress screen. The
unnamed quick estimate appears in the W.I.P. screen as displayed below.

Type|Numbe Customer License Vehicle Sched Promised RO Frn
12:30PM 04f1 | 12-30PM 04710}

ES | 01103 - 12:30PM 04/2 | 12:30PM 04424} | No
ES | 01102 - 12:30PM 0472 | 12:30PM 0424} | No
CS | 00059 ADAMS. BARBARA Z2BWC 1993 Acura - Legend 04:00PM 12/3 | 02:26PM 03/21}  No
CS | 00062 ADAMS, BARDARA 20WC 1993 Acura - Legend 04:00PM 12/3 | 03:22PM 03/21/ MNo
INV | 00053 ALGER BETTY | AMR | 1994 Cadillac - Eldoradno 12:30PM 031  12:30PM 03/15/  No
INV | 01088 LANTIER, CARLA  1MDW 85 MERCEDES B - 3805L 12:30PM 0470  12:30PM 04/04; Mo
RO | DO0GY LARSON. KAREN  2NIKA% 86 TOYOTA - Celica 12:30PM 031  12-30PM 03/16/ Yes
ES | 01086 | LARSON, KAREN | 2MIKAB | 86 TOYOTA - Celica 12:30PM 0470 | 12:30PM 04407} | No
INY | DD0G6 | eFevre, Clyde 12:30PM 031  12-30PM 04/16/ No
RO | 01089 LeFevre. Clyde MYLIC Quick Estimates s | 12:30PM 0472 12:30PM 04/21} Yes
ES | 01118 | QuickEst Customer in Work in Progress grid. } 09:31AM 0570 | 09:31AM 05709/  No
ES | 01107 | QuickEst Customer 04:14PM 04/2 | 04:17PM 04/24} | No
ES | 01116 | QuickEst Customer 1994 Audi - 100 01:11PM 05/0 | 01:11PM 05408/ | No
ES | 01093 [ RAISBECK. SEAN |AAA | 1992 Chevrolet - Camaro 12:30PM 04/1 | 12:30PM 04§13/ | No
ES | 01091 [RAU, SHERRY 2vJU2 | 1991 Toyota - Celica 12:30PM 0471 | 12:30PM 04411} | No
ES | 01101 [ THOMAS, BILL 502LM | 67 MERCEDES B - 23051 12:30PM 04f1 | 12:30PM 04413/ | No
INV | 01090 THOMAS. BILL 502LM | 67 MERCEDES B - 230SL 12:30PM 04/2 | 12:30PM 04/26/  No

Quick Estimates in W. I. P. Grid

Selecting a quick estimate from the Work in Progress screen converts it into a regular
estimate.

Estimates, Repair Orders, and Invoices

As described earlier in the chapter, the order generation process normally begins with
an Estimate—a customer request for a quote of the cost and time required to make a
repair, or provide a maintenance service. If the customer agrees to the estimate, it is
converted to a Repair Order, and printed for the customer to sign. This is considered
to be an agreement to the terms of the work to be performed. Once the work is
completed, the order is converted to an Inveice—a request for payment.

The dialog boxes used to complete an estimate, repair order, or an invoice are
essentially the same. Rather than representing different fypes of orders, the terms
estimate, repair order, and invoice are more indicative of order status—the stages that
an order progresses through as it moves through the system. This section will therefore
begin with a discussion of the Panels used in creating the order and then conclude with
a discussion of the process of converting an estimate to a repair order to an invoice.
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Start

Wwork In Progress

Luick Estimate
Estimate
Bepair Order
Invoice
LCounter Sale
Special Order

Schedule
User List
Feports

v Toolbar
v Statuz Bar

Chapter 6

Order Entry Panels
Selecting the Estimate, Repair Order, or Invoice icons from the button bar, or selecting
any of these functions from the View menu, brings up the Order Entry Panels.

Estimate  Repair  Invoice

Alternatively, if you are working in the One Start toolbar mode, you can choose the
Start icon to begin the order.

To begin an order:

¢ Select the Estimate, Repair Order, or Invoice icon from the button bar.
OR

¢ Select the Start icon if operating in the One Start toolbar mode.

The Customer Screen, the first of the Order Entry panels displays.

A Managern
File Edt Wew Setup Ubilities TrainingVideos Help
= — = a3 L
= ,—
=2 = M| ?
wilp. | QuickEst| Start Counter | Schedule | LlserList | Reports WEE Setup Help
‘ Craig, Dale  Home: 619 - Office: 619-__- |
m Vehicle | Order | Rewvision | History | Estimate # [NEW
Company | | Cust i 52 Customer Status
I~ Mo Follow Up
Hame | [mr. - Charged Balance .22
Last, First [Craig [Dale Liedt S0
S | Sales YTD 199.20
Sales Total 199.20
Address |
oo Charge Stat NA
Zip, City. State [92131 [San Diego [ca EEPSAT
Ciedit--- Over 90
_ Remarks || Late Fees-— Apply
Home |619___-_ Telephone List { lipdate Customer
Office [B19-__-
Email |
License | Year | Make | Model | [ i |
[ 1992 | Chiysler | New Yorker Fifth Avenue | Nane |
Change Customer|  Tax | Type | Market | Exit
Ready Manager Dema 5.6.5 DEFAULTUSER
Order Entry Panels



There are five Order Entry panels. Selecting any of the tabs at the top of the Order
Entry display causes a new panel, with related information, to come to the forefront of
the display.

¥ehicle Order Bevision History

Thumb Tabs

The five panels are:

Panel Name Function

Customer Enter information about the customer, or if a
business, about the company.

Vehicle Add, change, or delete vehicles from the customer
record.
Order Create parts and labor repair lines for the order and

perform other tasks (print order, convert order
status, check profit, etc.).

Revision Prepare up to nine individual estimates for
additional work which can be selectively applied to
the order.

History View order history for the current vehicle or for all of

a customer's vehicles.
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Customer Panel

The Customer panel is where you enter customer information into the order. You can
select a current customer from the Customer List, or you can add a new customer to

the order and at the same time add that customer to the Customer List.

B Manager
File Edit View Sstup Utiities TrainingVideos Help
ot 5 = i o N
4 5 = In
& | =2 = oy || 2
wilP. | Quick Est Start Counter Schedule| LlserList | Reports WEE Setup Help
| Craig. Dale  Home: 619__- Office: 619 ‘
Vehicle | Order | Revision | History | Estimate # [NEw
Company | | Cust# 52 Customer Status
I~ No Follow Up
Name | [Mr. - Charged Balance 21.22
Last, First [Craig [Dale Lt 4:00
o Sales YTD 199.20
Sales Total 199.20
Address |
e Charge Stat NA
Zip, City, State [82131 [San Diego cA e
T Credit— Dver 90
_Remarks | | Late Fees— Apaly
Home [619-__- Telephone List
Office [619—__-
Email |
License | Year | Make | Model | I |
| 1993 | Chuysler | Mew Yorker Fifth Avenue | Mone |
Change Cuslumer| Tax | Type ‘ Market ‘ Exit
Ready Manager Demo 5.6.5 DEFAULTUSER
Customer Panel

This is the panel that will be displayed first when you create a new Estimate, Repair
Order, or Invoice.

To select an existing customer:

In the Customer panel, select Name to select a customer, or Company to select a
business customer.



The Customer List displays.

Dizplay by

G Baker, Mark [Writes Auto]
Becker. Jill

B
G Bell. Lomie
C |l Beronja. Gery

E Beronja. Gerny

U |l Bertrand. Stephen
Beryy. Gabriella

— | Bezdorodova. lrena
Blacklege. Glen
Blake. Trevor
Bloominthal. Jeff
Bollig. John
Brannon, Adam

& Customer

"' Company

Brigham, Linc

Lancel

et |

Company
[Last. First]
Address

Customer List

NOTE: You can toggle the list between Customer and Company by selecting the
appropriate button in the Display by box.

2  Click your mouse pointer on the tab with the first letter of the desired name along the
left side of the list.

3 Highlight the appropriate Customer/Company name.
4 Select OK.

You are returned to the Customer panel with the Customer/Company information
transferred to your order.

5 Add any additional information to the customer record.

NOTE: Chapter 4, “Utilities” contains detailed instructions on available options
and on completing the fields of the Customer panel.
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6 If the customer has more than one vehicle, highlight the desired vehicle in the Vehicle
Selection box.

License | Year Make Model Recommendation

||
IAMRCH | 1994 | Cadillac Eldorado 3 listed.
444 666 1994 BMW 325i None
1994 BMW 318i None 4]

Vehicle Selection Box

7  Select Next to continue the order at the Vehicle panel.
OR

Select Exit. A dialog box asks if you would like to save Customer Information. Choose
Yes to save.

To create a new customer:

1 Complete the data fields in the Customer Screen.

NOTE: Chapter 4, “Utilities” contains detailed instructions on available options
and on completing the fields of the Customer panel.

2 Select Next to add the customer to the order and to the customer database. You are
taken to the Vehicle screen.

The next time the customer visits your shop, you can pull his name from the Customer
List.

To delete an existing customer:

1 In the Customer Panel, select the Name button to bring up the Customer List, or the
E Company button to bring up the Customer List with companies listed.

Cut CHi . .
Ex me | 2 Select the customer/company you wish to remove from the list.
Paste Chl

Delete Del 3 Select OK

Clear Customer

You are returned to the Customer panel with information from the selected
P customer/company entered in the appropriate fields.

Femaye [rder 4

Remove Customes

Select Remove Customer from the Edit menu.

You are asked to confirm your deletion.

5 Select Yes to remove the Customer from the database.
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Customer Status The Customer Status area of the Customer Panel displays
payment and credit status for the selected customer. Choose the Update Customer
button to open the Update Customer Status dialog box.

Note: By Default, the Update Customer Status dialog box is password protected.
Refer to Chapter 5 Security for details on working with password protection.

Update Customer, Status g|
Current Invoice Balance 21.22
Current Late Fee 0.00

Total Customer Balance Due 21.22

— Exempt from [~ Charge Status

Current On Account 0.00

Credit Balance 0.00
Sales YTD 199.20
Sales Total 199.20

Late Fees

LCancel

Customer Status

The dialog box contains the following fields:

Field

Charged Balance
Sales YTD

Sales Total

Exempt from Late Fees

Charge Status

Description

The unpaid balance of customer charges.
Sales for the current year.

Total (cumulative) recorded sales for the customer.

Check this box to exempt the customer from late fee
assessment.

Flags customer as eligible/ineligible for credit privileges.
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Note: Access to the Update Customer Status dialog box can be password
protected. Because of the sensitive nature of the data that can be modified in this
dialog box, it is highly recommended that access to this dialog box be limited to
authorized personnel only. Refer to Chapter 5, Program Security for details.

Vehicle Panel

Once you have either added a new customer, or selected a current customer, you will
work in the Vehicle screen. If you have just added a new customer, you will need to
add a vehicle(s) to the customer record. Procedures for entering vehicle information,
along with a description of fields, are provided in Chapter 4, “Utilities.”

M- ManagerPlus
File Edit View Setup Utiities Inventory Training Yideos Help

1.

= = = o] -
Q| =0 = m w2
WP, |QuickEst| Start | Counfer | Schedule| LlserList | Reports WEE Setup Help

| Dahl. Charlie 1987 Topota Land Cruizer (BIGRED) Home: 619-592-0559 Office: 619-578-6550 x 6359 |

Customer ] mﬁu Order 1 Revision ] History 1 Estimate §# |NEw
License | |BII3RED i} [Vehicle 1 of 2) Vehicle #f 545

Last Service Date 117125200

1987 Topok
Year / Make ‘ j | opota j Piev. Ddometer 92756
Model ‘Land Cruiser j Current Sub-Estimates 2
Body Style ‘ j Manufacturer Date | 10/10/1997 E
Engine/Fuel | B-cylinder [ | Inspection Date [10/10/2001 [&]]
Sub-Model Unit # |
VIN |
Recommendations
Date | Meed by | Description | Add
10/28/2001 | 1072872001 | Needs al - waiting for call back | Edit

10/21/2001 1172472001  Meeds clutch (slipping slightly] within 1000 miles - Watch Temperature Gaugel!!

Delete

Yehicle Delail| Tax | Mew | Type ‘ Exit

Ready ManagerPlus 51 5.02.004 DEFALILTUSER

Vehicle Panel



The following options are available in the Vehicle panel.

Option Description

Add Opens the Recommendations dialog box, allowing
you to add a recommendation to the customer
record.

Edit Opens the Recommendations dialog box, allowing
you to edit an existing recommendation.

Delete Removes a recommendation.

Vehicle Detail Opens the Vehicle Detail dialog box, in which you

can add, or edit, the Brakes, Drive Type,
Transmission, and Gross Vehicle Wt. information.

Tax Opens the Tax List, in which you select the tax
rate(s) to apply to the order.

New Clears the vehicle information from the screen. A
second dialog box asks if you wish to clear the
current customer also.

Next Closes the Vehicle panel and switches you to the
Order panel.
Exit Closes the Vehicle panel, returning you to the Work

In Progress grid.

Recommendations The Recommendations dialog box allows you to add reminder
text to the vehicle record. This information will be displayed in the Vehicle screen as
a reminder of repairs, or maintenance activity, that have been noted, but not yet
performed.

To open the Recommendations dialog box:

® Select Add, in the Vehicle screen, to add a new recommendation.
OR

¢ Select Edit in the Vehicle screen to edit an existing recommendation.
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The Recommendations dialog box appears.

Recommendations E‘
Date Recommended [10716/2001 [*]  Fopowtp Date
Date Work Needed [10/16/2001
Category |Engine Mechanical j Clear Followllp Date
Work Recommended
Standard Motes | j
Replace timing belt at next service

Recommendations

The Recommendations dialog box contains the following fields:

Field

Date Recommended
Date Work Needed

Category
Standard Notes

170 . Chapter 6

Description

The date that the repair was recommended to the
customer.

The date that the repair work should be performed
by.

The Category of the selected repair

Attach a Standard Note to the Recommendation.



Order Panel

Once customer and vehicle information has been entered, it is time to create the order.
The Order panel is where the parts and labor repair lines, the heart of the order, are
created.

M+ ManagerPlus

File Edt Wiew Setup Utiities Inventory Training Yideos Help

=

WP, Start Schedule| Llger List

Repots

WEE

M
‘ Dahl. Charlie 1987 Toyota Land Cruiser [BIGRED) Home: 619-592-0559 Office: 619-578-6550 x 6359 |

Customer Wmﬁu Order W Revision ] History 1 Estimate #f |NEwW
e 2] vehicle 10t 2) Vehicle # 545

7 — -
Click Est Counter Setup Help

a’-’\ ’d

Last Service Date  11/12/2001
Year / Make ‘153? j |Toyola j Prev. Odometer 92756
Model ‘Land Cruiser j Cumrent Sub-Estimates 2
Body Style | =l Manufacturer Date | 10/10/1997
Engine/Fuel ‘E-c_vlindel j Inspection Date |10/10/2001
Sub-Model Unit # |
VIN |
Recommendations
Date | Need by | Description ‘ Add
10/28/2001_| 1072872001 _| Heeds al - waiting for call back | Edit

1072172000 | 1172472001 | Meeds clutch [slipping slightly) within 1000 miles - Watch Temperature Gaugelll Delete

Yehicle Delai|| Tax | Hew | Type | Exit

Ready ManagerPlus SU 5.0Z.004 DEFAULTUSER

w

Order Panel

To complete the Order:

Add/select the Customer and Vehicle as described in the previous section and choose
the Order Tab to display the Order Panel.

Customer and Vehicle information are displayed between the repair line buttons and
the repair line display.

Select a service writer from the Written By pull-down choice list.
Change the Promised time, if necessary.

Change the Promised date from the current date, if necessary. Overtype the current date
or select a new date from the popup calendar, as you prefer.
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Type in a Hat #, and/or Ref #, in accordance with your shop's policy for identifying
customer vehicles.

Enter the incoming odometer reading in the In field.

Add repair lines using the dialog boxes accessed from the Repair Lines Button Bar.

@ Labor"%Earts”ﬁ’SubleqlNmesl |Ca&n§gnsll%m |Prummiuns| |Symp1ums| |§-1Daﬁé?10ce| |@Repair| |EPLaa O.E:.I

Repair Line Buttons

Refer to the “Building Repair Lines” section later in the chapter for detailed
instructions on creating repair lines.

Once your repair lines have been built, your Order is complete. Although you can start
an Order as a Repair Order, or an Invoice, most orders begin as an Estimate. Once the
customer agrees to the work to be performed, the Estimate is converted to a Repair
Order. Once the repairs are complete, the Repair Order is converted to an Invoice.

The Order Options dialog box provides options for changing the status of your order
as well as a number of other functions.

Select Options, if necessary, to open the Order Options dialog box.

Order Options g|
Default Technicians: Include:
Labor |Johnson, Tina j ¥ Shop Supplies
Parts [P - ¥ Hazard Materials
| Apply Payments | BRevizion History |
Convert to Invoice | Discounts | Tech WorkSheet |
| ConfimAllParts | 30760790 Interval |
Schedule Work | Check Profit | Tax Rates Applied | ‘
Pick List | Purchasze Order | |

Order Options



The options available in this dialog box are briefly described below.

Option
Convert to Order

Convert to Invoice

Post Invoice

Apply Payments

Discounts

Confirm all Parts

Revision History

Tech. WorkSheet

30/60/90 Interval

Schedule Work

Check Profit

Pick List

Purchase Order

Description
Converts an estimate into a repair order.

Converts an estimate, or a repair order, into an
invoice.

Allows you to post an invoice without posting
payment, or to charge a residual balance to the
customer's account.

Opens the Apply Payments dialog box, where you
can apply payments to an invoice.

Opens the Add/Edit Discount dialog box in which
you can change the parts and/or labor discount on
the order. These discounts will display as a line item
in the order grid.

Confirms all parts on the invoice as having been
used on the order.

Opens the Revision History dialog box where you
can view the date, authorization, and reason for any
order revisions.

Select to print a Technician Worksheet for the order.

Opens the Service Maintenance Interval dialog box
which allows you to view service maintenance
information and, if desired, transfer that information
in the form of a canned job to the order. This dialog
box is described at the end of this chapter.

Opens the Schedule Work dialog box, in which you
can put the job on the shop calendar. Scheduling is
described in Chapter 8, “Work in Progress.”

Opens the Profit Wizard, a graphical representation
of order profitability. The Profit Wizard is described
earlier in this chapter.

(ManagerPlus only) Select to generate a Pick List
for the parts on the order.

(ManagerPlus only) Select to generate a Purchase
Order for the parts on the order.
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9 Select Done to close the Order Options dialog box.
10 Select Exit to close the Order panel.

The new order displays in the Work-In-Progress screen.

Building Repair Lines

The Repair Lines Button Bar provides options for adding parts, labor, and notes to your

order.

@ Labor"%Earts”ﬁ’SubleqlNmesl |Ca&n§gnsll%m |Prummiuns| |Symp1ums| |§-1Daﬁé?10ce| |@Repair| |EPLaa O.E:.I

Repair Line Buttons

The buttons available are briefly described below.

Button
Labor

Parts

Sublet

Notes

Canned Jobs

Parts Kits

Promotions

Symptoms

Chapter 6

Function
Add labor hours and cost to the order.

Opens the Order item entry dialog box in which you
can enter parts into your order.

Add subcontracted parts and labor to the order.

Select a prepared note or add a unique note to
order.

Opens the Canned Jobs dialog box where you can
transfer canned jobs to the order.

Opens the Part Kits dialog box from which you can
transfer parts kits to the order.

Opens the Promotions dialog box in which you Add,
Edit, and Delete Packages and Discount Coupons
or transfer them to an Order.

Opens the Symptoms Reported by Customer dialog
box. Use this dialog box to record symptoms of poor
vehicle performance reported by the customer.



Button Function

30/60/90 Maintenance Opens the Scheduled Maintenance Service
Intervals dialog box. This screen allows you to view
service maintenance information and, if desired,
transfer that information in the form of a canned job
to the order.

Repair Connects you to OnDemand5 Repair, if installed.
Year/Make/Model information, if available, is
automatically passed over.

Parts and Labor Connects you to OnDemand5 Estimator from which
you can import parts and labor information (prices
and times) into your orders.

The following sections detail procedures for adding repair lines to your order.

Labor Selecting the Labor repair line button opens the Order item entry - LABOR
dialog box. You use this dialog box to add labor hours, and calculated cost to your
orders.

To add Labor to your Order:

Select Labor from the repair line button bar.

The Order item entry - LABOR dialog box displays.

Enter a description of the labor item in the Work Requested box.
Enter hours to be charged in the Charged Hrs. field.

OR
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Enter a dollar amount in the Labor Total field.

Order item entry - LABOR E
Work [ ﬁ
Requested -
| |
J 9‘
Work -
Peiformed

Charged Hrs I Category I(none)

LaborT otal $ I Account ILahm Revenue Non-Tazable
Est. Parts $ I

™ Mon-Standard Labor Rate ™ Mo Commission [ Fixed Commission

L e e
sued

|

1]
=
Technici. | Pay Hows | Act. Hours | Comm. | %
|1 | DiVerdi, Nick o.on 0.00 Yar. -
|2 | <none> 0.00 0.00 Yar. |
|3 | <none> 0.00 0.00 Var
4 | <none> 0.00 0.00 Var.
|5 | <none> 0.00 0.00 Var. E
| 6 | <none> 0.00 0.00 Var. 3
Totals for Technician(s] 0.00 0.00
Tax Cust Type | Symptom | LCancel | Save | Done |

Order Item Entry - Labor

The other field will automatically calculate at your shop's default labor rate as soon as
you make another entry/selection. Click the Non-Standard Labor Rate check box if
you want to de-link the labor hours and labor dollars, overriding them with non-
calculated values.

Add an estimate of parts amount in the Est. Parts $ field if you want to add a rough
estimate of parts cost to your order rather than actually adding parts and their cost.

NOTE: Normally you will want to add parts, and their associated cost, through
the Add Parts and Inventory List dialog boxes described in the following section.

© 00N O O

Select a Category.

Select an Account.

Change the Pay Hours and/or Actual Hours amount(s) in the Technician Detail box.
Select Tax, if necessary, to change from the default tax rate for this labor item.

Select Cust Type, if necessary, to change the labor rate for this line item from the
Shop/Customer default.

Select Save to save your input and clear the panel so that you can enter an additional
labor line item.



OR
Select Done to save your labor entry and return to the Order panel.

The new labor entry will appear in the repair lines.

Parts Selecting the Parts repair line button opens the Order item entry- PARTS
dialog box. There are two ways that you can approach the task of adding parts to your
orders. You can:

® Type parts information directly into the Order item entry-PARTS dialog box. This
has the effect of adding the parts information to your order without using
information from your database and without saving any information o your
database.

OR

® Select part(s) that have already been entered into your database from the Inventory
List. You can enter the part directly to your order if you know the part number or
select the part from the Inventory List if you don't know the part number.

To add Parts information to your order:

NOTE: Follow this procedure to enter parts information into your order for a part
that is not in your Inventory List.

1  Select Parts from the repair line button bar.
The Order item entry-PARTS dialog box displays.
2  Enter a part number (up to 20 characters) in the Part No. field.

3 Select a part type from the Part Type pull-down choice list. The Description field fills
in automatically.
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4  Complete the remaining fields and check boxes of the Order item entry-PARTS dialog
box.

Order item entry. - PARTS

Part No. || Part Code ill

Description

Quantity Yendor |

Unit Cost $ |0.00 Manufact. |(none)

Unit Retail $ Category |(none)

Lol Lef Lef el L]
ans _ CETI

’— Account |Parls Revenue
Technician |(none) =
13
Yendor Inv # |
| [~ Mo Commission | Fixed Commission | =
I
™ User Entered Unit Sale $ [ Inventory Part [~ Core g
[v¥ Confirmed [~ Accessory Part " Display OFf n
Inventory | Tax | Cust Type| LCancel | Save | Done |
Order Item Entry - Parts
The fields and check boxes are described in the following table.
Field Description
Qty. The number of units of the item that will be used on
the order.
Unit Cost $ The cost of each individual item.
Unit Retail $ The cost of each unit multiplied by the shop markup.
Unit Sale $ The unit retail amount less customer discount—if

applicable. This amount can also be manually
overwritten, as necessary, if the Fixed Unit Sale
Amount check box (see below) is selected.

Manufacturer The manufacturer of the item selected from a pull-
down choice list.

Vendor The vendor of the item selected from a pull-down
choice list.
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Field

Category

Account

Technician

Vendor Invoice #

Fixed Unit Sale
Amount

No Commission

Fixed Commission

Part Confirmed On
Invoice

Inventory Part

Accessory Part

Core

Display Off

Description

The parts category of the item selected from a pull-
down choice list.

The general ledger account name of the item
selected from a pull-down choice list.

The technician who is to be associated with the sale
of the item selected from a pull-down choice list.

The number of the Vendor Invoice under which the
parts were delivered.

Select this check box to manually overwrite the
calculated sale amount. Once selected, enter the
desired sale amount in the Unit Sale $ field.

When selected, indicates that no commission is to
be paid on the part sale.

Indicates that a fixed commission, rather than a
commission calculated on the sale price, is to be
paid on the sale of the part. When selected, the
Commission $ field becomes enabled, allowing you
to apply a commission dollar amount.

Tags the part as having been used on the order.

Select this field when you have entered part
information that you want to use to create an
inventory item record. A confirmation message
asks, 'Do you want to create a new entry in
Inventory?' Select Yes to create a new inventory
item record with the information you have entered in
the Order item entry - PARTS dialog box.

Designates that the part is an accessory to be used
in combination with another specified part.

Designates that the part is a core (refund) item.

Turns the Unit Cost $ field off for the Order item
entry - Parts dialog box.

5 Select Tax, if necessary, to change from the default tax rate for this part.
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Select Cust Type, if necessary, to change the labor rate for this line item from the
Shop/Customer default.

Select Save to save your input and clear the panel so that you can add additional parts
to your order.

OR
Select Done to save your parts input and return to the Order panel.

The new part entry appears in the repair lines.

To transfer a part from the Inventory List to your order (when you know the part
number):

NOTE: Follow this procedure to transfer parts information into your order for an
existing part that you have a number for.

Select Parts from the repair line button bar. The Order item entry- PARTS dialog box
displays.

Type the part number in the Part No. field.

The remaining fields of the dialog box fill in with information about the part.

Make changes to the part data, if necessary.

Select Tax, if necessary, to change from the default tax rate for this part.

Select Cust Type, if necessary, to change the discount rate for this line item from the
Shop/Customer default.

Select Save to save your input and clear the panel so that you can add additional parts
to your order.

OR
Select Done to save your parts input and return to the Order panel.

The new part entry appears in the repair lines.

To transfer a part from the Inventory List to your order (when you don't know
the part number):

Select Parts from the repair line button bar. The Order item entry- PARTS dialog box
displays.



2 Choose the Inventory button in the lower left corner of the display (choose the Parts
List button if working in Manager). The Inventory List (Parts List for Manager users)
dialog box displays.

Inventory List E
-5 h Criteria:
Yendor I( All > j %
Category I‘ All > j Search
Reat 1 I Clear |
Description I
Sort By:
’7 ' Part Number ' Description ‘
Part Ho. Description List OnHand | OnOrder ﬂ
Barl Additive - Cooling System Lubricant & conditi 10.17 0 0
af236 Air Filter 15.20 1 0
af26456 Air Filter 16.12 2 0
af128 Air Filter 11.67 1 0
af232 Air Filter 27.10 1 0
af2324 Air Filter 20.28 1 0
af2303 Air Filter 16.45 -1 0
af2346 Air Filter 10.82 1 0
af2747 Air Filter 10.20 1 0
af125 Air Filter 23.72 1 0 LI
Transfer | Tag Print | Copy | Update | Add | Edit | Delete | Lancel |
Inventory List

NOTE: This is the same screen as the Inventory List dialog box used to add, edit,
and delete parts from the parts database as described in Chapter 11. The only
difference is that a Transfer button now appears in the dialog box allowing you to
transfer parts to your order.

3 Type, or select from a pull-down list, identifying information for the part (as known):
¢ Category
* Part#

¢ Description

NOTE: You can use wildcards to conduct a search on partial information. For
example, “AF%” in the Part Number field will find all part numbers starting with
AF. As another example, “%OIL” will generate all part numbers with OIL in it.

4 Select the Search icon.

The Inventory List displays the parts which match your request.
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Highlight the part you want to add to the order.
Select Transfer. Or use the Tag button to select multiple parts, then choose Transfer.

You are returned to the Order Item Entry-PARTS dialog box with the information from
the selected part entered into the appropriate fields.

Edit any data fields, if necessary.
Select Tax, if necessary, to change from the default tax rate for this part.

Select Cust Type, if necessary, to change the labor rate for this line item from the
Shop/Customer default.

Select Save to save your input and clear the panel so that you can add additional parts
to your order.

OR

Select Done to save your parts input and return to the Order panel.

The new part entry appears in the repair lines. If you tagged multiple parts, the Parts
dialog box displays until the transfer queue is empty.

Sublet Selecting the Sublet repair line button opens the Order item entry- SUBLET
dialog box.

Use this dialog box to add a repair line for subcontracted operations.

To add a sublet operation:

Select Sublet from the repair line button bar.



a b~ WODN

The Order item entry-SUBLET dialog box displays.

Order item entry - SUBLET B3
Work =
Requested E ',;
T
Work - e
Performed
-
N
4
"
-
|
Cost $ I Yendor I(nune) j
Total $ I Category I(nune) j
Account ISubIel Revenue j =
_ &
I Mo Commission 3
Tax LCancel | Save I Done |

Order Item Entry - SUBLET

Add a description of Work Requested. This is a required field.
Add a description of Work Performed, if necessary.
Select Vendor, Category, and Account from the pull-down list.

Click the No Commission check box to not include any commission on the sublet
item.

Enter Cost $.

The Total $ calculates automatically based upon the mark-up you entered during setup.

NOTE: You can change the Total $ amount simply by overtyping it with any
amount you choose.

7
8

Select Tax if you need to add tax to the Sublet item.

Select Save to save your input and clear the panel so that you can add additional sublet
operations to your order.

OR

Select Done to save your sublet input and return to the Order panel.
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The new sublet entry appears in the repair lines.

NOTE: Selecting the Notes repair line button opens the Order item entry- NOTES
dialog box. Use this dialog box to add notes, either standard, or customized, to
your order.

To add a note to your repair lines:
1 Select Notes from the repair line button bar.

The Order item entry- NOTES dialog box displays.

Order item entry - NOTES E
Standard Notes [FERTETKETANNNNNNNGNNNE = 1~ Fint on Oider ||
T
Regular maint to your vehicle adds life to your car. ;I 91
== Usze of rental care provided free of charge while vehicle iz being
serviced. Just another example of the Service First commitment== —
N
=3
n
wm
=
=
(1]
-

|

Qancell Save | Done |

Order Item Entry - NOTES

2  Select a standard note from the Standard Notes pull-down choice list. The text of the
standard note appears in the large text entry box below.

OR
Type your own custom note in the large text entry box.

3 Click Print on Order if you want the description text to print on the order.

NOTE: You can conduct a spell check on the text of the note by pressing [F2].

4  Select Save to save your input and clear the panel so that you can add additional notes
to your repair lines.

OR
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Select Done to save your input and return to the Order panel.
The note appears in the repair lines.
Estimating The Parts and Labor icon opens the OnDemand5 Estimator program.

This feature allows subscribers to transfer labor times and component prices from this
industry-standard information source directly into their orders.

If you are a subscriber to Estimator, the Estimator splitter window displays. (As shown
in the following figure.)

Parts & Labor Viewer
1986 Toyota Camry DX Transfer | Close | Yiews
Labor Component Operation
All Labor+Parts ANTENNA ASSEMBLY REMOVE & REPLACE
ALTERHATOR & STARTER AUDIO SYSTEM DIAGNOSIS
v BATTERY, WIRING, LIGHTS & RADIO BATTERY TESTING
+ [ELtcTricAL I BATTERY REMOVE & REPLACE
Includes: Test.
BRAKES & WHEELS
CONVERTIBLE TOP & SUN ROOF APPLICATION LABOR TIME WARRTIME  SL
COOLING ¥  Each 0.5 C
CRUISE CONTROL BATTERY CABLE REMOVE & REPLACE
DRIVESHART S AXIES BATTERY TERMINALS CLEAN & TIGHTEN
ENGINE DAYTIME RUNNING LAMP SENSOR  REMOVE & REPLACE
FLYWHEEL, CLUTCH & GEARSHIFT w

PPV S TY Ta s TRT VI VTV P I A T2 Tl T Pat NI T o DLAOIC 8 DroL oo

FRONT SUSPENSION
FUEL & EXHAUST 0OEM Parts

GAUGES, SWITCHES, HORH & WIPER. HEADLAMP SEALED BEAM

HEATING & AIR COHDITIONING
REAR SUSPEHSION NEGATIVE BATTERY CABLE

STEERIHG GEAR, LINKAGE & PUMPS POSITIVE BATTERY CABLE
TRANSAXLE APPLICATION PART HO PRICE ITEM
TRANSFER CASE W All Applicable Models 8212332030 68.31 1

TUHE-UP & EMISSION
WIHDOW MOTORS & REGULATORS

#: 2 Parts: $ 68.31 Lahor: $ 30.00 Total: $98.31

OnDemand 5 Estimator Splitter Window

The splitter window is where you begin your search for parts and labor information.
Refer to Chapter 7, “Parts and Labor Interface” for instructions.

If you are not currently a subscriber, a dialog box provides ordering information. Call
the displayed phone number for pricing and availability information on the Estimating
module.

Canned Jobs Sclecting the Canned Jobs repair line button opens the Canned Job
List. You use this dialog box to transfer an existing canned job to your order.
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To transfer a canned job to your order:

1 Select Canned Jobs from the repair line button bar.
The Canned Job List displays.

Canned Job List E
-5 h Criteria:
Category |Engine Mechanical j %
Year |1385 :lv Search
Mak INissan VI
ake = Clear |
Model [Pickup =l
Job # I
Description I
Sort By:
IV " Job Humber ' Description |
Humber Description ;I
AC-123 Recharge A/C
AJC RECH Recharge A/C
SMOG Smog Check w. Certificate
TEST FOR TAX Test Canned Job
Test Job A Test Canned Job A
Transfer | Copy | Add | Edit | Delete | Lancel |

Canned Job List

2 Setup search criteria for locating the desired canned job.

NOTE: If you have selected a vehicle, year, make, and model information
appears in the appropriate Search Criteria fields. You can use the Clear button, if
desired, to Clear current vehicle information.

Aside from year, make, model, the following search fields are available:

Field

Category

Job #

186+  Chapter6

Description

The category, or component grouping of jobs types,
within which you wish to conduct your search.

Enter as many characters of the job number as
desired. The program will locate all canned jobs that
begin with matching characters.



Field Description

Description Enter as many characters of the canned job
description as desired. Manager locates all canned
jobs that begin with matching characters. You could
enter “Brake,” for example, for a search of the
canned jobs for Brakes or %Brake to find jobs with
“Brake” anywhere in the description.

3 Select the Search icon.

The Canned Job List displays the canned jobs which match your request.
4 Highlight the canned job you wish to add to the order.
5 Select Transfer.

You are returned to the Order dialog box with the repair lines from the canned job
added to your order.

Part Kits Selecting the Parts Kits repair line button opens the Part Kits List. You use
this dialog box to transfer an existing parts kit to your order.

To transfer a parts kit to your order:
1 Select Parts Kits from the repair line button bar.

The Part Kits List displays.

= Part Kits
Search Criteria:
Category IAII H %
Search
Kit No. |
Description I
Sort By:
@ Part Number O Description
Number Description g
¥
[ add |[ can | [oeete | [cancer]
Parts Kits List
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2  Setup search criteria for locating the desired parts kit(s).

The following search fields are available:

Field Description

Category The category, or component grouping of kit types,
within which you wish to conduct your search.

Kit No. Enter as many characters of the kit number as
desired. The program locates all parts kits that begin
with matching characters.

Description Enter as many characters of the kit description as
desired. The program locates all parts kits that begin
with matching characters.

NOTE: You can use the Clear button, if desired, to clear current entries in the
Searth Category, Kit No., and Description fields.

3 Select the Search icon.

The Part Kits list displays the parts kits which match your request.

NOTE: You are also able to add a new parts kit to your Parts Kits List to add to
your order, if necessary. Refer to the procedure on adding parts kits in Chapter 4,
“Utilities” for instructions.

4  Highlight the parts kit you wish to add to the order.
5 Select Transfer.

You are returned to the Order dialog box with the repair lines from the parts kit added
to your order.

Copying Repair Lines You can copy line items from an Order, Canned Job or
Parts Kit and then paste it into another Order, Canned Job or Parts Kit. Simply
highlight the lines to be copied and press Ctrl + C (to copy the lines to your computer's
“clipboard”) and then click in the grid area of the Order, Canned Job or Parts Kit you
want to paste to and press Ctrl + V to paste.

Removing Order Items You can remove any item from an order simply by
clicking on it and pressing the Delete key. The repair line is removed and all totals are
adjusted automatically.
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Special Orders

Special Orders are provided to allow for an extra measure of tracking of orders to be
completed in the future. The most common use for special orders are instances where
you have the parts in stock to complete some, but not all, of the repairs on an order.
What you can do is remove the order item(s) from the current order and use them to
initiate a new special order.

For example, let's suppose that you have an order for an air conditioning recharge,
cooling system flush and check, and replacement of a door handle. You have the parts
in stock to do the first two jobs but the door handle needs to be ordered from the
manufacturer. You could create a special order for the door handle as described in the
procedure below.

To create a Special Order:

1 In the Order panel of the estimate or repair order, highlight the repair line(s) to be
transferred.

NOTE: Normally, you wouldn't create a special order from an invoice. However,
if you do create a special order from an invoice, you cannot transfer parts that
have been confirmed on an invoice to a special order. You must first unconfirm
the parts in Parts Detail before transferring.

Orders
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2 Choose Special Order from the View menu.

M ManagerPlus

File Edit Setup  Ukilities Inventory Training Yideos Help
= wiork In P —
'ork In Progress 5 @ D]] = Qo 7>‘
wip, | o re fer | Schedule| UserList | Reports | e Setup Helo
Quick Estimate F?
Tag. P Estimate F& er [XYZ123) [1] Home: 6139-436-3565 Office: 619-578-6550 |
Repair Order F9 S
Cust  1roice Fio g Revision |  History | Repair Order §# 000465
Counker Sale Fil
e 306090
L " e | [Eezmg] [sumoioms ] [25220 ] [ @ o] [0S [
wiritte  Scheduls - Hat # [HAT NUMN Odom. In [14264  Prev Odom. 0
User List
Pror  Reports /2000 | %] Ref #t Odom. Out [0
1 WebAccess
D Aty Sale Ezxtended Rate Part No. Tech Ni ™
| | Toobars 4 1.00 63.33 63.33 0.00 | Group 26/70 | <none>
» Status Bar h 1.00 16.63 16.63 0.00 | BC30inch <none>
| Battery Cable 24 inch 1.00 14.95 14.95 0.00 | BC24inch <none>
Brake Caliper 1.00 113.25 11325 000 10-3815 <none»
Brake Caliper <CORE> 1.00 65.00 65.00 0.00 10-3815 <none>
Brake Disc 1.00 53.56 53.56 0.00 42510-5P0-00  <none>
Brake Master Cylinder 1.00 198.12 19812 0.00 46100-SP0-A5 <none>
Brake Master Cylinder 1.00 198.13 19813 0.00 46100-5P0-A5 | <none>
0.00 0.00 0.00 3
< >
Parts Labor  Sub Total Haz Mat. Supplies Tax Total
Invoice  722.98 84.00 806.98 4.00 10,00 56.81 877.79
Estimate  180.03 60.00 240.03 4.00 400 1426 262.29
Convert to Invoice Parts Ordering ‘ Dplinns| Detail | Fax | Print ‘ Ezit |
ManagetPlus 511 5.02.004 DEFALILTUSER

A message box asks if you want to start a Special Order for the selected repair line(s).

3 Choose Yes.

Special Order Selection

° Start a Special Order for the linels] selected?

Start Special Order

Customer and Vehicle information are automatically entered.

The parts are removed from the original order and used to create a new order.

ManagerPlus User’s only - You probably will need to create a Pick List and then
Purchase Order for the Special Order parts. Complete the steps below if you need to

create a pick list.

Select the Options button.



The Order Options dialog box displays.
Select Pick List.

The Special Order parts appear in the Order Pick List dialog box. You can now convert
the Pick List into a Purchase Order, if desired. Refer to Chapter 12, “Purchase Orders,”
for details.

Changing Order Status/Revision

Once the repair lines for an order have been constructed, the heart of the order is
complete—you now have created an itemized, totalled summary of the work to be
performed. There are still a number of activities that must take place, however, before
the order can be closed and completed.

As was discussed earlier in this chapter, the program offers you the flexibility to start
out at any of the three stages of order status: estimate, repair order, or invoice. Most of
the time, however, you will start out with an estimate—a request for a quotation of the
time and cost required to perform a repair or maintenance activity.

Once the customer agrees to the service required, the estimate is converted to a repair
order and printed for the customer to sign as acceptance of the terms of the service.
Once the repair order has been signed, the next step is to go to work.

Invariably, as you begin to create orders you will need to revise your original estimates
to reflect additional work. To accommodate this need, the program allows you to create
up to nine sub-estimates that can be selectively attached to your order. The system even
offers the versatility to perform “what-if”” analysis of the cost of the order with various
sub-estimate combinations.

Once work is complete, the order is converted to an invoice—a request for payment.

The following sections describe the procedures for converting an estimate to an order,
and then converting the order to an invoice. Also described are the procedures for
preparing sub-estimates and attaching them to your order.

Converting an Estimate to a Repair Order Once the estimate is complete and
the customer has agreed on the work to be performed, the estimate is normally
converted to a repair order and printed for the customer to sign.

To convert an Estimate to a Repair Order:

In the Order panel, select Options.
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The Order Options dialog box appears.

Order Options g|
Default Technicians: Include:
Labor |Johnson, Tina j ¥ Shop Supplies
Parts [P - ¥ Hazard Materials
| Apply Payments | BRevizion History |
Convert to Invoice | Discounts | Tech WorkSheet |
| ConfimAllParts | 30760790 Interval |
Schedule Work | Check Profit | Tax Rates Applied | ‘
Pick List | Purchasze Order | |
Done I

2 Seclect Convert to Order.

Order Options

You are asked to confirm the conversion.

9 Convert Estimate to Order?

No I Cancell

Confirm Estimate to Order Conversion

3 Select Yes.

You are returned to the Order Panel with the order status changed to repair order. This
is indicated by the designation Repair Order #, rather than Estimate #, in the upper
right-hand corner of the display.

4  Select the Print button, in the lower right-hand corner of your display, to print your

repair order.

Converting an Estimate or Repair Order to an Invoice Once the repair has
been completed, the estimate or repair order is normally converted to an invoice—a
request for payment. It is not necessary for an estimate to be converted to a repair order

before it is converted to an invoice.




To convert an Estimate or Repair Order to an Invoice:
1 In the Order panel, select Options.

The Order Options dialog box appears.
2 Select Convert to Invoice.

A dialog box asks that you confirm the conversion.

9 Convert Order to Invoice?
No I Cancell

Confirm Conversion to Invoice

3  Select Yes.

A dialog box asks if you wish to confirm all parts on your invoice.

9 Confirm all parts on this Invoice?

Confirm All Parts

Confirming all parts means that all parts on the order were used and should be included
in the invoice total. Confirming parts also removes the parts from inventory.

4  Select Yes to confirm all parts.
OR
No to not confirm the parts on this invoice.

You are returned to the Order Panel with the order status changed to invoice. This is
indicated by the designation Invoice #, in the upper right-hand corner of the display.

5 Select the Print button, in the lower right-hand corner of your display, to print your
invoice, if desired.

NOTE When parts or labor items are added to an invoice, it is converted back to a repair
order. This allows the parts to be approved/confirmed on the order.
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Order Revisions Once work has begun, you may discover the need for additional
repair work. These repairs may be a part of the originally estimated repair that was
undetectable at the time that the original order was created. Or you may discover the
need for repair or maintenance work that is totally unrelated to the original order. In
any case, you need to estimate the additional time and cost of these repairs so that your
customer can make an informed decision.

To accommodate this need, the program allows you to create up to nine sub-estimates
that can be attached to your order. The program even offers the versatility to perform
“what-if” analysis of the cost of the order with various sub-estimate combinations.

For example, while performing a repair, you may find that a vehicle needs five
additional repairs ranging in importance from minor to critical. You can create five
individual sub-estimates before you call the customer. While the customer is on the
phone, you can quote him prices for all combinations of the five repairs. Once he has
agreed to some, or all, of the repairs, simply transfer them to the order.

So revising an order is basically a two step process. First you create the sub-
estimate(s). The second step is to selectively apply the revision(s) to the order.

To create a Sub-Estimate:

Select the Revision tab in the Order Screen.



1

The Revision Panel displays.

M- ManagerP lus

File Edit View Setup Utilities Inventory Traiming Yideos Help
= 3 3
= = o 3
=0 | & =) R Y 4
wiP. | CQuickEst| Start | Counter | Schedule| Lserlist | Reports WEE Setup Heln
| Hammel. Charlie 1994 Honda Accord DX [2TLG119) Home: 619-755-6262 Office: 619-578-6515 |
Customer | [ ¥ehicle | Order | m History | Invoice # [000474
H i i 30M50/50 :
2 I__ahorI | EEanSI |_E§Sb:gl |Ca§n§6:]nsl I%Wj |S¥mpmmsl | _ IntelvaII |9 Repglrl EPLaa D%I |'s'ﬂ';i”§ﬂﬁ|
m_ SubEst3 || SubEst4 || SubEst5 | SubEst6 | SubEst7 || SubEst8 || SubEst9
Time Description | Oty I Sale I Extended | Rate I Part No. I Tech Name
4.30 | TIMING BELT - R&R [B] 258.00 258.00 60.00 Please . Sel
09. TIMING BELT 1994 Ac 1.00 39.95 39.95 0.00 14400-FT0-00  Please . Sel
Timing Belt - Balancer 1.00 30.00 30.00 0.00 | 14400-PT1-02 Please , Sel
[ [ [ [ 0.00 0.00 0.00
4 ¥
Parts 69.95 Labor 258 00 Tax /Fees 1319 Total 341.14 |
Check Profit | Remowe SubEst | Transfer Revigion ‘ Parts Dldeling| Fax | Print | Detail | Exit |
Ready ManagerFlus 5L 5.0Z.004 DEFALULTLISER

Revision Panel

Using the Repair Line Button Bar, add parts and labor to create repair lines just like
you would for any regular order. (Refer to the descriptions of the dialog boxes
accessed via the individual repair line buttons earlier in the chapter.)

Click your mouse pointer of the SubEst 2 tab and repeat step #2. Repeat for as many
revisions as you wish to complete. You may notice that the SubEst tabs change colors
to reflect the status of a sub-estimate. Blue represents the current order, light blue
represents an empty sub-estimate, and red represents a sub-estimate (not currently
open) which has completed repair lines.

Once your sub-estimates are complete, Manager affords the opportunity to perform
“what-if” analysis to look at various repair/pricing scenarios and then to selectively
apply them to the open order.

To attach Sub-Estimates to an open order:

After all sub-estimates are complete, select Transfer Revision.
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The Revision Authorization dialog box displays.

Revision Authorization \ |

Includehnlthistt exs: Emount Revision Date [04/11/2002 |2]]
[~ Sub Estimate 1: 908.54
# Sub Estimate 2 247 19 Initiated by " Shop  Customer
[~ Sub Estimate 3 0.00 :
Written By |< > -

[ Sub Estimate 4 0.00 ? |cnone =l
[~ Sub Estimate 5 0.00 Authorized by |Dahl, Charlie
[~ Sub Estimate 6 0.00 Reason |
[~ Sub Estimate 7 0.00
[~ Sub Estimate 8 0.00 Called
[ Sub Estimate 9 0.00 Phone | |
T t Order ¥ari. 92.1

urrent Order Yariance T | AT

Total This Revision 339.60
Eent Esllm_ale oyt I [v¥ Clear Sub Estimates after Transfer

New Estimate Total 339.60
Telephone LCancel

Revision Authorization

2  Select the revision(s) you want to include in the order.

The Include in this Revision fields are where you select revisions for inclusion in your
order.

Include in this Bevisi A t
[~ Sub Estimate 1: 908.54
¥ Sub Estimate 2 247.39
[~ Sub Estimate 3 0.00
[~ Sub Estimate 4 0.00
[~ Sub Estimate 5 0.00
[~ Sub Estimate 6 0.00
[~ Sub Estimate 7 0.00
I~ Sub Estimate 8 0.00
[~ Sub Estimate 9 0.00
[¥ Current Drder ¥ariance 92.1

Total This Revision 339.60
Current E stimate Amount 0.00

New Estimate Total 339.60

Include in This Revision

Select/deselect revisions by clicking your mouse pointer in the selection box next to
the revision. The Revision Amount and the New Total Estimate Amount dynamically
change with each new combination of revisions.
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Current Order Variance Current Order Variance is the calculation between the
approved estimate amount (when the Repair Order was printed) and the current Repair
Order/Invoice total. A variance will be present if parts, labor, or other items were
added or removed from the printed Repair Order or if parts pricing was updated upon
receipt. The approval process for a revision takes this variance into account and, if
checked, updates the approved estimate amount when the transfer is completed.

You may also find it helpful to move around the Revision Authorization box so that
you can look at the detail of the individual sub-estimates. A Revision Authorization
box staggered against the Sub-Estimate panel is displayed below.

= 2 = =] b
=

& =2 B, =, o | e® | ¢

wiP. | CuickEst| Start Counter Schedule| UserList | Reports WEE Setup Help

| Fisher. Peggy 1993 Mercury Capri (SAYHOY) Home: 619-377-8624 Office: 619-755-4356 |

Customer | [IRZERiciElN) Order | m History | Repair Order # [000483
2 Lahnrl EEEHSI ﬁ=5uble] CE&"}SDSI L%EQP”S.I |Symplnms| |3wﬁ353all | L] Revgirl |§ IPLEB U‘%I |c:'|§h;xl

_m SubEst3 | SubEst4 | SubEst3 | SubEst6 | SubEstZ | SubEst8 | SubEstg
| Time | Description | aw | sale | Extended | Tech Name | PathMo. | Rate |
030 Lube. Oil & Filter Change 18.00 18.00  Please . Select 60.00
Engine Dil - Castrol 4.00 200 8.00 Please . Select 10wd0c 0.00
0il Filter - Fram Double Gu | 1.00 611 6.11 Please , Select DGBa 0.00
1.20 Minor Tuneup [4 cylinder] 7200 72.00  Please . Select 60.00
b2d

Revision Authorization

Include in this Revision Amount e e /0so002
I~ Sub Estimate 1 135.63
¥ Sub Estimate 2 109.97 Initiated by  Shop ( Customer
[ Sub Estimate 3 0.00 wiitten By [<none> =
== ]| I~ Sub Estimate 4 0.00
~ I~ Sub Estimate 5 0.00 Authorized by [Fisher. Pegay
Parts 14.11 Labor| I” Sub Estimate & 0.00 Reason |
] I~ Sub Estimate 7 0.00
Check Profit | Remove SubEst ][ B e S Called
e I SubEstimate 3 0.00 Phone | 4|
I Current Order Variance 0.00 -
Time [5:14 AM
Total This Revision 109.97
Lurrent Esllm_ale Smount 2209 ¥ Clear Sub Estimates after Transfer
Mew Estimate Total 639.90
Tolptans et

Staggered Revision Auth./SubEst Panels

Once you have staggered the panels in this fashion, you are able to switch between sub-
estimates by selecting the desired SubEst tab. This can be an especially helpful
capability when talking on the phone with a customer and explaining the detail of each
of the sub-estimates.
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3 Complete/edit the remaining fields of the Revision Authorization panel. These fields

are:

Field

Revision Date

Initiated by

Written by

Authorized by

Reason

Phone (Called)

Time (Called)

Current Order Variance

Clear Sub Estimates
after Transfer

Description

Fills in automatically with the date that the revision is
created. Change the date, if necessary, by selecting
a new date from the pull-down choice list.

Choose Shop or Customer as desired.

Choose a Service Writer from the pull-down choice
list.

Defaults to the customer name. Change by
overtyping as necessary.

Reason for the revision.

Phone number at which the customer was reached
to approve the revision.

Time that the revision was created/approved. This
field defaults to the time that the Revision
Authorization dialog box was opened.

The calculation between the approved estimate
amount and the current Repair Order/Invoice total.
(See page 197 for details).

Removes the sub-estimates after they have been
transferred to the order.

NOTE: Only those sub-estimates that are transferred to the order are removed.

4 Select Transfer.

The selected sub-estimate(s) are transferred to the order.

NOTE: If there are recommendations for the Vehicle an additional dialog box
displays, allowing you to delete any recommendations addressed by the current

revision.



Counter Sales

—
L
7 I

Counter

The Counter Sales selection allows for quick and easy creation of the counter sale
order. The program offers tremendous flexibility in handling counter sales. How much,
or how little, information you enter is up to you and the policy of your shop.

To generate a Counter Sale order:

Select the Counter button from the button bar.

The Counter panel displays.

M Manager
File Edit Wiew Setup Utiities Training Videos Help
. 3 3
= Ir— tel +
=0 B = ol oe| 2
wilP. | CuickBst| Start | Counfer | Schedule| Lserlist| Repors WEE Setup Heln
| NO CUSTOMER |
Customer |  Vehicle ]m Invoice # [NEw
B
EEEHSI NmESI |PartsEnsI E PIf’a 0‘%”:&@&'
Counter Sale
Written By
Dwulet, John| ﬂ
|Time | Description I iy | Sale I Extended I Tech Hame Part Mo. I Rate I
000 0.00 0.00
Sl ¥
Parts 0.00 Tax 0.00 Total 0.00 |
Check Profit | Parts Ordering Pa_vment| Post ‘ Print | Detail | Cancel | Exit |
Ready Manager Demo 5.01.004 DEFALLTUSER

Counter Sale Panels

(Optional) Select the Customer and/or Vehicle panel tabs to input customer/vehicle
information. Use of these panels is described earlier in this chapter.

Add Parts, Notes, or Part Kits using the repair line buttons. Use of the dialog boxes
accessed via these buttons is described earlier in this chapter.

Click Check Profit to check your profit margin and/or Parts Ordering to do a vendor
price check or order parts.

Select the Print button to print a Counter Sale Invoice.
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6  Once the customer has paid for the order, select Payment to apply payment. If you
apply payment in full, you will be asked if you wish to post the invoice.

Invoice balance is now 50.00
Post this Invoice?

Post Invoice?

Posting the invoice closes the order out of Work in Progress and creates a history
record of the transaction.

7 Select Yes to post the invoice.

The counter sale is now complete.

Symptoms

Use the Symptoms dialog box to record symptoms of poor performance reported by
the customer. You can also add labor to the order. The dialog box is opened by
choosing the Symptoms icon in the Order screen.

Symptoms reported by Customer
| Sortby & Description " Category |
Short Description I Category |ﬂ Short Desc. I
AC Won't Cool | AC/Healing/Cooling 5 3
Backfires Engint_a Pelfolma_nceJFuel Des‘r::?ll:li?lﬂ ;I
Battery Dead Charging & Starting Syst ;I
Belt Squeal Belts & Hoses
Brake Noise Brakes Work ;I
Brake Pedal Soft-Sinks Brakes H=nssad -
Brake Warning Light On Brakes —I
Charge Ligl_'lt on_ Ehafging & Starting Syst Charged His Il],l]l] [~ Mon-Standard Labor Rate
Check Engine Light Engine Performance/Fuel
Engine Miss Engine Performance/Fuel LaborTotal $ Il].l]l] " Save as Standard Symptom
Engine Noise Engine N!e[:hani[:_al Est. Parts $ [0.00 I Come Back Invoice & l—
Engine Overheats AC/Heating/Cooling
Engine Stalls Engine Performance/Fuel
Hard Shifting (MT) Clutch Categoy [ <none> =
Hesitate, Stumble or Sag Engine Performance/Fuel Account ILabul Revenue Mon-Taxable j
Idle Too High Engine Perf: /Fuel
Idle Too Low Engine Performance/Fuel
Lacks Power Engine Performance/Fuel TSB | Symptom: Mone T1SB
Mo Start/Hard Start Engine Performance/Fuel Category: None
:'-‘alk Brake Won't Hold Brakes . i System: Mone
Select Symptom Yiew Symptoms on Order | LCancel Save | Done I

Symptoms Reported by Customer
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You can choose to run the program in a symptom-driven fashion by selecting Show
Symptoms on New Orders in the Screen View dialog box (page 83). Doing this
configures the program so that the Symptoms reported by Customer dialog box
displays every time you start a new order.

The Symptoms reported by Customer dialog box contains the following fields/options:

Field/option Description

Short Description Standard (short) name for the symptom. You can
type a symptom in or select one from the grid, in
which case the remaining fields of the dialog box fill
in automatically. Standard Symptoms are
maintained in Shop Data Setup.

Symptom Description  Extended description of the symptom.

Work Requested Work recommended by shop to correct the
symptom.
Charged Hours Labor hours to be charged for the diagnosis/repair.

These hours will be added to the order.

Labor Total $ Labor $ as calculated by Charged Hours extended
at your shop rate. This dollar amount will be added
to the order.

Non-Standard Labor Click this box to disable the automatic calculation of
Rate hours/dollars. You can then change hours without
changing dollars and vice-versa.

Save as Standard Check this box to save the current symptom as a

Symptom Standard Symptom. You are then able to apply the
symptom to subsequent orders.

Come Back/Invoice Click Come Back to enter an Invoice number from

Number original invoice in the event of a customer come
back. (This field is used for reference purposes
only.)

Est. Parts $ Estimated Parts cost. (Note: This cost is not added

to the order.)
Category/ Account The Category and Account for the Labor $ amount.
Click the TSB button to open a dialog box that allows you to look up TSBs in

OnDemands5 if installed. This dialog box is described in the following section.
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TSB

The TSB link within the Symptoms Reported by Customer dialog box opens the
Symptoms and TSBs dialog box. You can use this dialog box to perform a search of
TSBs based on customer-reported symptoms and then link out to OnDemand5 (if
installed) directly to the desired TSB.

To Search TSBs in Manager:
In the Symptoms Reported by Customer dialog box, click the TSB button.
The Symptoms and TSBs dialog box displays.

Symptoms and TSBs
TSB Attached:
Symptom: Hone Category: Hone System: None
Symptoms Categories & Spstems
Category I System I # I;I
|
View 15B= LCancel | Save I

Symptoms and TSBs

Pick a Symptom in the Symptoms grid.

Available TSBs for the selected vehicle display in the Category and System grid.
Pick a Category/System.

OnDemands5 is launched (if not already running) and opens to the selected TSB.



Maintenance Service Interval (30/60/90) Database

Choosing 30/60/90 Interval from the Order screen opens the Scheduled Maintenance
Service Intervals screen. This screen allows you to view service maintenance
information and, if desired, transfer that information in the form of a canned job to the
order.

To add Maintenance Service Interval information:
1 In the Order screen, click 30/60/90 Interval.

The Maintenance Service Interval screen displays.

Scheduled Maintenance Service Intervals for <All Engines>; Ver: 2001.0.0/2.1.55

Year T35 Aition
| INSPECT BRAKE SYSTEM
Make |BMW INSPECT FLEL INJECTOR SYSTEM
INSPECT TIRES
Model |328i REPLACE ENGIME OIL 1)
REPLACE ENGINE DIL FILTER
~ Severs & Regula
Interval Interval

Semvice Intervals - Miles [Kilometers)
il 50000 (36000

12000 [15200] E7500 [102000)
15000 [24000) 72000 (115200)
22500 [36000] 75000 [120000)
24000 [33400] 82600 [1:32000)
30000 [43000) 54000 [1:34400)
36000 [57600] 90000 [144000)
27500 [(EO000) 96000 (153600)
45000 [72000] 57500 [156000)
48000 [76300] 100000 (160000
50000 (80000] 105000 (168000
52500 [(34000] 108000 (172800]
£ b3 Motes
[1] 01 when indicator light appears. First time.
LaborHows  [120°
1.200 Al Models

Transfer | Frint | [one |

Maintenance Service Interval

NOTE You will be prompted to select an Engine for some models.

Option buttons below the vehicle information allow you to toggle between Severe and
Regular Interval service information. The next scheduled maintenance interval
(mileage) is highlighted in the first column of the display and scheduled replacement
and inspection items are listed in the Replace, Inspect, and Notes fields. You can pick
a different mileage interval, if desired, to view service information for a different
maintenance interval.
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2 Choose the Print button to print the information or the Transfer button to transfer a
canned job for the selected scheduled maintenance to the order.

NOTE Some scheduled service intervals are too large to transfer to the order. When this
happens, you will get a warning message. The Scheduled Services information will have
to be manually printed for the technician.

Summary

In this chapter, you learned how to create Orders. You learned how to enter Customer,
Vehicle, and Order information and how to create revisions to the order. You also
learned to create Quick Estimates and Counter Sales.

The following chapter describes OnDemand5 Estimator and its interface with the
Manager program.

204 . Chapter 6



Chapter 7
Parts and Labor Interface

Overview

The interface with OnDemand5 Estimator is a value-added software enhancement
available to all Manager users who have also purchased Estimator.

Estimator makes it possible for you to import parts and labor estimating information
from the Parts and Labor CD into your Manager orders. Using Parts and Labor's Parts
Locator feature, you can process a search request of dealerships for selected parts.

NOTE: The description of the Parts and Labor interface supplied in this chapter
is accurate as of the time of printing this User's Guide. However, Estimator is a
continually improving software program. Because of timing considerations, there
may be features in the estimating program that differ from those described in this
chapter. Refer to your estimating software User's Guide for the most current
instructions on working with the system.

Before You Begin

To access parts and labor information from Estimator, you must first have the program
installed on your computer and have the current version of the Estimating CD inserted
in your CD-ROM drive. To use Parts Locator, you must have a properly configured
modem. Refer to your estimating software User's Guide for details.

Using Parts and Labor

Before accessing estimating information, you must be in the Order panel of an order
in which you have already specified the year, make, and model of the vehicle.

To add parts and labor items from Parts and Labor to your order:

1 Select the Parts & Labor button in an order in which you have specified a vehicle.
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The Parts & Labor viewer displays.

2 Choose parts and labor items to be added to your order.

Parts & Labor Yiewer
1986 Toyota Camry DX Transfer | Close | Yiews
Labor Component Operation
All Labor+Parts ANTENNA ASSEMBLY REMOVE & REPLACE
ALTERNATOR & STARTER AUDIO SYSTEM DIAGNOSIS
¥’ BATTERY, WIRING, LIGHTS & RADIO BATTERY TESTING
v [ELECTRICAL BATTERY REMOVE & REPLACE
Includes: Test
BRAKES & WHEELS
T IBLE T R R APPLICATION LABORTIME WARRTIME SL
COOLING ¥  Each 0.5 C
TGRSR CORTHOR BATTERY CABLE REMOVE & REPLACE
DRSVESHAET.2 AXLES BATTERY TERMINALS CLEAN & TIGHTEN
EHOME DAYTIME RUNNING LAMP SENSOR  REMOVE & REPLACE
FLWEEL’ CLUTCH & GEARSHIFT CLAS TIRAC DLIRIRLINL LARADC RESCLL OO~ o DEnl A~ b
FRONT SUSPEHSION
FUEL & EXHAUST OEM Parts

GAUGES, SWITCHES, HORH & WIPER
HEATIHG & AIR CONDITIONING
REAR SUSPEHSION

HEADLAMP SEALED BEAM
NEGATIVE BATTERY CABLE

STEERING GEAR, LINKAGE & PUMPS POSITIVE BATTERY CABLE
TRANSAXLE APPLICATION PART HO PRICE ITEM
TRAHSFER CASE ¥  All Applicable Models 8212332030 68.31 1

TUHE-UF & EMISSIOH
WIHDOW MOTORS & REGULATORS

#2 Parts: $ 68.31 Labor: $ 30.00 Total: $98.31

Splitter Window

3 Click Transfer.

If you have selected parts in Parts and Labor (not just labor items), the Enter Cost of
Parts dialog box displays.

Enter Cost of Parts
P/N I Desc I Aty Cost Sale ;I
22510042 09. BEARING. Pinion [Rear) 1 1.0 0.00 70.50
9420095  10. BEARING., Differential Sid 1.0 0.00 55.50
10118669 01. FLYWHEEL 1995 Beretta 1.0 0.00 35098
Done |

Enter Cost of Parts
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Summary

This dialog box allows you to enter a cost for the parts. This cost is used by the program
in profitability calculations.

Enter a cost for each of the parts and click Done.

Parts and Labor is closed and the Parts/Labor items are added to the repair lines of your
order.

Vehicle not Defined
If you select the Parts and Labor button before specifying vehicle information, the
following error message appears:

W arning, Year, Make, Model not found in databaze.
Canmat start the Mechanical Partz & Labor Guide.

Carrect the Yehicle now?

Cancel |

Undefined Vehicle Message

You will also get this message, or a similar message, if the vehicle you've selected is
not in the Parts and Labor database. If this happens, go back to the Vehicle screen and
reselect the vehicle.

In this chapter, you learned how to copy parts and labor information from Parts and
Labor into your Manager orders. Because of timing considerations, different versions
of the Estimator product may be slightly different than described in this chapter. Refer
to the user guide that came with your estimating software for detailed instructions.
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Chapter 8
Work In Progress

Overview

This chapter describes the options available in the Work In Progress (W.1.P.) screen and
how its view can be customized for individual users. Also described, in detail, are the
options for making payments, scheduling, and viewing scheduled work in the program.

The Work in Progress Screen

The Work in Progress screen is where you access open orders. In addition to being able
to select any open order to work in, you can also easily access the other areas of the
system. As such, this is likely the screen you will most often be working in when you
are not working with an open order.

The rows of the Work in Progress screen list your shop's open orders. You select an
order by highlighting it with your mouse pointer, or by moving the highlight bar up and
down with your arrow keys.

To access the Work in Progress screen:

In Progres ¢ Select the In Progress button from the button bar.

The rows of the Work in Progress screen list your shop's open orders. You select an
order by highlighting it with your mouse pointer, or by moving the highlight bar up and
down with your arrow keys.
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The Work in Progress screen displays.

At Manager

File Edit Wiew Setup Utilities Training Wideos Help
- 2z i H ]
Bl o =2 B 82 |2 mi QP"?
WP, | CuickEst| Start ounter | Schedule| UlserList| Repaorts WEE Setup Help
T_vpel Mumber I Customer | License | Yehicle I Sched I Promised I RO
RO | 000465 Point Tech Applia | XYZ123 1995 Cheviolet - Blazer 05:00PM 107177 | 05:00PH 11/28/20 | Yes|
INV | 000475 Diez, Dito DITOD 1990 Toyota - Celica GT 05:00PH 10/21/  05:00PH 10/21720 | No
INV | 000474 Hammel. Charlie 2TLG11 1994 Honda - Accord DX 05:00PM 10/227  05:00PM 10/22/20 | No
RO | 000476 Doe-Jones, Jane | HYY15Y 1992 Nissan - Maxima SE 05:00PM 10/28/ 05:00PH 10/28/20 | No
AO__| 000483 | Fisher_ Pegoy [SAYHO [ 1993 Mercury - Capri [ 01-06PM 11/17/ [ 05:00PM 12/01720 [ No
EST | 002213 | Harking 7/24 Rep | 789GHI | 1991 Toyota - Pickup 5R5 D6:414M 117127 | 06:41AM 11/12/20 | No
RO 000493 Sellick, Tom BIG G 1996 Ford - Explorer 05:00PH 11712/ 05:00PH 11/12720 | No
C54 | 000495 Counter Sale - 06:12PM 09714/ | 05:00PH 09/14/20 | No
INVY | 000496 Dabhl, Charlie BIGRED 1987 Toyota - Land Cruiser 05:00PM 11713/  05:00PH 11/14/20 | No
50 000499 Dahl, Charlie BOVEE 1978 Volkswagen - Beetle 05:00PM 11/13/  05:00PM 11/13/20 | No
RO | 000501 Harper, Phil 98w283 1986 Toyota - Camiy DX 05:00PM 117137 | 05:00PH 11/17/20 | Yes
INV | 000502 Zomensen. Don 9467J7 1986 Cheviolet - Pickup C10 01:16AM 06/03/  05:30PM 06/03/20 | No
INY | 000504 Williamson, Troy 2000 Daewoo - Leganza SE 08:01PM 06703/ 05:30PM D6/03/20 | Mo
RO 000521  Irvin, Ed 1987 Chevrolet - 510 Blazer 11:26AM 09715/ | 05:00PM 09/15/20 | No
EST | 002270 | Ingerson. Ralph FLATSS | 1998 Audi - AB Quattro 01:06PH 09715/ | 05:00PH 09/15/20 | No
EST | 002274  Read-Me, First CLICK H | 2000 Cheviolet Blazer 11:494M 09719/ | 05:00PM 09/19/20 | Ho
< >
Purge Ests Display Schedule Payment Post Detail ‘ Order
Ready Manager Dema 5.01.004 DEFAULTUSER.

Work in Progress Screen

Options

The buttons along the bottom of the Work in Progress screen provide a number of
options for working with open orders. These options are described briefly below, and
in detail in the following sections of this chapter.

Post | Detail | Order |

Work in Progress Button Options

Purge Esls| Dizplay | Sghedule| Payment |

210
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Description

Opens a dialog box in which you can purge all
estimates older than a specified date.



Button

Display

Scheduler

Payment

Post

Detail

Order

Colors

Description

Opens the Status Display Preferences dialog box, in
which you can select the types of records that
display in the WIP grid, their sort order, and conduct
a word search in WIP.

Opens the Schedule Work dialog box, in which you
can change the assigned schedule time and date for
the work to be performed.

Opens the Apply Payments dialog box, in which you
can apply a payment to an order.

Allows you to post an invoice, moving the order from
Work in Progress into Order History.

Opens the Work in Progress Detail dialog box which
contains status information about the customer and
vehicle and allows for entering, or changing, the
Status, Location, Hat Number, and Completion Time
for the vehicle.

Opens the Order panel for the vehicle.

To ease identification, orders displayed in the Work in Progress Screen, by default, are

color coded as follows:

Color
Gray
Black

Blue

Order Type
Estimate, Counter Sale
Repair Order, Special Order

Invoice

You can change these settings in the Grid Line Settings dialog box, selected from the
Special Maintenance submenu. Refer to Chapter 3, “Shop Setup” for details.

Red Flagging In addition to color-coding types of orders, the program also
highlights entries in some data fields in red, indicating a condition that may require
attention. This type of exception highlighting is commonly known as “red flagging.”

The system automatically red flags orders whose promised date is prior to the current
date. For example, if an order was promised to be completed by February 6 and the
current date is February 7, the date in the promised field appears in red.
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You can also red flag certain vehicle location and status designations. Refer to Chapter
3, “Shop Setup” for details.

Opening an Order

To open an existing order, you go to the W.I.P. screen.

To open an order from the Work in Progress screen:

Click your mouse pointer in any cell on the row of the order you wish to access in the
order grid.

The entire row is highlighted.

|Type|Number| Customer |License| Yehicle | Schd
INY 00002 DEANE. JOHN JSD?6 63 JAGUAR - XKE 05:00PM 05
ES | 00005 | QuickEst Custo 1989 Buick - Electra Ultra
ES | 01126 |Le Fevre, Jeff | 555AB | 1993 Ford - Esco 5
RO 01121 Daly. Bil BILL-1 | 1990 Chevrolet - Co Selected Order j5

Order Selected in W. I. P. Grid

Select Order.
OR
Double-click your left mouse button on the order.

You are taken to the Order panel for the selected order.

Removing an Order

Normally, orders are removed from Work in Progress when the order is completed and
the invoice is posted. However, estimates do not always turn into actual jobs, and
repair orders occasionally get cancelled without any work being performed. These
orders will remain in the Work In Progress Grid until you delete them. As a general
housekeeping function, you will want to regularly remove orders that are no longer
needed.

To remove an order you must first open it, then remove it by selecting Remove from
the Edit menu.

NOTE: Exercise caution in removing orders from Work in Progress. Once an
order is removed, it cannot be retrieved.

To remove an Order:

Click your mouse pointer in any cell on the row of the order you wish to access in the
order grid.



Cut Ctrlx
Lopy ChlC
Paste Ctrly
Delete Del
[Elean(Eustamen

Femaye Eustamen
Femaye YEhEE

The entire row is highlighted.
2 Select Order.
OR
Double-click your left mouse button.
The selected order opens.
3 Select Remove Order from the Edit menu.

A dialog box asks that you confirm your request.

Fiemove this Repair Order
from the database?

Remove Order?

4  Seclect Yes.

If the order is an estimate, or quick estimate, it is removed and you are returned to the
Work in Progress grid. If the order is a repair order or invoice, an additional dialog box
prompts you to enter a reason.

History Log E
All Order/l i b are ded in a history log.
Pleaze enter reason for ing thiz Order/l

Customer cancelled.

Lancel |

Remove Reason

5 Enter a reason and choose OK to remove the order.
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Purging Estimates
Selecting Purge Ests. in the Work in Progress screen initiates a procedure to delete any

estimates created before a specified number of days. Use this procedure to clean up old
estimates in your Work in Progress screen.

Purge Estimates x|

Thiz purge will permanently delete all E stimates older than the number
of days specified below. The age of an Estimate iz based on the

date the Estimate was created. Prior to the actual deletion. you will
will be notified of the number of Estimates that will be removed.

You may cancel this purge if the ber of Estimates to be d
iz not acceptable.

1 pre-upgrade Estimate(s] have been found. These Estimates
were created prior to the last sof | and theref have
no creation date.

Purge all of these pre-upgrade Estimates now? 1 Yes & No

Remove All Estimates older than da_v[s] ‘

LCancel |

Purge Estimates

Text within the dialog box details the procedure. Just specify the number of days, click
the Yes option button and click OK.

Scheduling is done in the Schedule screen, where you can work with scheduled orders
displayed by day, or by month, and in the Schedule Work dialog box, where you can
edit the system-assigned order completion time and date.

When an order is created, the system automatically schedules it for completion that
day. You can change the scheduled date and time as desired. You can also add non-
order generated items to the schedule.

Schedule Screen

The Schedule screen is comprised of two panels: one showing scheduled orders by day,
and the other displaying scheduled orders by month. The Schedule screen is opened by
selecting the Schedule icon from the toolbar.

To open the Schedule screen:

® Select Schedule from the toolbar.



The Schedule screen opens.

} Schedule [_1o]x]
—— ]
July ES ES| 1996
Sun Mon Tue Wed Thr Fri Sat
1 2 E 4 5 5}
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
1 Jobs
0.00 Hrs
28 29 30 3
e N Edit Detete | Exit |

Schedule (Month View)

NOTE: The Schedule screen automatically opens to the date and view that it was
in when last used.

Month View The Month view of the schedule provides summary information
(number and total hours) on the jobs scheduled for each day. You can use this panel to
provide an assessment of your shop's overall work flow for the month.

You can use the forwards and backwards buttons to change the month and year of your
schedule view.

May >I<l 1995

Forwards and Backwards Buttons
You can switch to the Schedule Day view by selecting the Day thumb-tab or by double-

clicking on the desired day with your mouse pointer.
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To switch to the Schedule Day view:

® With the desired date highlighted, select the Day thumb-tab at the top of your
display.

OR
¢ Double-click your mouse pointer on the desired date.

The Schedule screen switches into the Schedule Day View.

= Schedule !
Month ] Day
< Monday, 15 == May, 1995
Time Est. Hrs. Customer Categoy Type + Number i

05:00 p 0.00 PATR Posted (4

05:00 pm 3.00  SANDERSON. PETER | Drivetrain EST 1132

05:00 pm 0.80 EGAN, GLENDA Emission Control RO 1103 asdfasdf fdsal
05:00 pm 0.00 ABBOTT. ROBERT INV 1102

05:00 pm 9.71 Burt's Balloons Engine Mechanical INV 1106

Total Estimated 13.51

Estimate | | Print |  Add | Edait | oeiete | [ Exmt |

Schedule (Day View)

Schedule Day View The Day view of the Schedule screen provides details on the
jobs for each day.

You can page forward and backwards between days, and months, using the forwards
and backwards buttons.

Thursday, 15 [>[<] June, 1995

Forwards and Backwards Buttons



1

The schedule grid contains the following fields:

Field
Time

Est. Hrs.

Customer

Category
Type + Number

Notes

Description
The time the order was promised for completion.

An estimate of the number of hours required to
complete the repair.

The Customer, or Company, requesting the
repair(s).

The category of the repair work.

The order type or status. Possible Types would
include: Scheduled (non-order schedule item),
Estimate, Order, Invoice, Posted (Invoice).

Room for the free-form entry of notes into the
record.

The Day view of the Schedule screen also contains a number of button options.

|E§timate|

|| Edit || oeee || Ext |

These options are briefly described below:

Button
Estimate

Add

Edit

Delete

Exit

Description
Opens a selected order to the Order panel.

Opens the Schedule Work dialog box, allowing for
the addition of a scheduled item.

Opens the Schedule Work dialog box with the data
from the selected item displayed. You are able to
freely edit any of the fields in the dialog box.

Allows for removal of a schedule item that wasn't
created by an actual order (non-order item).

Closes the Schedule screen.

To add an item to the Schedule:
In the Schedule Day panel, select Add.
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The Schedule Work dialog box appears with empty data fields.

NOTE: Use the Add command only to add a non-order item to the schedule. For
example, to reserve a block of time for a major, but unconfirmed, repair. When
the actual order is generated, it should be scheduled into the reserved time block
and the original scheduled item should be deleted.

2

3

Complete the data fields (described in the following section, “Schedule Work Dialog
Box”).

Select OK to save your entries and exit.

To edit an item in the Schedule:
In the Schedule Day panel, with the desired schedule item selected, choose Edit.

The Schedule Work dialog box appears with data from the selected item displayed in
the appropriate fields.

Edit the data fields (described in the following section).

Select OK to save your entries and exit.

Schedule Work Dialog Box

As discussed earlier, all orders are automatically scheduled at their time of creation.
The Schedule Work dialog box allows you to reschedule the order as necessary. This
dialog box can be accessed via the Scheduler button in the Work in Progress screen, by
using the Add or Edit buttons from within the Schedule dialog box, or from within the
Order Options dialog box.

To reschedule an order:

Using your mouse or arrow keys, highlight the row of the order you wish to access in
the Work in Progress screen.

The entire row is highlighted.
Select Scheduler.
OR

From within the Schedule dialog box, select Add to add a new order, or select a current
order and select Edit.

OR
From within the Order panel, select Options and then Schedule Work.



The Schedule Work dialog box appears.

Schedule Work g|

Notes

Mame [Last. First] |

Scheduled nAazzm 3]

Estimated Hours |4.90

Cust # |

Promised [5:00 PM_ [12/01/2000 [%]]

Category | Clutch j

Replace clutch

Estimate # 2184 Hours 4.90
Status |W'ailing For Parts j
| LCancel | Ok |

Schedule Work

3 Edit the fields of the dialog box as desired. The Schedule Work dialog box contains the

following fields:

Field
Name

Scheduled

Promised

Category

Description
Customer's name.

The time and date the work is scheduled to be
completed. When the order is created, the program
automatically enters the time you created the order,
and the current date. The Scheduled time and date
can be overwritten as necessary.

The time and date the completed order has been
promised to the customer. When the order is
created, the program automatically enters the
default time that you entered during setup (for
example, 5:00 pm), and the current date. The
Promised time and/or date can be overwritten.

The Category of the repair work.

Note: This field is for schedule reference only. It
does not overwrite the Categories assigned to parts
and/or labor operations.
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Field Description

Estimated Hours The number of hours the order is scheduled to take.
Again, this number is for schedule reference only
and does not affect the actual number of hours used
in calculating the total cost of the order.

Notes Any notes that you wish to add to the schedule.
Estimate # The original Estimate number.

Hours The hours of the Order.

Status The status of the vehicle repair as selected from a

pull-down choice list.

Find Customer Opens the Customer List so that you can pick an
existing customer. Important Note: When adding an
item to the schedule: If the customer has been to your
shop before: it is highly recommended that you use the
Find Customer feature to locate the customer. This is the
easiest way to enter a customer and it prevents adding the
same customer twice. Type in as much of the customer's
name as you know in the Name (Last,First) field and click
Find Customer. The Customer List displays matches to
your request. Choose the customer from the list.

If it is a first-time customer: type in the Last and
First names.

4  Select OK to save your edits and close the dialog box.

Payment

The Payment selection from the Work In Progress screen or the Order Options dialog
box brings up the Apply Payments dialog box. You can use this dialog box to make a
full or partial payment on an order or to split payments between two payment types.

Applying Payment in Full
Most of the time, when you need to make a payment, it will be to pay off the entire
balance of the invoice.

220 . Chapter 8



To make payment in full on a repair order or invoice:

1  With the order highlighted in the Work in Progress grid, select Payment.

NOTE: You can also open the Apply Payments dialog box from within the Order

Options dialog box.

The Apply Payments dialog box appears.

Apply Payments x|
Customer Name Doe-Jones. Jane
Charged Balance 0.00

Credit Balance 0.00

Charged Balance does NOT include this Invoice.

Check / Reference i I

History | Apply Cledill

In¥oice Amount 1149.73
Amount Paid 200.73
Inv¥oice Balance 949.00
Date [11/2171999 %]

Payment Type I\I"isa vl
Payment Amount |949.|]|]

Authorization # I

Cancel |

2 Complete the fields of

Field/Option
Date

Payment Type

Payment Amount

Check/ Reference #

Authorization #

Apply Payments

the dialog box:

Description

Current date fills in automatically—change if
necessary.

Choose a payment type—cash, check, or charge
(American Express, Visa, etc.).

The total due fills in automatically—overtype if
necessary.

Fill in check number, if applicable.

The credit card authorization number—enter if
applicable.

Work In Progress
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Field/Option Description

History Opens the Payment History dialog box, in which you
can view a history of payments for the current
invoice or for the current customer.

Apply Credit Allows you to apply a credit, if available, to the
current invoice.

Pay Select Pay to make a payment and remain in the
Apply Payments dialog box. Use this command if
you wish to split payment between two Payment
Types (for example, Cash and Visa). After clicking
on Pay, if there is a balance due, the program will
ask if you wish to “Post Additional Payments Now?”.

You will remain in the dialog box where you can
make additional payments as necessary. Refer to
the “Splitting Payments” section later in the chapter
for details on splitting payments between payment
types.

Done Select Done when you are finished working in the
Apply Payments dialog box.

3 Select Done.

If you have paid less than the full invoice amount, a message box asks if you want to
post additional payments.

4  Select Yes to post additional payments.
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Once the invoice has been paid in full, a dialog box asks if you want to post the invoice.
Posting an invoice closes the invoice record from Work In Progress into Vehicle
History.

NOTE: Posting an Invoice should not be confused with posting payment. When
you post a payment, you are merely applying payment towards the unpaid
balance on the order. When you post an invoice, you are closing the order. The
record is closed out of Work In Progress and a history record is created.

Invoice balance is now 50.00
Post this Invoice?

Post Invoice?

5 Select Yes to Post the Invoice.

Applying a Partial Payment
Occasionally, you may need to make a partial payment on an order, as in the case of a
customer leaving a deposit.

To make a partial payment:
1  With the order highlighted in the Work in Progress grid, select Payment.
The Apply Payments dialog box appears.

NOTE: You can also open the Apply Payments dialog box from within the Order
Options dialog box.

2 Overtype the total in the Payment Amount field with the amount you wish to pay.
3 Complete the remaining fields of the dialog box.
4 Sclect Pay.
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5

A message box asks if you want to post additional payments.

Manager

P

\_./ Post additional payments now?

Post Additional Payments?

Choose No.

The new invoice balance will be reflected the next time you open the Apply Payments
dialog box.

Splitting Payment Types

Occasionally, you may need to split a payment between two payment types. An
example of this situation might be an instance where a customer desires to pay part of
an invoice in cash and part of it by credit card. The following procedure details the
steps that would be undertaken to accomplish this task.

To split payment of an order between payment types:
With the order highlighted in the Work in Progress grid, select Payment.
The Apply Payments dialog box appears.

NOTE: You can also open the Apply Payments dialog box from within the Order
Options dialog box.

2
3

Select Payment Type.

Overtype the total in the Payment Amount field with the amount to be applied by the
first payment type.

Select Pay.



The payment is posted and the outstanding balance reduced. A message box asks if you
wish to post additional payments.

Manager

P

\_./ Post additional payments now?

Post Additional Payments?

Select Yes.
The Apply Payments dialog box displays again.
Repeat Steps 2-5 as many times as necessary to post additional payments.

Select No in the Post additional payments now message box when all payments have
been posted.

OR

Select Done in the Apply Payments dialog box to post payment of the remaining
balance in full. An additional message box asks if you wish to post the remaining
balance of the invoice.

Select Yes to post the remaining balance for the invoice.
A message asks if you want to post the invoice.

Select Yes to post the invoice.

OR

Choose No if leaving the remaining balance unpaid.

Posting an Unpaid Invoice

In addition to posting a paid invoice, you are also able to post an unpaid invoice by
charging the balance to a house credit account. Doing so creates an account receivable
for which the customer can later be billed.

To post an unpaid invoice:

With the order highlighted in the Work in Progress grid, select Post.
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The Posting Date dialog box displays the current date in the Post Order With This
Date.... field.

| Post Order With This Date..... | 11/21/1999 [ %] ‘

Lancel |

Posting Date

2 Enter or select a new date if desired.
NOTE: The capability to change the posting date is provided primarily for

instances where you unpost an invoice and then re-post the invoice on a later
date. Normally you will not change this date.

A dialog box asks if you wish to charge the remaining balance to the customer.

Invoice balance = §575.54
Charge balance to customer?

Charge Balance to Customer?

3 Select Yes to post the invoice.

The invoice record is closed from Work in Progress into Vehicle History. An account
payable is created for which the customer can later be billed. Refer to “Batch
Payments” in Chapter 9, “History” for details on making payments on posted orders.

Work In Progress Detail

The Work in Progress Detail dialog box provides summarized information about a
single, selected order. The information fields are the same as in the Work in Progress
screen. You are able to update Vehicle Status and Location, Hat No., and Completion
Time/Date in this dialog box.

To open the Work in Progress Detail dialog box:
¢ With the desired order highlighted in the Work in Progress grid, select Detail.
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OR

® Right-click your mouse pointer on any WIP item.

The Work in Progress Detail dialog box displays.

Work In Progress Detail E
Update Fields ——————————————
| Invoice 000225 | [
Status
Mame Crites, Matty IW’ailing For Parts j
License SWZOIL ILF;":"’"‘L’" 3
ear Lot -
Year/Make/Model 1985 Toyota - Corolla LE Hat #t Reference i
Service Wter  Flores. Nick |1 7 I
Phone Numbers Time/Date In Schedule Time/Date
Home Ext. [8:30aM [3/18/96  |[#] [S:00PM | [3/18/96 (%]
31[2:;??-39?3 Completion Time/Date Promized Time/D ate
BT [8:30aM [3/18/96  |[#] [S:00PM | [3/18/96 (%]

I~ Repair Order Printed

[¥ Invoice Printed

Lancel |

Work In Progress Detail

The Work In Progress Detail dialog box contains administrative information about the
customer and his vehicle, the service writer, the scheduled and promised time, and the
time that the vehicle arrived in the shop. In addition, the Work In Progress Detail dialog
box contains the following fields that can be edited.

Field

Status

Location

Hat No.

Reference #

Phone Numbers

Description

Choose from available status designations (for
example Waiting For Parts, or Completed) or type in
a status designation.

Choose from available shop locations (for example,
Rack #1, or Paint Shop) or enter a location
designation.

The Hat, or Tag number, or other identifier.

Identifying number that you add to the order in the

Order screen or Work In Progress Detail dialog box.
You can use this field for any purpose you like (Cab
#, for example).

Customer's home and office phone numbers (if
available).
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Field Description

Time/Date In Enter the time and date that the car entered the
shop.

Completion Time/Date Enter the time and date that the work is expected to
be completed.

Schedule Time/Date The time and date that the work is scheduled to be
completed.

Promised Time/Date The time and date that the work is promised to be
completed.

Repair Order Printed  Box is checked if Repair Order has been printed.

Invoice Printed Box is checked if Invoice has been printed.

Customizing your Screen View
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The program offers the ability to customize the look of your screens to fit the
individual needs of system users. You are able to specify which records
(Estimates/Repair Orders/Invoices/Counter Sales) are displayed in the Work In
Progress screen as well as choose a sort order based on a number of criteria. You can
look up a record in W.I.P. based upon a specified word or character string. You can also
change the size and placement of the columns in the W.L.P. screen and certain other
order entry screens.

Status Display Preferences

Selecting the Display button in Work In Progress opens the Status Display Preferences
dialog box. These settings are user-specific, that is, they remain in effect for the
currently selected user until a different user logs on to the system or different
preferences are specified.

You can use this dialog box to choose a Sort Order for the Records viewed in the Work
In Progress grid and to choose which types of records to display.

To change your Work In Progress screen display preferences:

Select the Display button in Work In Progress.



The Status Display Preferences dialog box displays.

Status Display Preferences E
~Sort Order———— [ Show Record Types
" Type of Record ™ Estimates
" Customer I~ Repair Orders

" Scheduled Time ™ Invoices
" Promised Time I” Counter Sale
~ Location ™ Special Order
v
 Status F Al
& Default
-5 h Word
" Display Phone I

[Gort] _ox |

Status Display Preferences

2 Choose a sort order in the Sort Order box, if desired.

— Sort Order

" Type of Record
" Customer

" Scheduled Time
" Promized Time
" Location

" Status

& Default

Sort Order

NOTE: The default sort order is by Order # (oldest order first, based upon
creation date).

The Work In Progress screen sorts in ascending alphanumeric sequence (for example
1,2,3..,ora,b,c...).

3 Click the Display Phone setting, if desired to display customer phone numbers in the
Work In Progress and Order screens (800x600 resolution, or greater, required).

4 Choose which types of records (Estimates/Repair Orders/Invoices/Counter Sales) you
wish to display, if desired, in the Show Record Types dialog box.

OR
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Select All to select all record types.

Show Record Types
™ Estimates
" Repair Orders
™ Invoices
™ Counter Sale
" Special Order

I Al

Show Record Types

NOTE: The default is to display all record types.

Select OK to save your Work In Progress screen display preferences.

The Work In Progress screen reflects your saved preferences. These settings are valid
every time the specified user uses the system. Refer to the “User List” section later in
the chapter for details.

Word Search The Status Display Preferences box also allows you to search for a
record in the Work In Progress screen based on a word or other character string. You
are able to conduct a word search on any entry in the following data fields:

¢ Customer Name

¢ License Number
® Status

® Location

® Year/Make/Model

You can search for a part of a word (for instance, a search on “JO” would result in
selection of “JONES”). You can also use the “%” character as a “wild card,”
substituting it for an unknown character or group of characters. For example,
“SM%TH,” or even, “S%H” will yield “SMITH.” Just remember that the more
characters that you substitute for, the higher your probability of unwanted matches to
your search.



To conduct a word search:

1 In the Status Display Preferences dialog box, in the Search Word text entry box, type
the word or character string on which you wish to conduct your search.
Search Word
IJunes
0Ok
Search Word
2 Select OK.

The Work In Progress grid displays the records which match your search criteria.

Sizing/ Rearranging Columns

The Work In Progress and certain other screens allow you to customize the width and
positioning of the displayed grids. These settings will remain in effect for the currently
selected User (refer to the “User List” section later in the chapter) until different
column width and position choices are made.

To resize a column's width:

Move your mouse pointer directly over the right edge of the column heading of the
column you wish to resize. The mouse pointer will change its shape as shown to the
left.

Holding down your left mouse button, drag the column border to increase or decrease
the column width, as necessary. When the column width is the desired size, release the
mouse button.

To rearrange a column's location in the grid:

First, select the column you want to move by clicking on the column heading to
highlight it.

Hold down the Shift key with your mouse pointer directly over the heading of the
column that you wish to move, press, and hold down your left mouse button.
Your mouse pointer changes to the pointer shape shown to the left.

Move the mouse pointer arrow to the grid location to which you wish to move the
column.

Release the mouse button.
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The column is moved to its new location.

User List

As described above, the program offers the ability to customize the look of your
screens to fit the individual needs of system users. The User List offers users the ability
to save these custom view settings.

To open the User List:

¢ Select the User List Button.

OR

® Select User List from the View menu.

The User Selection List dialog box displays the users from your shop.

= User Selection List

Clyde
Dale

Dan

Ed

Jeff
Raymond

[ Ada || Delete | [Defautt]

User Selection List

The User List is where you select the current user of the system. You should always

select a user, normally yourself, before beginning to work in the program. That way,
any screen view settings that you change during the course of your session are saved
for you the next time you use the system.

The following screen view settings are controlled by the user:

* Display for Work-In-Progress Grid - The sizing and placement of columns in the
Work-In-Progress grid.

¢ Display Sort/Filter for Work-In-Progress Grid - The types of orders (Estimates,
Repair Orders, Counter Sales, etc.) that are displayed, and their sort order, in the
Work In Progress grid. These settings are selected in the Status Display Preferences
dialog box described earlier in the chapter.



* Display for Order Grid - The sizing and placement of columns in the Order grids
(Estimate, Repair Order, Special Order, etc.).

® Last Four Orders List - The File menu lists the last four orders that the user
worked on for quick retrieval.

¢ Schedule Position and Size - The program “remembers” the screen position and
size of the schedule when the selected user last worked with it.

¢ Inventory List Sort Order - The sort order (by Part Number or by Description)
that the Inventory List is initially sorted by.

® History Screen Display - Determines whether the history screen will initially
display by Customer or by Vehicle.

To select the current user:
Click your mouse pointer on the desired name to highlight.
Select OK.

The User Selection List closes and your screen view changes to reflect the attributes
of the selected user. Any changes made to screen view settings (as described in the
previous sections) will be saved as part of the selected user's profile.

You are also able to add and delete users in the User Selection List and to change the
screen view back to default values.

To add a user:
In the User Selection List, select Add.

You are prompted to enter a user name.

| New user name IBoh ‘

Enter User Name

Enter the user name.
Select OK.

The new user is added to the User Selection List.

To delete a user:

In the User Selection List, with the user you wish to delete selected, choose Delete.
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You are asked to confirm your deletion.
2 Select Yes.

The user is removed from the User Selection List.

To restore a user's view to default values:

1 In the User Selection List, with the user whose view you wish to restore to default
values selected, choose Default. Restoring a user's view returns the screen view
settings to the original state.

You are asked to confirm your request.
2 Select Yes.

Your screen view settings are returned to their original state.

Summary
This chapter described the options available in the Work In Progress screen and how
its view can be customized for individual users. Also described, in detail, were the
options available for scheduling, and looking at scheduled orders.
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Chapter 9
History

Overview

Once an order is closed by posting the invoice, a history record is created. This record
contains all of the pertinent information about the service that was performed as well
as providing a history of all payments. If the invoice has not been paid, an account
receivable is created. The customer balance is tracked in history until it has been
satisfied. the batch payment facility makes applying payment to a group of posted
invoices a breeze.

This chapter details the options available for working with historical records and for
making batch payments.

Find History Record

The Find History Record allows you to quickly locate a history record from anywhere
in the system. Using the Find History Record command, you can quickly search the

database for the history record for a given invoice based upon the invoice number, or
alternatively, you can search the database for all history records for a selected vehicle.

History Search (by Invoice number)
The Find History Record selection allows you to quickly find a history record based
upon an invoice number. This capability is particularly useful in locating posted

Ukilities

Find Customer F3

Find History Record F4 invoices in order to make payments.

Batch Payment F5

Patt Kits . . .

Canned Jobs To find a history record based on an invoice number:
Export Packages

Import Packages 1 Select Find History Record from the Utilities menu.
Customer Screen

Wehicle Screen OR

End Of Day Press [F4].
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The Find History Record dialog box appears. Depending upon the previous selection,
the Invoice or Vehicle Panel displays.

Find History Record x|
[ oo [T
Invoice #
Invoice I D ate I Name I Amount Iﬂ
000503 0670372001  ‘Whitebrad, Temny 45.00
000502 0670372001  ‘Weller. Don 0.00
000500 11/13/2001  Hanlon, Doug 393.44
000498 11/13/2001 | Dahl, Charlie 13915
000497 11/13/2001 | Dahl, Charlie 131.81
000494 05/13/1999  Winn, Billy 36.412.10
000492 1171242001  Hanlon, Doug 347.22
000491 1171242001 | Dahl, Charlie 17967
000490 1171242001 | Dahl, Charlie 45572
000489 1171242001 | Dahl, Charlie 241.61 LI

Sort Order: & Invoice ¢ Date Cancel | View Hecoldl

Find History Record (Invoice Panel)

2 Type the invoice number in the Invoice No. field and press Enter.

NOTE: You do not need to enter the Q's, if any, at the front of the invoice number.

OR

Highlight the invoice record for which you wish to view the history record and select
View Record. Use your scroll bar to view additional invoice records, if necessary.



The History Screen displays the historical record(s) for the vehicle with the selected

invoice number highlighted.

M Manager {:”Elgl

File Edit view Setup Utiities Training Yideos Help
= 2 — = g "
4 = v tel
= &=, oo | et | 2
WP, | Cluick Est Start Counter Schedule | LiserList | Reports WEE Setup Help
| Prodigy. Robert 1986 Chevrolet Pickup C10 [PY0-577) [1 4.3] Home: 619-539-6680 Office: B19___-
Cosomer_|_vonte_|
Display (" Customer & Vehicle [~ Show Categories
Date | Invoice ## | License | Vehicle | Category | Cust
03/20/2000 0000238  PV0-577 1986 Chevrolet - Pickup C10 Proidigy. Robert
03715/2000 [ 0000204 | PVD-577 | 1986 Cheviolet - Pickup C10___ | [ Proidiay. Robert
|| >
Un-Post Invaice | [ Search Criteria: None Print | Search | [ Detail Exit
Ready Manager Demao 5.01.004 DEFAULTUSER
History Screen

History Search (by Vehicle)

The Find History Record selection allows you to quickly find a history record for a

specified vehicle type.

The program offers you the ability to search for history records based upon vehicle

information (for example, 1993 Honda Accord LX) and/or for history records

containing certain types of repairs (for example, Transmission Rebuild). This powerful

capability is especially useful when used in conjunction with the copy and paste

capability to create repair lines for a new order from the repair lines of a history order.

This capability is described later in the chapter.

To find a History Record based upon Vehicle Information:
Select Find History Record from the Utilities menu.

OR

Press F4.

The Find History Record dialog box appears.

Select the Vehicle tab if not already selected.

History

237



238

Chapter 9

The Vehicle panel of the Find History Record dialog box displays.

= Find History Record

Invoice

Year [1995  [¢]
Make |Jeep IEI Search

Model |Cherokee SE E

Word Search | Transmission

Invoice I D ate I Name I Amount

¥

Lancel I Yiew Hecoldl

Find History Record (Vehicle Panel)

Select, as known, Vehicle Year, Make, and Model.
AND/OR

Enter the text you wish to search for in the Word Search field (Battery, Oil Change,
etc.). You can search on a part of a word (for instance, a search on “BAT” can result
in a selection of “BATTERY.” You can also use the “%” character as a “wild card,”
substituting it for an unknown character or group of characters. For example,
“BATT%RY,” or even, “B%Y” will yield “BATTERY.” Just remember that the more
characters that you substitute for, the higher your probability of unwanted matches to
your search request.

Select Search. A dialog box informs you of the progress of your search.

Word Search E

Word Search phrase; TRANZMISSION

Records Searched: 95, Matches found; 2

Search Progress



After a moments processing, the grid area displays any match(es) to your search
request.

Highlight the desired History Record and select View Record.

The History screen displays the history records for the selected Customer or Vehicle.

M Manager IZ”E‘El

File Edit Wiew Setup Utiities Training Videos Help
= = 3 = v tal H]
A = || = a3
_wilp. | CuickBst| Start | Counter | Schedule| LiserList| Reparts WEE Setup | Heln
| Prodigy. Robert 1986 Cheviolet Pickup C10 [PYD-577) [1 4.3] Home: 619-539-6680 Office: 619-___ -
Customer |  Vehicle |
Display " Customer ' Vehicle [~ Show Categories
Date | Invoice # I License I Vehicle | Category | Cust
03/20/2000 0000238 PYV0-577 1986 Chevraolet - Pickup C10 Proidigy. Robert
03/15/2000 | 0000204 [ PVD-577 [ 1986 Chevrolet - Pickup C10__ | | Proidigy. Robert
|| >
Un-Post Invoice Search Criteria: None Print | Search | Detail | Exit |
Ready Manager Demo 5.01,004 DEFALLTUSER
History Screen

History Screen

This screen allows you to access all of the History records (closed Invoices) for a given
vehicle or customer. The grid displays all of the history records for the customer or
vehicle depending upon your display selection.

Option Description

Display for: (option Choose between displaying all history records for

button) the current customer, or for just a single vehicle.

Un-Post Invoice Allows you to re-open an invoice into Work-In-
Progress.
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Option Description

Search Allows you to search the Part Number and
Description fields of the history records displayed in
the History panel.

Detail Opens the History Detail dialog box.
Un-Post Invoice You must unpost an invoice if there are any changes that need to
be made to the posted invoice other than payments. The Un-Post Invoice command

closes the history record and re-opens the invoice into Work-In-Progress. Any unpaid
balance is returned to the invoice and removed from Accounts Receivable.

To Un-Post an Invoice:

Un-Postinvoice 1 With the desired invoice highlighted, select Un-Post Invoice.
A dialog box asks that you confirm your request.

9 Un-Post this Invoice?

Un-post Invoice?

2 Choose Yes to un-post the invoice.

Search The Search Criteria field allows you to enter a text string on which the
program will search the Part Number and Description fields of the history records
displayed in the History Panel. Once you have conducted your search, only those
history record(s) which match your request are displayed in the History Panel.

To initiate a History Panel word search:

1 In the History Panel, select Search.
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The Enter Information dialog box displays.

| Search ClileﬁalBXY ‘
e

Enter Information

Enter the text you wish to search for (Battery, Oil Change, etc.). You can search on a
part of a word (for instance, a search on “BAT” can result in a selection of
“BATTERY.” You can also use the “%” character as a “wild card,” substituting it for
an unknown character or group of characters. For example, “BATT%RY,” or even,
“B%R” will yield “BATTERY.” Just remember that the more characters that you
substitute for, the higher your probability of unwanted matches to your search request.

Select OK.

You are returned to the History Panel, with only those history records matching your
request displayed.

History Detail Dialog Box The History Detail dialog box allows you to view
comprehensive information about the invoice including parts and labor detail, along
with payment history.

To open the History Detail dialog box:
® With the desired invoice highlighted, select Detail.
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The History Detail dialog box displays.

History Detail g|
Diez. Dito Wiitten By | Invoice # |000470
19390 Toyota .

e G0 Promised [3:00 PM [107311997 Odom. In
DITO D Hat #t / Ref 8 | [ Out
| Time | Rate | Description | Aty |Exlended| Sale | Price | List | Part Ho. |M[gC
>» 0.50 60.00  TwO WHEEL ALIGNMENT 30.00 30.00 0.00 0.00
0.30 60.00 | Lube-0il-Filter 18.00 18.00 0.00 0.00
+ 0.00 Ol Filter - Fram 1.00 5.25 5.25 5.25 0.00  ph3657
+ 0.00 | Engine Oil - Castrol 10w40 4.00 8.00 2.00 2.00 0.00 10wd0c
0.00  Change your oil every 3.00 0.00 0.00 0.00 0.00
< ¥
Parts Labor Sub Total Haz Mat. Supplies Tax Total
Invoice 13.25 48.00 61.25 2.00 3.00 1.26 67.51
E stimate 13.25 48.00 61.25
Payments | Payment History | Detail | Print Fax

History Detail

Aside from allowing you to view detailed invoice information, the History Detail
dialog box provides the following options:

Option

Payments

Payment History

Detail

Print
Fax

Done

Description

Allows you to view a history of payments, apply a
payment to an unpaid balance, and to post
payment(s).

Opens the Payment History dialog box, allowing you
to view all payments for the selected Invoice or
Customer.

Allows you to view detail about the selected repair
line.

Sends a copy of the invoice to the printer.
Allows you to fax using the Faxman driver.

Returns you to the History panel.



Copying Repair Lines from a History Record One exciting aspect of the
vehicle history capability is that you can copy information from a history order to a
current order.

For example, while preparing an estimate for an engine rebuild on a '68 Chevy Pickup,
you may recall that you prepared a similar estimate in the past. Rather than having to
put together the estimate from scratch, you can copy repair lines from the historical
order and paste them into the new order. Your parts, labor, and tax rates are
automatically updated to current values.

As another example, you may have a regular customer who comes in every three
thousand miles for an Oil Change/Lube Job. Once you have begun the order, and
selected her name in the Customer panel, simply click on the History tab to view her
history records, open a history record for a previous Oil Change/Lube Job, copy the
repair lines, and paste them into your current order. Your order is complete without you
ever having to look up a part, labor item, or canned job.

To copy repair lines from a history record:

NOTE: This procedure details one method of copying information from a history
record into an estimate. Actually, there are a number of different ways that
copying and pasting can be employed within the program. And you aren't limited
to copying from history—you can also copy from one open order into another,
from a canned job into an order, etc. In any case, the procedure is essentially the
same as described below.

1 Locate the history record from which you wish to copy repair lines. Refer to Find
History Record (By Vehicle), if necessary.

2 Select Detail to open the History Detail dialog box.
3 Highlight the line items you want to copy.
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Highlight cells by moving your mouse pointer to a cell in the first row in the range of
rows you wish to copy and, holding your left mouse button down, dragging the mouse
pointer to a cell in the last row in the range.

History Detail | %]
Hanlon, Doug Written By IMBaIey, Rich Invoice #f | 000492
1991 Toyota .

Pickup SRS Promised |6:38 AM [11n2/97 Ddom. In [66561
456DFE Hat # / Ref #t | | Dut [0
I Time I Description I Qty I Sale I Extended I Tech Name I Part No. I Rl
+ Distributor Cap 1.00 25.16 25.16  Bailey, Tina 124262646 |
+ Rotor. ignition 1.00 13.45 13.45 | Bailey. Tina 124266453 I
+ Gas Filter 1.00 22.45 22 45 | Bailey. Tina 124152525 |
+ Air Filter 1.00 14.81 14.81 | Bailey. Tina af2303 |
-
d1 +
Parts Labor Sub Total Haz Mat. Supplies Tax Total
Invoice 134.09 197.50 331.59 2.00 3.00 10.63 347.22
Estimate 134.09 197.50 331.59
Payments | Detail | Print Fax | Done I
History Detail

Release the mouse button. The rows are highlighted as shown in the figure above.
Press Ctrl + C to copy the repair lines.

Select the In Progress icon to open Work In Progress.

Open the Order you wish to paste into.

Select Paste from the Edit menu.

OR

Press Ctrl + V to paste the selected repair lines.

A dialog box asks if you wish to update your parts cost from inventory.

Select Yes. The repair lines are added to your order.

Batch Payments

Litilities

Find Cuskomer F3
Find History Record Fa

EBiatch Payment FS

Part Kits

Canned Jobs
Export Packages
Import Packages

Customer Screen
wehicle Screen

End OF Day
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The Batch Payments dialog box allows you to quickly apply a payment, or a set of
payments, to invoices. You would normally make batch payments to the posted orders
of a customer with an in-house credit account (for example, a fleet customer).

To apply a batch payment:
Select Batch Payment from the Utilities menu.
OR

Press [F5] while in any program screen.



The Batch Payments dialog box appears.

Batch Payments

]

|
Hame ‘ |
Date |06/04/2004 Current Balance
Type |Visa - Charged 0.00
Amount |0.00 Credit 0.00
Reference #
Authorization #
Date I Invoice i I Invoice For Amount | Balance I Papment |
| | | | Lowe

Batch Payments (empty)

The fields of the screen are initially empty, as displayed in the previous figure.

Select the Name or Company button to open the Customer List to select a customer.

Select a customer from the Customer List.

The Batch Payments dialog box displays all of the invoices for the customer with

unpaid balances.

Batch Payments

Cust. ID: |000186

Hame |Fetlingel ‘Allicia

Company | [~ Print Receipt

]

Date |06/04/2004 E Current Balance
Type |Visa - Charged 50.95
Amount |[0.00 Credit 0.00
Reference #
Authorization #

Date | Invoice # | Invoice For Amount | Balance Payment
06/04/2004 | On Account 1.00 1.00 j0.00
03/07/2004 | 0000190 1991 Ford - Escort LX 3814 39.95 0.00
06/04/2004 | Late Fee 10.00 10.00 0.00
History | NSE | Auto Distribute | Apply | Delete Fee| Clear ‘ Save | Done |

Batch Payments (w/ customer selected)

History
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The current date is automatically entered in the Date field and the default payment type
is automatically entered in the Type field. You can select a different date or payment
type from the pull-down choice lists if necessary.

4  Choose Print Receipt, if you would like to print a receipt of the payment.
5 Enter the amount of the payment in the Amount field.
NOTE: You can skip this step if you plan to Auto Distribute payment in full (refer

to Step #7).

6 Enter the Reference # and/or the Authorization #, as necessary.

7 Apply the payments to the posted invoices. There are two ways you can do this. You
can:
® Choose Auto Distribute to distribute payment among invoices.
OR
® Apply payments to the invoices individually.
Each of the payment methods are described in the following sections.

8 Click the Delete Fee button to delete late fees for the selected customer.

9 Select Save to save your batch payment(s) while still remaining in the Batch Payments

dialog box.
OR

Select Done to save your batch payment(s) and exit the dialog box.

Auto Distribute  Automatic distribution is the easiest way to apply a payment to
an invoice, or a group of invoices. Once you have entered a payment amount, simply
select Auto Distribute to apply that amount beginning with the oldest invoice and
working forward chronologically through the posted invoices. If you wish to
automatically distribute a payment in full, you don't need to enter anything in the
Amount field—simply selecting Auto Distribute automatically sets up payment in full
for all invoices.



For example, if you had three invoices totalling $987.57, and auto distributed payment
in full, the payment amount would be disbursed in such a way as to satisfy the balances
for all three invoices as shown.

Date I Invoice # I License I Amount I Balance Payment I <
06422495 000000  On Account 0.00 0.00 [0.00
06422495 001137  2BYL432 71.89 71.89 71.89
06422495 001138  2BYLA432 22569 22569 22569 Full
06422495 001139 2BYLA432 689.99 68999 689.99

Payment in Full Auto-Distributed

As an example of a partial payment, if you had three invoices totalling $987.57, and

auto distributed a payment of $500.00, the payment amount would be disbursed in such
a way as to satisfy the balances on the first two invoices and partially satisfy the
balance on the third as shown in the following figure.

Date I Invoice # I License I Amount I Balance Payment I <
06/22/95 000000  On Account 0.00 0.00 [0.00
06/22/95 | 001137 | 2BYL432 71.89 71.89 71.89
06/22/95 | 001138  2BYL432 22569 225.69 22569 Paid in Full
06/22/95 | 001139  2BYL432 £89.99 £689.99  202.42 Paid in Part
¥

Partial Payment Auto-Distributed

Apply Payments You can choose to apply payments to invoices on an individual
basis using the Apply button.

To apply payments individually:

1 Inthe Batch Payments dialog box, enter the total payment amount in the Amount field.

NOTE: You MUST enter an Amount in this field or no payments will be applied.

2
OR

Enter the payment for each invoice in the appropriate cell in the Payment column.

History
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Click the Apply button, repeatedly as necessary, to automatically enter payments for
each invoice.

Apply

NOTE: If at any time you wish to clear all payment amounts, select the Clear
button.

3 Select Save when done.

The payments are applied to the designated invoices.

NOTE: The sum total of the payments entered in the Payment column in the grid
cannot exceed the total payment amount entered in the Amount field. If you
attempt to apply individual invoice payments which are in excess of the total
payment amount, an error message appears and you will not be allowed to
continue. You are also unable to apply an individual invoice payment in excess of
the amount due.

NSF Funds

The Non-Sufficient Funds (NSF) function allows you to debit a customer's outstanding
balance for the amount of the returned item. The following procedure describes how
to process a returned check.

To process an NSF check:
1 Press [F5] to open the Batch Payments dialog box.

Find the customer using the Company or Name button, once in the ‘rolodex' highlight
the company or customer name and click on the OK button.

You are returned to the Batch Payments dialog box.
2 Click the NSF button to open the Check Payment History dialog box.

Check Payment History E
# I D ate I Amount I Status ;I
716 07701/1998 $250.00 Normal

Check Payment History
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The Check Payment History displays all check payments made by this customer.

3 Highlight the line that corresponds with the returned check, and click on the NSF
button.

You are prompted to confirm your request.

& This will mark $766.14 check dated 11/21/1999 as NSF

Ok to continue?

Cancel |

OK to mark as NSF?
4 Click OK.
5  Exit the batch payment function. The amount of the NSF item is now included in the
customer balance.

Deleting a Payment

You can delete a prior payment in Manager.

NOTE: lItis highly recommended that you password-protect this dialog box. Refer
to Chapter 5 for details.

To delete a payment:

1 In ecither the Apply Payments or Batch Payment [F5] dialog box, choose History.
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The Payments History dialog box displays a history of payments for the order, or
customer, as applicable.

) Dizplay alll pay ts for I 1 &' Display all payments for Customer
Date Invoice # Amount Paid by Check / Card # Authorizati =
111372001 000500 393.44 | Discover
Print Receipt Delete Payment |

Payment History

2 Select the Payment and click the Delete Payment button.

A dialog box cautions that the deletion cannot be reversed.

Mitchell Management Solutions Sernies 1l 32 =

A papment deletion iz an imeversible action.
Are you sure pou want to delete this 'Discover’ papment?

Warning

3 Click Yes to remove the payment.

This chapter detailed the options available for working with history records and for
making batch payments on posted invoices.



Chapter 10
Reporting

Overview

A report is a collection of information formatted for printing. Reports can be printed
to the screen for viewing, or sent to the printer for hard-copy output. Manager reports
take many forms. Printed estimates, repair orders, and invoices are some examples of
reports which have already been described in this User's Guide. Other types of reports
include management reports which provide information to help you intelligently
manage your shop; accounting reports which help you track accounts receivable and
which provide insight into shop profitability; and follow-up letters and postcards
designed to help you maintain customer satisfaction and create opportunities for
additional business.

Printing Reports

The Reports button allows access to the Report Selections dialog box.

To open the Report Selection dialog box:

1 Select Reports from the far right end of the button bar. The Report Selections dialog
Renorts box displays.
Report Selections

% Report to Screen

[ Follow Up |
e e ]

e et R ™"

Accounting

 Repoit to Printer

Select Printer

HP LaserJct 4/4M PostScript |

Hazardous Material Summary Report No. of Capics To Print  [1
Invaice Profit Summary Report

Posted Order Report

Posted Drder Tax Report
Sales/Receipts Summary

Shop Supplies Material Summary Report

=

Cancel F

Report Selections
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Select the thumb-tab which represents the type of report you want to work with.

The dialog box dynamically alters to display the selection of reports available in the
selected report classification.

Click your mouse pointer on the desired report.

Choose Report to Screen to view a copy of the report on your computer monitor.
OR

Choose Report to Printer, to send a copy of the report to the printer.

Select a printer, if necessary, from the pull-down choice list.

Select Printer
HP LaserJet 4/4M PostScrip|*

[HP LaserJet IID

Select Printer

NOTE: The program automatically selects the printer that you have selected as
your Windows default printer. Normally, you will not have to change this selection.

Overtype, if necessary, the “1” in the No. of Copies To Print field with the desired
number of copies.

Select Print.

An additional dialog box appears for many reports, asking for additional information.
Most of the time you will be required to provide a range of dates for the records you
wish to include in your report as displayed below.

‘ Select a range of dates to print on report

From |6/4/95 =] To [6/21795 =]
Cancel I

Date Range

You may also be asked to provide additional criteria for record selection.



8 Provide record selection criteria, if applicable.
9 Select OK.

The report is sent to the screen, or the printer, depending upon your selection.

4] A 1of1

+

b M I| S & | = Total:215 100% 215 0f 215

Currant Invenrtory

Elite Automotive
1232 Main Street
San Diego, CA. 92131
Phone - 618-578-6550 Fax- 619-536-5213

Report Date : 11/21/1000

Fart
Murnber

Description

on
Hand

Average
Cost

1004
1007
1012
1024
1030
1038
10w30e
10wl e
10w
124328152
12445
12450
12455
12450
12465
12470

Screen Reports

If you choose to print your report to the screen, a number of status indicators and
viewing options are available along the top of your display.

T

Jof 3+

Themmostat Gasket

Hose Clamp -
Hose Clamp
Hose Clamp
Hoze Clamp
Hose Clamp

Mo,
-Mo.
-Ho.
-Mo.
-Ho.

T

12
24
30
35

Engine Oil - Castrol 10w30
Engine Oil - Castrol 10wl
Engine Oil - Valvoline
Brake Cable, Emergency

Fan Belt
Fan Belt
Fan Belt
Fan Belt
Fan Belt
Fan Belt

4.00
10.00
10.00
10.00

&.00
10.00
228.00
F7O0
30.00
-1.00

300

2.00

2.00

3.00

1.00
3.00

115
085
Lo0
112
125
127
110
120
125
2987
14.10
1410
12.50
000
12.50
2050

Report (printer to screen) Example

P M| =| E|&| [00x =] Towzs o0 2150215

12.50
&1.50

Print Options

Reporting
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The available options are described below:

Option Description

[ Displays the first page of the report.

K Moves the screen display back a single page.

] Moves the screen display forward a single page.

] Displays the last page of the report.

o Not currently available. Reserved for future
releases.

Prints the current report.
Not currently available. Reserved for future

gl

releases.

[ 5 Allows you to zoom in or out on the report window.

Faxing Reports

You can fax any of the reports by selecting the Fax button in the Report Selections
dialog box. Refer to the section on faxing in Chapter 2, “Getting Started,” for details
on faxing.

End Of Day Reports

End Of Day reporting allows you to designate reports to be printed when you exit
Manager at the end of the day or over any other desired time period (e.g. weekly,
monthly). The End Of Day selection from the Utilities menu initiates the end of day
reporting process.

NOTE: The reports to be included in the End Of Day report run are designated
in end of day report setup. Refer to Chapter 3, “Shop Setup” for details.
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Utilities
Find Customer F3
Find History Record F4
Batch Payment F5

Part Kitz
Canned Jobs
Expart Jobs
Import Jobs

Customer Screen
Wehicle Screen

Stiowalers

Summary

1

To run End Of Day reports:

Select End Of Day from the Utilities menu. The End Of Day Procedure dialog box
displays.

End Of DayProcedure g|

End of Day Reporting

+ ‘End of Day printing for petiod:i

" End of Shift report for period:
From: [0171972005 2]
To:  [01/20/2005 [%]

4 Reports to be printed.

Late Fees Assessment | LCancel | Start |

End of Day Procedure

The top part of the dialog box displays the processing period for the End Of Day
reports. You can specify the From and To date range with the pull down menus.

The lower portion of the dialog box displays the number of reports to be printed (as
designated in End Of Day Reports Setup).

The top part of the dialog box displays the processing period for the end of day reports.
Pick a different date range for the report print run, if desired. Alternatively, you may
choose End of Shift Report for period: if you run multiple shifts in your facility and
want reports for each shift. Just run the End of Shift Report at the end of each shift.

The lower portion of the dialog box displays the number of reports to be printed (as
designated in End of Day Reports Setup) and provides a check box that allows you to
Disable Report Printing.

Click on the Start button to send the end of day reports to the printer.

If desired, you may also launch the Late Fees Assessment routine by selecting the
Late Fees Assessment button. Refer to Chapter 4 for details on Late Fees and Late Fee
Assessment.

This chapter detailed the procedures for working with reports. Refer to Chapter 13,
“Marketing” for procedures for working with mail-merge postcards and letters.
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Chapter 11
Inventory

Overview

The Inventory menu provides options for creating and editing inventory records,
conducting inventory transactions such as updating records of on-hand inventory,
recording transfers, and recording parts returned to vendors. Month and Year End
Close transactions are available as well.

Inventary List

Inv. Tranzactions  » Physical Count
Tiransfer
Beturns

Month End Cloze
‘rear End Cloge

Inventory Menu

Purchaze Orders

The functions accessible from the Inventory menu are described in this chapter.

Inventory List

The Inventory List dialog box has two primary functions:

¢ The Inventory List is where you search for and choose inventory items to be

transferred to orders. The procedures for selecting and transferring Inventory List

items to orders is described in Chapter 6, “Orders.”
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® The Inventory List is where you enter or edit inventory item information.
Procedures for adding, editing, and deleting inventory items are detailed below.
Additional sections describe procedures for setting up Alternate Parts, Attached
Items, and Superseded Parts.

NOTE: The Inventory menu is available only to users of Manager Plus. For
Manager users the Parts List, the equivalent of the Inventory List, is selected
from the Utilities menu.

To open the Inventory List dialog box:
¢ Select Inventory List from the Inventory menu.

The Inventory List dialog box displays.

Inventory List g|
Search Criteria:
Yendor | j %
Category |Blakes j Search
Manufacturer | j Clear
Part No. |
Description |
Sort By:
" Part Number + Description

Part Ho. Description Mig List OnHand | OnOrder |
bp240a Brake Pads. Front 35.55 4 0
bp240 Brake Pads. Front 30.60 1 1}
bp235 Brake Pads. Rear 48.33 4 1}
bpad3 Carbon Metallic Brake Pads 3393 4 1}
bpad3r Carbon Metallic Brake Pads. Rr 37.98 4 1}
bpadir Organic Brake Pad. Rr 17.10 4 1}
bpadl Organic Brake Pads 19.82 4 1}
bshoel Organic Brake Shoes 28.82 4 1}
bshoe3 Platinum Brake Shoes 49.51 8 0
bshoe2 Premium Brake Shoes 36.93 4 0

Piint | Copy | Update| Add | Edit | Delete | Done |
Inventory List

The Inventory List dialog box allows you to Add, Edit, Copy, or Delete an Inventory
List item or Update Inventory List prices. Once you have parts in the grid (as displayed
above), you can choose Print to print the listed parts.
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Adding an Inventory Iltem

To add a part:
Select the Add button.
The Add New Part dialog box appears with the cursor in the Part # field.

Add Hew Part
s
[P . I Part Code I zll | Prev/Mext Part << | >> |
Description |
Last Paid $0.00
MI I j Last Sold New
Category |<HD"E> j = Mew Part Average Cost $0.00
Account IF‘alls Revenue j " Used Total Cost $0.00
Lacation | . Rebuil Total List 0.00
Attached |0 On Hand [0.00
Comment = On Order  [0.00
;I Committed |0.00
Re-Order Point |0.00 ™ Tire " Mo Commission
I” Accessory I” User Entered List $ Last Cost$ |0.00
Stocking Level |0.00 ¥ Taxable ™ Excise Tax 1 List $ lr
™ Excise Tax 2
Alt Price | Alt Partsz | Sales | Core | Fee | Vendor | Sgpelsedel LCancel | Dk I
Add New Part

Type in a Part Number (up to 20 characters in length).
Type in or choose a Part Code.
The Description field fills in automatically.

Select a Manufacturer. This is important for electronic parts ordering. Click on the
button to open a dialog box in which you can add a manufacturer, if necessary.

Select a Category. Use the button to add a Category, if needed.
Select an Account Class. Use the button to add an Account Class, if necessary.
Type in a Last Cost.

The List price automatically fills in based upon the default shop discount. You can
overwrite this price with a different price, if desired, by clicking the User Entered List
$ check box and entering a price in the List field. This fixes the price at the designated
amount and protects it from system-generated pricing updates.

Designate that the part is Taxable, an Accessory, and/or a Core, as necessary.

Apply an Excise Tax, if necessary.
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Select Attached to choose an attached part, if necessary. Refer to the section on
Attached Parts, on page 264, for details.

Select Alt Price to set up alternate pricing for the part, if necessary. Refer to the section
on Alternate Pricing, on page 267, for details.

Select Alt Parts to set up alternate part number(s) for the part, if necessary. Refer to
the section on Alternate Parts, on page 265, for details.

Select OK to save your new part.

The new part is added to the Manager database. You are returned to the Inventory list
dialog box with your new part added to the Inventory list.

Editing an Existing Part

You may need to make a change to an existing part. As with adding a new part, this is
accomplished in the Inventory List dialog box. This procedure details the steps for
editing a part.

To edit an existing part:

Select Inventory list from the Inventory menu.

Type, or select from a pull-down list, identifying information for the part (as known):
¢ Category

* Part#

¢ Description

Select the Search icon.

The Inventory list displays the parts which match your request.

Select the Part you wish to edit by clicking on it with your mouse pointer.
Select Edit.



The Edit Part dialog box appears with the information from the selected part number
displayed in the appropriate fields. The data fields are identical to those in the Add Part
dialog box described earlier in this chapter.

Edit Part
-
Part No. [RFEITS Part Code | = | PrevNext Pat << | > ‘
D escription |Ai[ Filter
Last Paid $0.00
MI I ;I Last Sold New
—ICaLegoly IFiIlels (0il. Fuel. Air) LI i+ New Part Average Cost $6.49
Account “Parls Revenue =l T Used Total Cost $6.49
Location | ' Rebuil Total List $12.98
MI |Numbel of attached items: 0 T, I—I,I]I]
Comment = On Oider  [0.00
= Committed  [0.00
Re-Drder Point |1_|:||:| I~ Tire [~ Mo Commission
A y [ User Entered List $ Last Cost § IB.AEI
Stocking Level I‘l'l:":l ¥ Taxable [~ Excise Tax 1 Lists [12.98

[~ Excise Tax 2

AIlElicel Alt Paltsl Sales | Core | Fee | !endoll Supersede Qancell Ok I

Edit Part

Edit the individual fields of the dialog box, as necessary.
Select OK.

Your edits are saved and you are returned to the Inventory list dialog box.

Copying a Part
An easy way to create a new inventory item is to copy a similar existing item and
simply change those fields that are different.

To copy an Inventory item:

In the grid of the Inventory List dialog box, click your mouse pointer on the part you
wish to make a copy of.

The grid line for the part is highlighted.
Select Copy.
A dialog box asks you to confirm your request.

Select Yes to create a copy of the part record.
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A copy of the part record appears in the Inventory List grid.

[12354 [RADIATOR HOSE [ 10.95]
12354 Copy 1 of Part RADIATOR HOSE 10,95/

Copied Part in Inventory Grid

4  Highlight the copied record.
5 Select Edit.

The Edit Part dialog box appears with information from the copied part displayed in
the appropriate fields.

6 Change the Part Number and/or description and edit any other fields, as necessary.
7 Select OK.

Your new inventory item is now available for placement on Manager orders.

Inventory Update

The Inventory Update dialog box allows you to make list price percentage changes.
Selections are available that allow you the flexibility to globally update all prices for
all vendors, some prices for all vendors, or some prices for some vendors. The way you
do this is to perform a query in the Inventory List and then use the Update button to
open the Inventory Update dialog box.

Updates made via the Inventory Update dialog box are only applied to those parts that
are currently selected in the Inventory List dialog box.

To Update a Vendor's List Prices:

1 In the Inventory List dialog box, use the Search feature to look up all inventory items
that you desire the price update to effect.

2  Choose the Update button.
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The Inventory Update dialog box displays.

Inventory Update x|

This update will affect all parts shown in the cumrent search list.

Primary ¥endor I j

Matrix Prici
List Price Update (%) | r'a i
+ Mo Change

" Disable Matrix Markup
" Enable Matrix Markup and Update List Prices

Lancel |

Inventory Update

Select a Vendor from the pull-down Primary Vendor list or select All from the list to
update list prices for all Vendors.

Enter the whole number that represents the percent change that you wish to make in
the List Price Update (%) field. For example, if you desire to increase prices by "5%",
enter a "5", nota ".5" or a "0.5". Enter a negative number (-5) to reduce prices.

Choose your Matrix Pricing options. This allows the User Entered List price (set in the
Add/Edit Part dialog box) to be set or reset. There are three choices:

- No Change - Leave user-entered price and settings unchanged.

- Disable Matrix Markup - Updates the user-entered list price (if available) with the
new price. Updated user-entered list price remains in effect, overwriting the matrix
pricing.

- Enable Matrix Markup - Overwrite any user-entered list prices with matrix
calculated price.

Select OK.
A dialog box asks that you confirm your price change.
Select Yes.

The list price percentage change is made for all effected parts.

Deleting a Part
As a general housekeeping function, you will want to regularly delete parts which are
obsolete or for some reason unneeded.

To delete a part:

Select Inventory List from the Inventory menu.
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2 Type, or select from a pull-down list, identifying information for the part (as known):
¢ Category
* Part#

® Description

3 Select the Search icon.

The Inventory list displays the parts which match your request.
4  Select the Part you want to delete by clicking on it with your mouse pointer.
5 Seclect Delete.

A dialog box asks you to confirm your deletion.
6 Select Yes.

The part is removed from the database.

Attached Items

The program allows you to associate parts that are frequently used in combination with
one another. For example, your shop might sell an A/C Receiver Drier that requires a
set of O-Rings. By designating the O-Rings as an attached item, you can be reminded
to include the O-Rings as part of every A/C Receiver Drier sale.

Attached parts can be thought of as having a parent/child relationship. The parent part,
normally the larger of parts, is the one that will generate the prompt for parts that have
been designated as attached items.

NOTE: You may only attach a single item to a parent part.
To associate an Attached Item:
1 Inthe Add or Edit Part dialog box for the parent part, select the Attached button.

The Select Attached Parts dialog box displays currently attached items, if any.

Select Attached Parts E

Prompt Description Part Humber
Air Filter af26456

Edt | Delete | Cancel oK

Attached Item
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2 Select Add.

The Attached Item dialog box displays the available items in the selected Category of
the parent item.

= Attached ltem
Category IMainlenance |£I
Part # Description

AlR FILTER - Fram
ATF-D AUTO. TRANS. FLUID - Dexron
ATF-FA AUTO. TRANS. FLUID - Ford
10w40 ENGINE DIL Unocal 10w40
20w50 ENGINE OIL Unocal 2050
30w ENGINE OIL Unocal 30w

oci 0il Change Kit [4 quarts]

PH8a OIL FILTER - Fram

[ Prompt for Attached Part

Attached Item

3 Select a different Category, if necessary, from which you wish to choose a part from
the pull-down choice list.

Parts available in the selected Category display.
4  Select the item you wish to attach.

5 Click in the Prompt for Attached Part check box, if you wish to be prompted for the
attached part when the parent part is placed on an order.

6 Select OK.

You are returned to the Add/Edit Part dialog box, with the number of attached items
displayed next to the Attached button.

Alternate Part Numbers

The program allows you to associate multiple part numbers to the same part. For
example, you may normally carry AC-brand Oil Filters, but get in a one-time shipment
of Fram filters. Since you don't plan on reordering Fram filters, you decide that you do
not want to enter the Fram filter into your inventory list. What you can do, in this
instance, is set up the Fram filter as an alternate part. Every time you use a Fram filter,
the program will offer the opportunity to use the AC Oil Filter information from the
Inventory list on the order.

Inventory 265



To add an Alternate Part Number to an existing part:

NOTE: You can also add an alternate part number to a new part. The steps are
identical to the steps in this procedure except that you will work in the Add Part
dialog box.

1 In the Edit Part dialog box, select Alt Parts.
The Edit Alternate Parts dialog box displays.

= Edit Alternate Parts

Base Part #
| cL9922

Description
| OIL FILTER

Alternate Part Numbers I
BC4433

| add || Delete |

Edit Alternate Parts

2 Select Add.

The first available cell in the grid is marked for text entry.
3 Enter an alternate part number.
4 Select OK.

The alternate part number is added.
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Using Substitute Parts The next time that you enter the alternate part number in
the Order item entry - PARTS dialog box, the Select Substitute Part dialog box appears.

= Select Substitute Part

Part Number | ATF-RA

The above part ber has duplicate or alt k
part numbers. If thig part iz not one listed below,
zelect 'Mew Part’ to uze this part number with a
new description.

-Parts List

Part Ho. Description

ATF-D  AUTO. TRANS. FLUID - Dexron

Parts List may contain substitute part.

New Part I | Select Pall?l

Select Substitute Part

® Simply pick the correct duplicate or alternate part from the selection list and choose
Select Part. The selected part is entered into the Order item entry - Parts dialog box.

OR

® Select New Part to use the base part number.

Alternate Price

Alternate pricing provides the opportunity to overwrite the system-generated discount
structure for selected parts. This capability is especially useful for parts that are sold at
a lower than normal mark-up.

For example, let's say that due to market pressures you find that you can only sell a
short-block rebuilt motor that costs you $900 for $1,000—a price well below your

standard mark-up. A customer that receives a 15% discount would only be charged
$869.57—%$30.43 /ess than your cost. To avoid this unprofitable circumstance, you
could use alternate pricing.

To establish alternate pricing on an existing part:

NOTE: You can also apply alternate pricing to a new part. The steps are identical
to the steps in this procedure except that you will work in the Add Part dialog box.

1 In the Edit Part dialog box, select Alt Price.
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The Edit Alternate Prices dialog box displays.

st 100000
Description IDiscuuntI Price I

Retail 0% 1.000.00

Parts A 15% 869.57 —;?

Parts B 15% 869.57

Trade Discount 19% 840.34
0% 1.000.00
0% 1.000.00
0% 1.000.00
0% 1.000.00
0% 1.000.00
0%  1.000.00

Default I

+ Generated
Prices

Edit Alternate Pricing (before)

2 Overtype the system-generated prices (Price column) with new prices. In the example
in the following figure, all discount prices have been overtyped with new prices of
$1,000.00. The alternate prices appear in red.

= Edit Alternate Prices
List: | 1000.00
Description IDiscuuntI Price I
Retail 0%  1.000.00
Parts A 15% | 1.000.00 — | |
Parts B 15% | 1.000.00 —
Trade Discount 19% 1.000.00 /
0% | 1.000.00
0%  1.000.00
0%  1.000.00
0%  1.000.00
0%  1.000.00
0% 1.000.00
| Detaurt | [ ok ]

= Alternate
Prices

Edit Alternate Pricing (after)

3 Select OK to save your changes. The alternate pricing will be used on all future orders.



OR

Select Default to restore the pricing to reflect the calculated discounts.

Supersede
Selecting Supersede in the Edit Part dialog box initiates a procedure to allow the
creation of a part to supersede the current inventory item.

To supersede an inventory item:

Select a part from the Inventory List.

Choose Edit to display the Edit Part dialog box.

Choose Supersede.

A dialog box explains that the procedure will allow the creation of a part to supersede
the current part.

Choose OK.

The Edit Part dialog box displays information from the previous part for the new part.

Enter a new part number. If you do not enter a new part number, the supersession will
not take place.

Change any other fields or selections.
Select OK to save your superseded part number.
A dialog box asks if you want to save the new part number.

Select Yes to create the new part number.

Inventory Balance

The inventory system provides on-hand balances of inventory items as well as
requirements on inventory items. This information is then passed along to the
Purchasing system for use in generating Purchase Orders. (Refer to Chapter 12,
“Purchase Orders,” for details.)

To maintain an accurate ongoing inventory balance, the program must track the
movement of parts into and out of the shop. The on-hand balance for a part is
automatically increased every time purchased parts are received into the shop. The on-
hand balance for a part is decremented every time parts are committed on a Repair
Order or confirmed on a Purchase Order.

Below are general discussions on how parts are “committed” and “confirmed” in the
program.
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Month End Clase
Year End Close

Physical Count
Tiensies
Retums

Committing Parts Parts on an order are committed when the Repair Order is
printed or when a part is added to an order that has already been printed. Committing
a part informs the inventory system that the part is required for a valid repair order.
That way, the requirement for the part can be taken into consideration when creating a
pick list of parts for a Purchase Order.

The theory behind committing parts by printing a Repair Order is that traditionally a
signed Repair Order indicates customer agreement to the estimated repairs.
Commitment of parts by printing a Repair Order indicates to the Inventory System that
the parts on the order are not to be considered available inventory.

Confirming Parts Parts are confirmed when the Invoice is printed or when the user

chooses to commit the parts by selecting Confirm All Parts in the Order Options dialog

box. When a committed part quantity is confirmed, the confirmed quantity is
subtracted from the on-hand balance in inventory.

The theory behind confirming parts by printing an Invoice is that the printing of
the Invoice indicates that the repair work was performed and that the parts on the
order were used.

Inventory Transactions
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The Inventory Transactions submenu is selected from the Inventory menu. Three
selections are available:

® Physical Count Update
® Transfer (not available in this release)
® Return Part to Vendor

Physical Count Update The Physical Count Update dialog box allows you to
change the on-hand quantity of an inventory item. The Physical Count Update dialog
box is available from the Inv. Transactions submenu, which is an Inventory menu
selection.

To change the on-hand quantity of an Inventory item:

Select Physical Count Update from the Inv. Transactions submenu.



The Physical Count Update dialog box displays.

Physical Count Update E

Part Number [10112301

Description ITHEHMDSTAT 92 Chevrolet Cavalier

Mew Quantity |3.l]l] Current Gty
Inventory | Find | dealel Done I

Physical Count Update

Enter the Part Number and select Find. (Skip to Step 5.)
OR

Enter a partial Part Number and select the Inventory button. The Inventory List
displays with the partial part number entered in the Show Part Number field.

Choose Search.

The Inventory List displays the part number(s) that match your request.
Click on the desired part number and choose Transfer.

OR

Double-click on the part number.

You are returned to the Physical Count Update dialog box.

The fields in the dialog box fill in automatically. The New Quantity field displays a
highlighted 0.00 and the Current Qty field displays the on-hand inventory.

Overtype the 0's in the New Quantity field with the correct item quantity.
Select Update to record your quantity adjustment.

Repeat this procedure to update additional inventory records as necessary.
Transfer This feature is not available in this release of the program.

Return Part To Vendor The Return Part to Vendor dialog box allows you to
reduce the on-hand quantity of an inventory item to account for parts that are returned
to the Vendor. The Return selection is available from the Inv. Transactions submenu,
which is an Inventory menu selection.

To adjust inventory levels for returned parts:
Select Return Part to Vendor from the Inv. Transactions submenu, an Inventory

menu selection.
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The Return Part to Vendor dialog box displays.

= Return Part to Yendor
Part Humber Il
Description |
Yendor I |£I

Quantity IU-["]

Reason I

| Find I |Posl ﬁeluml |_Qancel I

Return Part to Vendor

Enter the Part Number or enter a partial Part Number and select the Find button.

The remaining fields in the dialog box fill in automatically. The Quantity field displays
a highlighted 0.00.

Overtype the 0's in the Quantity field with the quantity to be returned and change any
other fields, including the Vendor field, if necessary.

Type in a reason for the return.
Select Post Return to record your return quantity.
Repeat steps 2 through 5 to record additional returns as necessary.

When all transfers have been recorded, select Cancel to close the dialog box.

Month End Close

Irventory

Inventary List
Inv. Transactions  »

Purchaze Orders
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Month End Cloze

rear End Cloge
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The Close Month dialog box allows you to close a month for accounting purposes. This
totals sales and cost information for the current month and begins accumulation of the
next month's totals.

To close an Accounting Month:

Select Month End Clese from the Inventory menu.



The Close Month dialog box displays.

Close Month

Please select month to close.

|March. 1996 2]

Close Month

2 A drop-down menu allows you to close any month up to the present. Choose the month
you wish to close from the drop-down menu.

3 Select OK to close the accounting month.

Year End Close

The Year End Close menu selection allows you to close a Year for accounting
lnvf:i::w G purposes. This totals sales and cost information for the current year and begins
Iivv. Transactions > accumulation of the next year's totals. Year End Close is selected from the Inventory
Purchase Orders menu.
Month End Cloze

‘rear End Cloge

To close an Accounting Year:
1 Select Year End Close from the Inventory menu.

A dialog box asks if you want to Perform Year End Close.

9 Perform Year End close?

Close Year

2 Select Yes to continue.
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A second dialog box asks that you confirm that you have performed a backup of all
data files.

9 Please make sure that you have performed a backup of all data files.

Continue with Year End close?

Backup Files

3 Select Yes to close the year.

Summary

This chapter described the options available from the Inventory menu save for
Purchase Orders, which is the subject of the following chapter.
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Chapter 12
Purchase Orders

Introduction

This chapter describes the various options that are available for generating and
working with purchase orders.

Purchase Orders Dialog Box

The Purchase Orders dialog box lists all open POs along with providing options for
creating new purchase orders, viewing open purchase orders, and performing certain
maintenance activities on open POs (Edit PO, Receive Parts, Delete PO). The Purchase
Orders dialog box is opened from the Inventory menu.

To open the Purchase Orders dialog box:

[ ercy ¢ Select Purchase Orders from the Inventory menu.

Inventary List
Inv. Transactions  »

Purchasze Orders

Month End Cloze
‘rear End Cloge
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The Purchase Orders dialog box displays.

= Purchase Orders
View P.0."
ReStock from Inventory I
CIAIP.0's @ OpenP.0.s () ClosedP.0.'s
Pick List from Drders I
Number I Vendor I Required I Status | ©
000002 | FORD1_Homer Heller Ford | 03727796 | Open
000003  CQ1 CarQuest Auto Paits 03/27/96 Open
000004 M1 Mighty Distributing 03/27/96 Open
¥
Print Recv'd Check Listl | Add ”Ldilmeceivell Delete I Done: I

Purchase Orders

Depending upon the view option that you have selected, the grid area of the Purchase
Order dialog displays All POs, Open POs, or Closed POs.

A number of options for working with POs are available.

Option Description

Restock from Inventory Opens the Restock from Inventory dialog box in
which you can generate a PO based upon parts with
inventory levels that have dropped below a
calculated restocking level.

Pick List from Orders  Generates a PO based upon the parts that are
committed to open orders.

Print Recv'd Check List Select to print preview (and print if desired) a check
list of all of the parts on a selected PO.

Add Opens the Purchase Order Worksheet, in which you
can manually build a purchase order.

Edit/Receive Select to edit items on the purchase order or to
receive items to the PO.

Delete Select to permanently remove a purchase order.

Done Closes the Purchase Orders dialog box.
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The options available in the Purchase Orders dialog box are discussed in detail in the
following sections.

Restock From Inventory
Selecting Restock from Inventory in the Purchase Orders dialog box opens the
ReStock from Inventory dialog box.

The ReStock from Inventory dialog box allows you to generate a Purchase Order based
upon items with inventory levels that have dropped below a calculated re-order point.
A part re-order is triggered if the re-order point is greater than or equal to on-hand
quantity minus items committed to orders.

The ReStock from Inventory calculation is performed as follows:
Order Qty = Re-stock level - On-Hand Qty. - On-Order Qty.

To create a Purchase Order using the ReStock Function:
In the Purchase Orders dialog box, select ReStock from Inventory.

The ReStock from Inventory dialog box appears.

= ReStock from Inventory

This function will generate a P.0. worksheet. A quantity to
order will be calculated for the selected Yendor.

Thiz quantity will be based on the re-stock level. re-order
point. quantity on hand. quantity on order and quantity
committed to orders.

You may change quantities. remove or add parts to the
worksheet. You may also cancel the worksheet after viewing
and no P.0. will be generated.

Vendor Mighly Distributing [M1] :I

For the ¥endor zelected. Include parts where:

[X Vendor #1 for Inventory part matches.
[ Vendor #2 for Inventory part matches.
[ Vendor #3 for Inventory part matches.

ReStock from Inventory

Select a Vendor from the pull-down choice list.

Click on each Vendor classification (Vendor #1, Vendor #2, Vendor #3) for which
parts should be included.

For example, if you are generating a PO for Acme Parts Inc. and want to include all
inventory items for which Acme has been designated Vendor #1, you would check the
Vendor #1 box only.
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Order, Pick List for ALl Work Onders X

4 Choose OK.

The Purchase Order Worksheet lists the parts and order quantities that match the
ReStock from Inventory request. The Purchase Order Worksheet is the dialog box that
you work in to complete the PO. Refer to “Purchase Order Worksheet™ later in this
chapter for details.

Pick List From Orders

The Order Pick List is generated whenever you request a pick list based upon open
orders. This pick list can then be readily converted to a purchase order. There are two
ways you can generate an Order Pick List:

® An Order Pick list can be generated for an individual order using the Pick List
selection in the Order Options dialog box. When you choose this option, the
program scans the current order for committed parts and builds the Pick List.

OR

® An Order Pick list can be generated for all open orders, using the Pick List from
Orders option in the Purchase Orders dialog box. When you make this selection, the
program scans all orders for committed parts and builds the Pick List.

To convert the Order Pick List to a Purchase Order:
Create a pick list using either of the two methods described above.
The Order Pick List dialog box displays.

| Tag lines with parts needed. Click on Create Order and these parts will to be transferred to a P.0O. |

" Show parts needed to complete order. ¢ Show all committed parts.

'+'| QtyToOrder | Total Req'd IDnDldel | OnHand I Part Mo Description I Manufacturer
+ 1.00 1.00 0.00 0.00  27357-63020 Rectifier
+ 1.00 1.00 0.00 0.00  27371-76004-71 | Brugh Set
+ 1.00 1.00 0.00 0.00  900993-10140 Rear Bearing
+ 1.00 1.00 0.00 0.00  90093-10199 Front Bearing
Detail Tag All | Clear All | Tag LCancel | Create Order
Order Pick List



Select a View option.

' i Show parts needed to complete order "' Show all committed parts.

View Options

Two options are available, you can choose to:

® Show parts needed to complete order. This is the default view. Choose this
option if you wish to build your pick list with parts that do not have sufficient
inventory available to fill the order(s).

OR

® Show all committed parts. Choose this option if you wish to look at all committed
parts in building your purchase order even if the parts are already in inventory or
on order.

NOTE: When you view all committed parts, the parts that are in stock or already
on order appear in a different color.

3

By default, all parts are tagged for inclusion in the purchase order. A “+” appears in
the “+” Tag column of the grid for each part, indicating that the part has been selected
for inclusion in the purchase order. You can deselect a part by clicking the Tag button
(works as a toggle) or choose Clear All to clear all the parts.

NOTE: You can also double-click on a part to toggle the Tag setting.

4

Once you have the parts tagged that you want on the Purchase order, choose OK.

The Purchase Order Worksheet opens, with the part(s) you selected displayed in the
worksheet grid. The Purchase Order Worksheet is the dialog box that you work in to
complete the PO.
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Detail for Part The Detail for Part dialog box allows you to view status information
on a part listed in the Order Pick List dialog box. Detail for Part is opened by
highlighting a part number and selecting Detail from within the Order Pick List.

= Detail for Part
Part No. 12314 On Hand 0.00
Description A/C COMPRESSOR On Order 0.00
Aty Required 1.00 Committed 1.00
Qty to Order 1.00 Last Cost $ 12.00

This part iz on the following Order(s] and Purchase Order[s):

Order # Aty Required Customer Yehicle i
000022 1.00 | QuickEst Customer 1985 Honda - Accord SEi
+
PO # I Aty Ordered I Aty Received I Yendor i
+
Detail for Part

The top left portion of the dialog box lists the Part Number and description, quantity
required, and quantity to order. The Inventory Info control group lists the quantity on
hand, quantity on order, quantity committed to open orders, and the last cost.

Two grids are displayed in the dialog box:
® The top grid displays detail on open orders on which the part is listed.
® The bottom grid displays detail on purchase orders on which the part is listed.

Purchase Order Worksheet

The Purchase Order Worksheet provides access to a wide range of options in working
with newly generated purchase orders and editing and receiving parts to existing POs.
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PO Creation

POs may be automatically generated, as in the case of orders created via the ReStock
from Inventory, or the Pick List from Orders functions, or you can create a PO from
scratch by selecting the Add button in the Purchase Orders dialog box. Regardless of
the method used, you will be automatically taken to the Purchase Order Worksheet.

Purnchase Orden Worksheet

X

Whitten By | [IETAEONT SN ~

P.0. Date [04711/2002 [#]] Date Required [04711/2002

P.0. Number
P.0. Status  Open

Vendor | | = Ship Via
Phone [ - Eut | Vendor Inv # Taxable [~ Fax Comment

Part No. | Description I Line I Req'd | Rec'd I Cnx'd I Cost I Core I Status I
27357-63020 | Rectifier I [ 10] o00] o0 scoo] oon]
27371-76004-  Brush Set 1.0 0.0 0.0 1354 0.00
90099-10140 | Rear Bearing 1.0 0.0 0.0 9.87 0.00
90099-10189 | Front Bearing 1.0 0.0 00| 1623 0.00
Ordered: Sub $125.64 Tax $0.00 Total 3 125.64 | |Heceived: Sub 0.00 Tax $0.00 Total $ 0.00 |
Price Check Drder Parts Receive All | Receive | Print ‘ Add | Edit | Delete | LCancel I Save ‘

Purchase Order Worksheet

You can Add an item to the PO, Edit an existing item, or Delete an item in this dialog

box. Options for receiving

parts are also included.

The Purchase Order Worksheet contains the following fields:

Field
Written By
P.O. Date

Date Required

Vendor

Phone/Ext

Description
Select Purchase Order writer from pull-down list.

Current date is automatically entered. Select a new
date, if necessary, from the pull-down calendar.

Current date is automatically entered. Select a new
date, if necessary, from the pull-down calendar.

Select a Vendor from the pull-down choice list.

Select the Vendor button to open Vendor Setup, in
which you can add a Vendor, edit a Vendor's
attributes, or delete a Vendor.
Phone Number/Extension.
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Field

Vendor Invoice
Number

P.O. Number
P.O. Status
Ship Via

Taxable

Description

The Vendor’s Invoice number. This number shows
up on Purchase Order reports for tracking purposes.

Automatically generated PO number.
Indicates whether PO is opened or closed.
Text box for free-form entry of shipping information.

Check if PO parts are taxable.

The Purchase Order Worksheet screen contains a number of buttons that provide
access to additional options, or dialog boxes. The Purchase Order Worksheet contains

the following options

Option

Comment

Price Check

Order Parts

Receive/Receive All

Receive to R.O.

Fax

Print

Description

Opens the Comment Lines for Purchase Order
dialog box in which you can add free-form
comments to be printed on the PO, or for internal
use only. This dialog box is described later in the
chapter.

Conduct a price check on parts (Note: You must
have a configured <Link> vendor, a valid
Manufacturer line code, and the part number must
be capitalized).

Initiates a Parts Order (Note: You must have a
configured <Link> vendor, a valid Manufacturer line
code, and the part number must be capitalized).

Opens the Receive All Parts - Options dialog box
which provides options for receiving parts into
inventory.

Opens the Receive and Confirm Part on Repair
Order dialog box which allows you to receive an
individual part and confirm its usage on an open
repair order or orders. This dialog box is described
later in the chapter.

Allows you to fax a copy of the PO to the vendor.

Allows you to print, or print preview, the PO.



Option Description

Add Opens the Add Part to Purchase Order dialog box.
This dialog box is described later in the chapter.

Edit Opens the Edit/Receive Parts for Purchase Order
dialog box. This dialog box is described later in the
chapter.

Delete Allows you to delete a selected item from the

purchase order.

Done Closes the Purchase Order Worksheet.

Once you have finished working in the Purchase Order Worksheet, select Done to save
the Purchase Order. A Purchase Order number is automatically assigned.

Receiving Parts
The Purchase Order Worksheet is where you receive parts into the program. You can
choose to Receive All parts, or to Receive Parts to a Repair Order.

Receive/Receive All Sclecting Receive or Receive All in the Purchase Order
Worksheet opens the Receive All Parts - Options dialog box.

X

Receive All Parts - Options

R ive parts to appropri Repair Orders when possible.

" Create an Inventory record for all parts received.
This will create an i y record for ived parts,
they are distributed to Repair Orders or not.

heth

LCancel

Receive All Parts - Option

Click on a part and choose Receive to receive a single part or choose Receive All to
receive all parts.

Two options are available:

® Receive parts to Repair Orders when possible - this option instructs the program
to scan open repair orders for ordered items. When ordered parts are found, the
Receive and Confirm Part on Repair Order dialog box (described later in this
chapter) allows you to receive and confirm parts to a repair order.
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¢ Create an Inventory record for parts received that are not in Inventory - this
option instructs the system to create a new inventory record, using information
from the purchase order, for those parts not currently in inventory. Do not select this
option if there are parts on the order for which you do not wish to have an inventory
record (e.g. supplies).

Make the appropriate selection(s) and choose OK to receive parts. Depending upon
your selection(s), additional dialog boxes may display.

Receive Parts to a Repair Order This option instructs the program to scan open
repair orders for ordered items. When ordered parts are found, the Receive and
Confirm Part on Repair Order dialog box allows you to receive and confirm an
individual part to a repair order.

To Receive and Confirm a Part on a Repair Order:

In the Purchase Order Worksheet grid, select the Part Number you want to receive
and confirm.

Select Receive. In the Receive All Parts - Options dialog box, choose the Receive
Parts to appropriate Repair Orders when possible setting.

The Receive and Confirm Part on Repair Order dialog box displays.

Receive and Confirm Part on Repair Order, E|
Part No. 90093-10140 Total Quantity Being Received 1.00
Mfg Code Quantity To Be Confirmed on ROs 1.00
Description Rear Bearing Quantity Being Applied to Inventory 0.00

Cunient Cost $ (9.87

Tag| Order # | Qty Required | Oty to Confirm Customer Yehicle
+ | 000501 1.00 1.00 | Harper. Phil 1986 Toyota - Camiy DX

Tag to Receive and Confirm | Lancel

Receive and Confirm Part on Repair Order

The grid displays all open repair orders which have a requirement for the purchased
item.



Double-click your mouse pointer in the selection box in the Tag field for each order
for which you wish to receive and confirm parts.

OR

Choose order(s) with your mouse pointer, or up and down arrow keys, and select Tag
to Receive and Confirm.

Select OK.
You are asked to confirm your request.
Select Yes.

The parts are received and confirmed on the applicable order(s).

Comment Lines for Purchase Order
The Comment Lines for Purchase Order dialog box allows you to add comments to
your purchase orders. You can also view and edit existing notes in this dialog box.

To add Comment Lines to a Purchase Order:
Select the Comment button in the Purchase Order Worksheet.

The Comment Lines for Purchase Order dialog box displays.

= Comment Lines for Purchase Order

| @ Internal Notes ! Motes to be included on P.O.

Comment Lines for Purchase Order

Choose whether Internal Notes (for use of your shop only) or Notes to be included
on PO (printed on the purchase order).

Type in the text of your note.
Select OK.
The note is added to the PO.
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Add/Edit Part on Purchase Order

This dialog box allows you to add an item to a Purchase Order or to edit a part that is
already on a Purchase Order. You can also receive parts into inventory using this
dialog box.

To add/edit a part on a Purchase Order:
1 Select Add in the Purchase Order Worksheet to add an item to a purchase order.
OR

Click your mouse pointer on an item and select Edit in the Purchase Order Worksheet
to edit a purchase order item.
Depending upon your selection, the Add Part to Purchase Order or Edit/Receive Parts
to Purchase Order dialog box displays.
The Add Part to Purchase Order and Edit/Receive Parts to Purchase Order are identical
except that some fields in the dialog box may not be available depending upon whether
you are adding or editing a part.

2  Enter/Edit information in the dialog box as necessary. Certain fields in the dialog box
may not be available for editing depending on whether you are adding or editing a part.

Edit/Receive Parts for Purchase Order, g|
Part No. |9l]l]99-1 0140 Part Code ﬂ
Description |F|eal Bearing
Manufacturer =
Quantity to Order |1.l]l] [~ Inventory Part Last Cost $ nla
Current Cost $ |9.87 On Hand n/a Re-Order Point nfa
Extended Cost $ |9.87 On Order 0.00 Stocking Level n/a
Received ||]-["] Qty Received to Date 0.00
Back Ordered [0.00 Qty Remaining on Order  0.00

Cancelled |0.00

Notes |

Inventory LCancel

Edit/Receive Parts for Purchase Order
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The dialog box contains the following fields:

Field

Part No.

Part Code
Description
Qty. to Order
Current Cost
Extended Cost

Inventory Part

Last Cost
On Hand
On Order

Re-Order Point
Stocking Level
Received

Back Ordered
Cancelled

Notes

Qty Received

Qty Remaining

Description

The part number of the item.
The part code of the item.
The description of the item.
The order quantity of the item.
The current cost of the item.
The extended cost of the item.

Selecting this option while adding a part to a
purchase order indicates that you would also like to
add the part to your Inventory List.

The last cost at which you purchased the part.
The quantity of the part that is in inventory.

The quantity of the part that is on order on all open
POs (including the one with which you are currently
working).

The point below which an order is indicated.

The inventory level to which the order should build.
The quantity that has been received on the PO.
The quantity of the item that is on back order.

The quantity of the item that has been cancelled.

This field allows for the free-form entry of text (50
characters) for internal (shop) use. This text will not
appear on the printed purchase order.

(To Date) Quantity of the item that has been
received.

(On Order) Quantity of the item that has not been
received.

3  The Inventory Button opens the Inventory List, allowing you to add an inventory item
to your purchase order.
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When you select an item from the Inventory List, the fields of the dialog box fill in
automatically.

4  Select OK to accept your input.

Summary

This chapter described the various options that are available for generating and
working with purchase orders.
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Chapter 13
Marketing

Introduction

Manager provides you with a number of ways to reach out to your customers. You can
set up Promotions in the form of Packages (parts and labor operations grouped together
and sold at a discounted price) and Discount Coupons (a flat dollar or percentage
discount to the parts or labor on an order). Marketing Data can be gathered on your
customers including referral information, customer work information, and customer
personal information. The Mail Merge capability allows you to set up targeted
mailings of post cards and letters to your customers.

Promotions

T The Select Package dialog box provides options for adding packaged parts and labor
-l operations to orders. This dialog box is opened by selecting the Promotions icon in the
Order screen.

! Select Package %]

Brakes 1 LOE ] Packages ] Discounts
Shap Management Tire Fackages

|Selecf Tire From Invenfory Sort by
o e # Tire Size
Tire Size || Sart ¢ Description
Description | Clear " Price
Tite Size | Description [ List [onHand [on0rder =]

Cancel ok

Promotions (Tires displayed)
289



The tabs on this dialog box work like a card file. Click on any tab to move the selected
panel to the forefront of the dialog box.

UPGRADE NOTE: If you are upgrading from a previous software version of
Manager you must run Import Jobs from the Utilities menu to get the sample
brake packages. Refer to “Import Jobs” in Chapter 4, “Utilities,” for details.

The following sections describe each of the five panels.

Tires

The Tires panel of the Select Package dialog box allows you to add parts and labor
packages for tire replacements.

i Select Package E
“ Brakes 1 LOFE 1 Packages W Discounts
Shop Management Tire Packages
|Sefect Tire From Inventory % Sort by
& Tire Size
Tire Size I Search  Descripti
Description | Clear | " Price
Tire Size I Description I List I OnHand I OnOrder I:I
175-70R14 | Radial Tire - Comnell | 11002 6 | o]
215-75A15 Radial Tire - Michelin 55.17 0 0
J |
Lancel | Ok |
Tires

You can sort the grid area by Tire Size, Description, or Price.

To add a tire replacement package:

1 Open the Tires panel of the Select Package dialog box, if not already open.
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2  Search Inventory for the desired Tire. To do this, just click on the Search button. To
narrow your search by Tire Size or Description, enter a value into one of these fields
and click Search.

Note on Searching for Tires: Tires are designated in the Add/Edit Part dialog
box selected via the Add or Edit commands in the Inventory List. Only those items
designated by a mark in the Tires check box in the Add/Edit Part dialog box will
be located in a Tires search. See Add/Edit Part on page 259.

Double-click on the desired Tire or click the tire and choose OK.
3 The Tire Package Selection screen displays.

Tire Package Selection 1
Description I Ay I List IF d JILI
Radial Tire - Cornell 4 110,02 440.08
Mount Tire 4 6.50 26.00
Road Hazard Warranty 4 20.00 80.00
Align Front End | 4] 32s0] 13000
Valve Stem 4 0.30 120
Tire Mame Radial Tire - Cornell
Size 175-70R14
Quantity I4 il
Tire Only
Tire and Mounting only
Ultra Platinum LI
Bicting | Package Total $677.28 |

Tire Package Selection

4 Choose a Quantity of tires. (Note that the package pricing changes with the quantity
selected.)

5 Pick a Package. Choices are Tire Only, Tire and Mounting only, Platinum, Ultra
Platinum, or Lifetime package.

6 Click OK to add the package to the order

Brakes
The Brakes panel of the Select Package dialog box allows you to add parts and labor
packages for brake servicing.
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To add a brake servicing package:

1 Open the Brakes panel of the Select Package dialog box. (Select Promotions from the
Order screen, and then choose the Brakes tab.)

The Brakes panel of the Select Package dialog box displays.

i Select Package x|
Tires ﬁlakes LOE 1 Packages W Discounts
Shop Management Brake Fackages
Description I Oty I List I Extended H
& Front Rear Replace Front Brake Pads 1 13000 130,00
> Disc Dise CAHBON METALLIC BRAKE PAD 1 0.00 0.00
l SILVER I
[ GOLD [
J |
| PLATINUM | |
Package Total $130.00 |
LCancel | 0Ok |

Select Package (Brakes)

2 Choose any combination of Front and Rear Disc and Drum Brakes.

3 Choose between Silver, Gold, and Platinum packages. Note that the package pricing
changes with the package and brake combination selected.

4  Click the OK button to add the package to the order. A dialog box asks you to confirm
your selection.

OR
Click a different tab to switch to another of the Select Packages panels.

LOF
The LOF panel of the Select Package dialog box allows you to add Lube, Oil, and Filter
packages.
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To add an LOF package:

1 Open the LOF panel of the Select Package dialog box. (Select Promotions from the
Order screen, and then choose the LOF tab.)

i Select Package 1
Tires 1 Brakes 1 LOE Packages W Discounts
Shop Management LOF Fackages
| ) Description IlJtyI List IF tend ‘H
Standaorﬁ M Premng!} Motor Change Motor Oil Lube Chassis 1 2499 2499
! OIL FILTER 1 0.00 0.00
Premium ENGINE OIL 5 2.50 12.50
Synthetic Motor Blended Motor
o] o]]]
Description I:I
4075 Premium Oil Change
4TS5 Premium Oil Change /0 Lube
50TS Permium Oil Change |
5QTS5 Premium Oil Change W/0 Lube
|
=l | Package Total $37.49 |

Select Package (LOF Tab)

2  Click on the Lube, Oil, and Filter package you want to add to the order.
3 Click the OK icon to add the package to the order

OR

Click a different tab to switch to another of the Select Packages panels.
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Packages
Packages are parts and labor operations which are grouped together and sold for a
(usually discounted) single price. The Packages tab allows you to add packages to

orders.

1 Select Package

Tires

] Brakes ] LOE 1 Eackages Discounts

Shop Management Packages

& ViewAll T Cument ¢ Expired

Number I

Description

I Amount

A/C

| AJC Service Special - not inc. freon

Expires lﬂ
30.95 | 071771997 |

AC1
Align_A
Align_T
brake
BR51
Clutch
FIS
M5P
MTU4
MTUG
MTUS
oil
Smog

T Promo

Air Conditioning S pecial

Computenzed Alignment - Front End Auto
Computernized Alignment - Light Truck

Disc or Drum Brake 5pecial

Brake Special - $89.95 per axle

Clutch work Special - parts extra

Fuel Injection Service

Maintenance Service Package - B-8 higher

M ail Tuneup - 4 cylind
Maint Tuneup - b cylind
Maint Tuneup - 8 cylind

0il & Filter Change Special
Smog Check Special - $8 certificate additional
Test Promotional Item

24 98
24.95
36.95
69.95

LCancel |

11/3041997
0772641997
07/26/1997
08/07/1997
11/3041997
09/1141998
07/26/1996
11/3041997
11/3041997
1173041997
1041641997
12/31.1997
12/3141999
06/14/1996 LI

Packages

To add a package to an order:

1 Open the Packages panel of the Select Package dialog box. (Select Promotions from
the Order screen, and then choose the Packages tab.)

2 Choose the Package you want to add to the order.

NOTE: You can use the View All, Current, or Expired option buttons at the top of
the panel to filter the packages displayed.

3 Click OK.

A dialog box asks you to confirm your selection.
4  Click Yes to add the Package to the order.
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Discounts
Discount Coupons apply a flat dollar amount or percentage discount to the parts and/or
labor on an order.

1 Select Package

Tires ] Brakes ] LOE ] Packages 1 m

Shop Management Liscounis
| & ViewAll T Cument ¢ Expired |
MNumber I Description I Amount I Expires I;I
AARP | AARP Membership Discount | Percent | 05/15/1998 |
oci1o $10 Off Oil Change 10.00 | 11/30/1997
SM12 $12 Off Smog Inspection 12.00 | 11/30/1997
L]

Discounts

To add a discount to an order

1 Open the Discounts panel of the Select Package dialog box. (Select Discounts from
the Order screen, and then choose the Packages tab.)

2 Choose the Discount you want to add to the order.
3 Click OK.*

NOTE: You can use the View All, Current, or Expired option buttons at the top of
the panel to filter the packages displayed.

A dialog box asks you to confirm your selection.
Click Yes to add the discount to the order.
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The Marketing Data dialog box is where you collect information about your customers
for use in selectively marketing your products and services. Presently, this data can be
used for reference purposes only. It is anticipated that future releases of the program
will provide a capability to target mailings and postcards based upon the marketing
data collected in this dialog box.

The Marketing Data dialog box is opened by selecting the Market button in the
Customer screen.

= Marketing Data
-Referral Inf i ~Cust P 1 Inf
Referral #1: |Newspaper Ad 2] Date of Birth [05/03/56 |[*]]
Referral #2: |<none> 2 Group #1 [Tac AN < |
Cust Work Inf Group #2 I(none) |£I
- Group #3 I(none) |£I
Company Hame |Rohr Industries
Group 14 +
Address [120 Bay Bivd. roup #4 | none> 2]
G #5 |< > *
City ICil_v of Industry foup I none |_|
*
State, Zip I[;A |91 999 Group H#E I(none) |;|
*
Position IMachinisl Group #7 I(none) |;I
Referral Selupl | Group Setup I

Marketing Data

The Marketing Data Dialog box is divided into three sections:
¢ Referral Information
® Customer Work Information

® Customer Personal Information

Referral Information

The Referral Information portion of the dialog box is where you collect information
about how the customer found out about your shop. You are able to select up to two
referral sources for each customer.

To enter a referral source:

Select a referral source from the Referral #1 pull-down choice list. The referral source
becomes a part of the customer record.

Repeat for a second referral source, if desired.



Referral Setup

Referral Setup The Referral Setup dialog box is where you maintain a choice list of
referral sources for the Marketing Data dialog box. The choice list should include all
regular sources of referral business (other shop, newspaper ad, etc.).

Select the Referral Setup button to open the Referral Setup dialog box.

= Referral Setup

Description i

Mewspaper Ad
Word of Mouth
Yellow Pages

Add I Edit I Qelelel

Referral Setup

You can add, edit, and delete referral descriptions in this dialog box.

To add a Referral Description:

In the Referral Setup dialog box, select Add.
The Enter Information dialog box appears.
Type in a Referral Description.

Select OK.

The new Referral Description appears in the grid area of the Referral Setup dialog box.

To edit a Referral Description:

In the Referral Setup dialog box, click on the Referral Description you want to edit.
Select Edit.

The Enter Information dialog box displays the current Referral Description.
Overtype the current Description.

Select OK to save your change(s).

To delete a Referral Description:

In the Referral Setup dialog box, click on the Referral Description you wish to delete.
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2  Select Delete. A dialog box directs you to confirm your deletion.

3 Select Yes to delete the Referral Description.

Customer Work Information

This is where you add or edit administrative information (Company Name, Address,
etc.) about where the customer works. To add work information simply type the
appropriate entries in the text entry fields. To edit a work information field, simply
overtype the current entry with new information.

Customer Personal Information
You can enter customer's Date of Birth and select from among seven (7) Marketing

Groups. These groups, set up in Group Setup, can be defined in any way that you might
find useful.

Followup Letters and Postcards
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Followup Letters and Postcards merge text that you set up in the Followup
Postcards/Letters Setup dialog box with Customers/Vehicles selected from your
Customer/Vehicle database.

* Followup Postcards can be used to maintain postal reminders, recommendations,
and announcements to customers, such as “Thank You” postcards, etc. Follow-Up
Postcards, are formatted to print out on a standard 3"x 5" card.

® Followup Letters are simple letters consisting of your shop's name and address, the
customer's name and address, and text you enter in the FollowUp Letters Setup
dialog box.

The program allows you to target those customers you most want to reach with
pinpoint accuracy. For example, you could select only those customers who haven't
had their brakes serviced in the last two years for a brake special. Or you could mail
thank-you cards to all of the customers who visited your shop last week. These are only
a couple of examples—Iliterally thousands of targeting possibilities exist.

The following sections describe how to query the database for records to create a
followup letter or a postcard.

Letters and Postcards Setup

Followup Letters and Postcards must be set up before you can process a mail-merge
request. The Followup Postcards and Letters dialog box is opened by selecting
Followup Postcards/Letters in the Standard Descriptions dialog box.

The procedure below assumes that your postcard, or letter, has already been set up.
Refer to Chapter 3, “Shop Setup” for complete details on setting up postcards and
letters.



Creating a Followup Postcard or Letter

The following procedure describes the steps necessary to create a follow-up letter or
postcard. The basic steps are that you select the Follow-up document (letter or
postcard) in the Report Selections dialog box, then you select the records you want to
work with in the Followup dialog box.

To create a Follow-up Postcard or Letter:
Select Reports from the Button Bar.
The Report Selections dialog box displays.

= Report Selections

Client Management
RIS loventory |

FL - Dan's Letter #2
FL - My Hew Letter .
FL - Referral Thank You Select Printer
PC - Brake Special - +
PC - Referral Thank You IHP Laserlet 4/4M PostScript |;|
- Thank you

Accounting @® Report to Screen

O Report to Printer

Mo. of Copies To Print |1

| | I_QanceI” Fax || FPrint I

Follow Up Report Selections

Select the Followup tab to display available postcards, followup and mail merge
letters.

Available letters and postcards are displayed. Followup Letters are prefaced by the
initials “FL,” Mail Merge letters are prefaced by the initials “MM,” and Postcards are
prefaced by the initials “PC.”

Select the name of the Followup letter or Postcard you wish to use. (If you need to add
a letter or postcard, refer to Follow-up Postcards and Letters Setup in Chapter 3, “Shop
Setup.”)

(Optional) Select Report to Screen or Report to Printer, select a Printer, and/or
specify the number of copies to print.

Select Print.
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The Followup dialog box displays.

Followup E|

Customer 1ﬂewf|nactive} Becummend] lnspectionsw View List W

Selection Criteria

Service Date From [12/28/2004 [¥] To [12/19/2005 2] & Select For Cust.

Category . .. .. .. ‘( All > j " Select For Veh.
Selection Method:
Select by Customer for specified date range. ﬂ

Selection Filters

Vehicle Make . . . [< All > ~| & This Make only ¢ Exzclude this Make
ZipCode .. ... .. < All > ~| & This Zip only " Exclude this Zip

Mileage Since Service . . |0 * Include if greater  Include if less

|
Records Selected: 0 |

Followup Dialog Box - History

Followup Dialog Box

The Followup dialog box is where you determine which customers you will select for
a mail-merge letter or postcard. The Followup dialog box displays automatically
whenever you select a mail merge letter or postcard in the Follow Up Letters and
Postcards dialog box and then choose to Print.

The Followup dialog box consists of five (5) panels:

® The History panel is where you select the types of customers that you want to
include in a search of Order History.

¢ The Customer panel allows you to choose individual customers to add to your list.

® The New/Inactive panel allows you to to run queries to locate new customers or
inactive customers.

¢ The Recommend panel allows you to choose customers for which there are
recommendations for followup correspondence.

® The Inspections panel allows you to choose customers for which inspections are
indicated for followup correspondence.

® The View List panel allows you to look at the results of the list that you have
developed, remove customers if desired, and print your mail merge request.



History Panel The History panel is the first panel in the Followup dialog box to
display when you select a letter or postcard in the Followup Letters and Postcards

dialog box and then choose to Print. To conduct a history search, you set up search
criteria and then choose Search.

To conduct a History search:

® Set up search criteria and select Search. The available search options are described

below.

The View List panel displays the results of your search request.

The following search options are available:

Option

Service Date From

Category

Select for Customer/
Vehicle

Selection Option
Buttons

Selection Method

Vehicle Make

Description

Choose the range of service dates in vehicle history
for which you wish to find Customers or Vehicles.
Type or select a beginning range in the From field
and an ending range in the To field.

Select the Category of repairs from the pull-down
choice list.

Choose whether you want to conduct a database
search based upon Customer or Vehicle. Note that
if you choose a Vehicle search you may generate
multiple records for the same customer.

Allows you to choose records by Customer or by
Vehicle.

Allows you to choose whether to include or exclude
customers/vehicles in your search based upon the
Selection Criteria you have entered above. Click the
down arrow to display a list of options.

Choose the Make of vehicle you want to include in
your search, or alternately, to exclude vehicles in
your search. Option buttons to the right of the field
allow you to choose “This Make Only” to conduct a
search for a specified vehicle make only, or choose
“Exclude this Make” to conduct a search for all but
the selected vehicle make.
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Option
Zip Code

Mileage Since Service

Description

Type or choose the Zip Code you want to include in
your search, or alternately, to exclude Zip Codes in
your search. Choose the “This Zip Only” option
button to conduct a search for customers/vehicles in
the specified zip code only, or choose “Exclude this
Zip” to conduct a search for customers/vehicles in all
but the selected zip code.

Type in the number of miles since the vehicle was
last serviced. Manager performs a calculation based
upon the date that the vehicle was last serviced, the
odometer reading at the time, and the amount of
time since the last service date.

Choose the “Include if greater” option button to
search for vehicles that have gone more than the
specified number of miles since the last visit or
choose “Include if less” to search for vehicles that
have gone /ess than the specified number of miles
since the last visit.

For example, let's say that a customer visited the
shop on January 1 with an odometer reading of
1,000 and again visited the shop three months later
on March 1 with an odometer reading of 3,000.
Manager calculates that the vehicle averages 1,000
miles a month. Nine months later, you conduct a
history search for vehicles with greater than 10,000
miles since the last visit. Since the calculated
mileage for the example vehicle is 9,000 (9 months
times 1,000 miles/mo.), the example vehicle is
excluded.



Customer Panel The Customer panel allows you to select individual customers or
companies and add them to your mail merge list.

Followup El

History ] Customer: ﬂewflnactive] Becummend] lnspemions] View Lis11

& Select For Customer " Select For Yehicle ‘

Selection Criteria

Customer 1D | I Add All Customers Without Yehicles

Company |
MHame |

| Records Selected: 0 |

Add Clear E xit

Followup Dialog Box - Customer

Simply type in the Customer ID, if known, or choose the Company or Name button
to display the Customer/Company List from which you can make selections. Once you
have made each selection, choose Add. A dialog box informs you that the customer
has been added to the list. The Records Selected total increments by one.

Select OK to add the customer to the list. Once you have added all customers, select
the View List tab to display the customers, and their vehicles, that you have selected.
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New/Inactive Customer Panel The New/Inactive Customer Panel allows you to
run queries to locate new customers or inactive customers.

X

Followup Ead

| History \| Customer ﬂe Becommend] lnspec‘lions\| View List \I

Search For

* New Customers based on first Invoice date

[” Include previously printed and marked Hew Customers
whosze first invoice fallzs within the zelected date range

~ Customers whose last invoice falls within the
selected date range

From [12/2872004 [2]] To [12/19/2005 [2]

| Records Selected: 0 |

Search Exit

Followup Dialog Box - New Inactive Customer

To find "New" customers:

® -Choose the New Customers based on first Invoice date option and pick the date
range in the bottom part of the dialog box. Click the Include previously printed
and marked New Customers whose first invoice falls within the selected date
range check box to include customers who have previously been included in a
printed New Customer query. Leave this check box blank (unselected) to exclude
customers within the date range that have been part of a previous print run. Click
Search to locate the records of those customers you have defined as "New

Customers"

To find "Inactive' customers:

® -Choose the Customers whose last invoice falls within the selected date range
option and select the date range in the bottom part of the dialog box. Click Search
to locate the records of those customers you have defined as "Inactive."
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Recommendations Panel The Recommendations panel allows you to select
customers for which there are Recommendations to be added to your Followup List.

Followup E|

| History ] Customer Wﬂewﬂnamive]

lnspemions] View List \I

Selection Criteria
Service Date From [12728/2004 2] 10 [12719/2005
Category . _ . . . _ . |< All > j

I¥ Print Recommendation Text

Selection Filters

Vehicle Make . .. |< All > | * This Make only  Exclude this Make
ZipCode . .. . . < All > *| & Thiz Zip only " Exclude this Zip

|
| Records Selected: 0 |

Search Exit

Followup Dialog Box - Recommendations

The following selection options are available:
Selection Criteria

The fields in this area of the dialog box allow you to specify the Service Date—the
range of service dates in vehicle history for which you wish to find Customer/Vehicle
records with recommendations and the Category of repair work for which you wish to
search. A check box allows you choose to print recommendation text.

Selection Filters

Selection filters allow you to include or exclude records based upon your choices of
Vehicle Make or Zip Code. Use the option buttons to the right side of each selection
field to include or exclude records based upon your selection.

Once your selection criteria is complete, select Search to scan the vehicle history file
for matching records. The View List panel displays the results of your search.
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Inspections Panel The Inspections panel allows you to select customers for which
inspections have come due for follow up correspondence.

Followup

X

| History ] Customer ]ﬂewﬁlnacﬁve] Becommend] 1 View List

Selection Criteria

Inspection Date From [12/28/2004 2] To [12/15/2005 %]

Selection Filters

Vehicle Make . . . < All > v| & This Make only (" Exclude this Make
ZipCode . . ... .. < All > v| & This Zip only " Exclude thiz Zip

| Records Selected: 0 |

Search Exit

Followup Dialog Box - Inspections

The following selection options are available:
Selection Criteria

The fields in this area of the dialog box allow you to specify the Service Date -- the
range of service dates in vehicle history for which you wish to find Customer/Vehicle
records with inspection dates.

Selection Filters

Selection filters allow you to include or exclude records based upon your choices of
Vehicle Make or Zip Code. Use the option buttons to the right side of each selection
field to include or exclude records based upon your selection.

Once your selection criteria is complete, select Search to scan the vehicle history file
for matching records. The View List panel displays the results of your search.



View List Panel The View List panel displays automatically as a result of a history
search or whenever you select the View List tab in the Followup dialog box.

Followup --- Yiew from History, g|
History ] Customer ] ﬂewflnactive] Becommend] Inspections ]
ZipCode | Customer | VYehicle |"
304M Mullan, Robert 1996 Saturn 5L1
91082 Davidson, Julie 1993 Jeep Cherokee
91082 ¥an Hoek. Ren 19390 Hyundai Sonata
91082 Wright. Steven 1995 Geo Metro LSi
91923 Thomas. Richard 1994 Audi 90
91934 Dwulet, Doug 1995 Jeep Cherokee SE
91943 Read-Me. First 2000 Chevrolet Blazer
91956 Clayton. Yernon 1990 Mizzan Stanza GXE
91956 Davies. Bart 1989 Ford Probe GL
91956 Motherson, Lopd 1991 Missan Stanza GXE W
| Records Selected: 242 |
Telephone Clear List | Delete | Print | Exit |

Followup Dialog Box - View List

The View List panel lists the customers that you have selected in the History,
Customer, Recommend, and Inspections panels. The following options are available:

Option Description

Telephone Displays the Telephone number(s) of the selected
customer.

Clear List Clears the list, allowing you to generate a new list.

Delete Deletes the selected customer from the View List.

Print Selecting Print sends the postcard or letter request

to the screen, or the printer, depending upon your
choice in the Report Selections dialog box.

You can move back and forth between the View List and the History and Customer List
panels to add additional customers to your list. Once you have finished, choose Print
to process your request. If you are processing a request for a postcard, the Printing

Postcards dialog box displays. If you are processing a request for a mail-merge letter,
Microsoft Word opens allowing you to edit or print your letter.
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Printing Reports/Postcards The Printing Reports/Postcards dialog box displays
as the result of a Print request in the Followup Dialog Box.

X

Printing Reports

Recommendation for Work 1
‘242 ds have been selected for printi ‘

Il': Print Letters/Postcards:
" Print Customer List
" Print Labels

Restart Interrupted Print job
Enter the last name of the last t printed before i

Cancel

Printing Reports

® The Print Letters/PostCards and Print Labels settings allow you to print one side
of the post card and then printing mailing labels for placement on the other side.
(See Printing Mailing Labels for a procedure for printing mailing labels.)

® The Print Customer List selection allows you to print a list of all the customer
records generated by your query. After this selection, the Sort Customer List dialog
box allows you to sort the customer records for your printout.

® The Restart Interrupted Print job ficld allows you to restart a print run that has
been aborted due to a printer problem or for some other reason. Simply enter the
last name of the last customer to correctly print and the run will restart with the
following customer.

EXAMPLE If you were printing a postcard run that was stopped at the post card
for “Johnson” because the printer ran out of paper, you would enter “Johnson” in
this field.

NOTE If you choose to print a Customer List you will be prompted to choose the sort order
for your printout. Choose the order you’d like to sort on and click Print.



Once you have made your selections in this dialog box, select OK to begin your print
run. The following figure displays a completed followup letter.

Express Auto Repair
5482 W. Industrial Way
San Diego, Ca. 91923
PHONE - 619-675-9898 FAX - 619-876-5656

Mr. Wes Ditman
4389 South East Banting Street
San Diego, CA 96134

Tt means a great deal to us that you have recommended us to your friends and co-workers.
We value your patronage, and we are committed to providing you with the best service around.

In appreciation for your referral, this card is good for 25% off of any normal maintenance for your
vehicle.

Thank you for your business and your referrals!

’/\/\/\/\/\/\/\

Completed Followup Letter

Mail Merge Letters

The program's Mail Merge feature allows you to merge information from your
database into a document you have created and formatted in Microsoft® Word.

NOTE: Mail merging in any program can be an inherently complicated task. The
information in this section is provided to help you learn mail merge setup activity
specific to the task of Mail Merging in Manager. This information does not replace
the detailed information on mail merging that is provided in the Microsoft Word
User's Guide and the Word online help system.

If you are not experienced in mail merging, it is highly recommended that you
study these information sources before attempting to create a mail merge
document.

To run mail-merge, you must have the following software installed on your computer:
® ShopKey Management System/Service Writer
® Microsoft Word 2000 or Office XP.
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The following procedure describes the steps necessary to set up and run a mail-merge
request.

To create and print a mail-merge document:
1  Select Reports from the View menu.
The Report Selections dialog box displays.
2  Select the Follow Up tab to display available postcards and letters.

Report Selections \ |

[ Fl:lll:lw Up .m - + Report to Screen
[ Client [ Management[] Accounting ] * Report to Printer

MM - Manual MailMerge Generation
FL - How Did We Do?

FL - Make and Manufacturer 1

FL - Make and Manufacturer 2 -
FL - Hew Computer System 1 HP LaserJet 4L J
FL - Hew Computer System 2
FL - Recommendation for Work 1 . .
FL - Recommendation for Work 2 No. of Copies To Print ’1_
FL - Recommendation for Work 3
FL - Thank You 1

FL - Thank You 2

FL - Thank You 3

FL - Thank You 4 gance|| Fax | Print_|

Select Printer

Report Selections

3 Click on the *MM Manual MailMerge Generation selection and click Print.



The Followup dialog box displays.

Followup E

History Cust 1 Rerc '1 Inspections ] View List

Selection Criteria
Service Date From [12/2/95 | #]| To [12/2/97  [#] & Select For Customer
Category . . .. . .. I( All > j " Select For ¥ehicle

Selection Method:
Select by Customer for specified date range. j

Selection Filters

Vehicle Make . . . [< All > | @ This Make only ¢ Exclude this Maked
ZipCode . . _ .. .. < All > | & This Zip only ' Exclude this Zip

Mileage Since Service . . . IU @ Include if greater " Include if less

| Records Selected: 0 |

Search | Exit |

Followup

4  Perform a search to generate some records. Again, the only purpose of this request is
to populate the database for you to generate a mail-merge document in WORD. The
actual results of the search don't matter so long as some records are found. Refer to the
Followup dialog box section earlier in this chapter, if necessary, for instructions on
generating a followup request.

5 Open WORD.

Note: This procedure documents the mail merge process in Microsoft Word XP.
The process in Windows 2000 is different, however, the database and table
naming conventions will still be applicable. Please refer to your Word 2000
documentation for details in setting up a mail merge letter in Word 2000.
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6 From the WORD Tools menu, select Tools/Letters & Mailings/Mail Merge Wizard
to open the Mail Merge Helper dialog box.

2l Document# - Microsoft Word [9=11E3]
£ Homal - TmesNewRomen ~ 12« [B|Z U O-#-A -
Final Showing Markup — ~ Show~ & %P & - X - (3 - B EH .
De@aa &RV (== QHEOE=@ B[] -0.
File Edit view Insert Format Tools Table window Help - %
@@ Insert ward Field = .
;\,:..‘-g"--"-1"-w"-z‘--\‘--a‘-‘\‘-‘4‘-‘\--‘5-“\-“,3-“.-‘A Mail Merge v x
o | Select document bype
@ B What type of document are you working on?
=3 o ® Letters
2 . E-mail messages
~” |- 1 Envelopes
|-
B Labels
|| Directory
(= Letters
g
B send letters to a group of peaple, You can
N personalize the letter that each person
- receives.
- | ekt conie
, =l step1of6
S
, @ = Next:starting document
: =
EIEIERT| | ol
Dawr [y Auestapes N\ W COOCE 4 E d-Z-A-==508 0.
Page 1 Sec 1 11 a1 cal 1 English (U5 GF
Mail Merge Helper

7 The Wizard provides instructions and options on the right side of the dialog box for
setting up your letter. Follow the instructions to set up your letter. The Third Step
requires that you select your recipients.

8 Select Browse from the Use existing list option.
You are prompted to select a data source.
Browse to the database directory:

C:\Mitchelll\Manager\S2x\mdb
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Select Data Source @

Loak in: | (= mdb

j & - [E] @XD'TDD[S'

Mame
3:55 I () Import
Histary [CawebInfo
T @SmcoreSZ_template
1 sms1

My Documents

FF9
& ¢
4

Size | Tvpe Date Modified
File Folder 11/24/2004 £:54 4
File Folder 1/10/2005 1:55 P

3,964 KB Microsoft Access Ap...  1/20/2005 7:42 Al
1,556 KB Microsoft Access Ap...  12/29/2004 4:01 F
139,024 KB Microsoft Access Ap,..  10f15/2004 2:33 1

Favorites
= < | b
Fil 8 -
S — = [MEm | J Mew Source... | Cpen
Flaces Files of type: |AII Data Sources j Cancel
Select Data Source
9 Highlight SMCORE32 and click Open.
You are prompted to select a table.
Select Table
Mame Description | Modified Created ~
1MAILMERGE 12/15/2004 2:34:39 PM 12/15/2004 2:34:39PM
AAILMERGE 12/15/2004 2:34:39 PM 12/15/2004 2:34:39 PM
Acchclass 11/22}2004 6:06:23 PM 10/27}2004 2:29:34 PM
ActTxfrBase 11/22}2004 6:06:23 PM 10/27}2004 2:29:34 PM
ActTxfrDetail 11/22}2004 6:06:23 PM 10/20/2004 3:02:39 PM
Alpartno 11/22}2004 6:06:23 PM 10/20/2004 3:02:39 P
Alkprice 11/22{2004 6:06:23 PM  10/20/2004 3:02:39 PM
< | =
OF | Cancel
Select Tuble
10 Select 2MailMerge.
The Mail Merge Recipients dialog box displays.
Marketing
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Hail Merge Recipients

Ta sort the list, click the appropriate column heading, To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading. Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

> lastname > firstname > company | | address | ¥l city | ¥/ state A
Tag Pete Point Tech ... 424 E. Main... Spring A
Craig Dale SanDi.,  CA N
Hurst Mickey San Di...  CA
Livingston Samue| 410 Copras Tr El Cajon  CA
Doe-Jones Jane 1609 shad...  SanDi.. CA
Mille Gary 512 Round ... Spring.. CA
Furik. Billy 134-Decker... Spring... CA
Roach Jesse 613 Reno SanDi... Ch
May Ashley 1638 Cedar... SanDi.. CA
“Washington Scotk 696 Fox Ave  Spring... CA
M e Sam 1517 Kinnat San M i e
£ | >
Select Al | Clear all | Refresh |

Mail Merge Recipients

11 You may modify your recipients list by deselecting recipients, if desired. Click OK
when satisfied with your list.

12 Write your letter. You may personalize the letter by adding merge fields from the mail
merge toolbar (refer to your Word documentation if necessary).

314 Chapter 13



Once your letter is complete, choose Next: Complete the Merge.

2l Document4, - Microsoft Word

To personalize your letters, click "Edit
Individual Letters." This wil open a new
document with your merged letters. To
make changes ko all the lstters, switch

A BadyText  « TmesMewRomen « 10 - B 7 U .
Final Showing Markup ~— ~ Show~ & & & ~ X~ (@3- 2 H .
e &L Y B o
Fle Edt Wew Inset Fomat Jools Table  window  Help
RO FIFE nsetwdred- |[52]E % M4tz » W B By%h, b,
e -g‘--.w-l-".-Hz--w---g‘--.“-4‘”.-”5--‘u 4 & Mail Merge
o] | Complete the merge
@1 Ml Merge is ready to producs your
= letters.
LY
S| - Tanuary 19, 20050 back to the original document.
B - Merge
P i Sam Day] 5 prirt...
- 1517 Kingston ]
- SanDiego, A 92131 Oy Edit individual letters...
. Deat-Sam Day,
- Savebigwith Dwulet-Automotive’s §19.95 Lube and Oil-Change. Good through the-end-of the-mm
- urway-of thanking youfor yourpatronage ]
N Sincerely,|
N z
Job Dwntetf] o Step6of6
- " Dwulet-Automotive] s 48 Previous: Praview your letters
Zag= | »
Draw~ [z autoshapes- > W IO E 4l 2@ - 2Z-A-===508@.
Page 1 Sec 1 11 Ak 2.5" Col 44 English{U.s  [CE

Completed Mail Merge Letter
13 Edit the individual letters, if desired and Print your letters.

Mail Merge eMails

You may also use Mail Merge to generate emails to your customers using Microsoft
Word and Outlook. The process is very similar to the Mail Merge process described
above, just choose E-Mail messages as your document type at the beginning of the

process.

@ Mail Merge -

Select document type
‘What bype of document are you working on?
Letters
* E-mail messages

Envelopes

E-Mail Messages Document Type
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Note: Only those customers with email addresses will be part of your Mail Merge eMailing.
Customers without email addresses will be ignored.

Saving and Re-Using Your Mail Merge Letter

Once you have set up your Mail Merge letter, you will probably want to save it for later
re-use. Just save it to a convenient location on your hard drive, then in Management go
to the Followup Tab, choose Mail Merge and then Add.

Shop Data | Standard Tables | Standard Descriptions

f Symptoms ] f Manufacturers
f Vendor Type ]T Hotes
f Title Location Status
Category Part Code Phone
Description
MM-Mergel |

" Postcards

* Mail Merge Letters]

" FollowUp Letters

Add | Edit | Delete | <Back | Next> Print Done

Followup



The Mail Merge Letter Setup dialog box displays.

Mail Merge Letter Setup @

Letter Hame |LIJF Special

Mail Merge Document

C:ADocuments and Settings\Dan DaminA\D  Browse

Microsoft Word Location

|C:\nglam Files\Microsoft Office\Dfficel Browse

Mail Merge Macro

LCancel

Type a Letter Name to identify the Mail Merge Letter in the Reports dialog box.

Mail Merge Add

Browse for the location of your saved letter and the location of Microsoft Word. Click

OK when complete.

Re-Using a Saved Mail Merge Letter You can re-use a saved mail merge letter
by selecting it in the Reports dialog box. Just click the name of the letter and then

Print.

Report Selections

[ Follow Up

- Thank You 3
- Thank You 4
- Without Service 1
- Without Service 2
- Without Service 3

- MM-Mergel

- Brake Special

- Inspection 1 sided
- Inspection 2 sided
- LOF Reminder

- Thank you

(Clins_ ] Honogoment|[ Accouniing |

3

* Report to Screen

" Report to Printer

Select Printer

HP Laserlet 4L

Mo. of Copies To Print

o

LCancel |

Fax | Print |

Selecting Saved Mail Merge Letter

You will then go through the process of selecting customer records for the letter, just
like any other followup correspondence. Once you have completed that process and
clicked Print, Word launches with your new customer list automatically entered into

your letter.

Marketing
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Summary

This chapter described the many ways that the program offers to get to know your
customers better and to reach out to promote your products and services.
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Appendix A
Customer Service

Who to Call for Help

Manager Technical Support 1-888-724-6742
General Manager Information 1-888-724-6742
Technical Support E-mail techsupport@mitchelll.com

Internet Address: http://www.mitchelll.com
Support Website: http://www.mitchellsupport.com

Find your local Sales Rep: http://www.mitchellrep.com
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Manager Forum

The Manager Forum is a discussion board available to Manager users and Mitchell 1
personnel for exchanging tips and information related to the Management software.
The Forum may be accessed via the Web link in Manager and also via Premier Club
for active subscribers.

] Manager/ManagerPlus Users' Group :: Index - Microsoft Internet Explorer

Ele Edt View Favories Tooks Help

DR EmandE Manager/ManagerPlus Users' Group

sharing user community knowledge to get more out of Mitchell Management Software

@rag @search Emermberist Eusergroups B Register

online conmunity Eprofile @ Log in to check your private messages @ Lag in

The time now iz Thu Jan 20, 2005 5:532 prm
Manager/ManagerPlus Users’ Group Forum Index View unansuered posts

Using the Manager/ManagerPlus User's Forum

_ Read this first

a It is your responsibility to understand the rules of this farum before n 1 wied May 26, 2004 5:15 pm
participating ddaioo =0
Moderators dd2190, timbred

User Forums

Tips and Tricks

@ A forum for Management System users to exchange information, tips and a 4 Mon Aug 30, 2004 4:51 pm
tricks, and other useful advice trobsiley +0

Moderators dd9190, timbred, jd2171

General Questions
Questions about using the Management Systam. How do 1.... 7 7 i DE‘dDd;;EDiS'm (P
Moderstors dd9190, timbre4, jd2171 ERRb

©

Features
Features of the Management System software 1 1 Memie o anen T

Moderators dd9190, tirbred

©

Reports
Getting the most out of Management reports 1 1
Moderators dd2190, timbred

©

Wed Mow 10, 2004 £:45 pm
ddaiag 0

Marketing With Manager
Using Manager's Marketing and Follow-up Tools to Build Your Business o [ Mo Posts
Moderstors dd3190, timbred, jd2171

©

~= _Program Setup e em comac om s

& #® Internet

Manager Forum

Questions & Answers
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What do I do if I have a question about my account; billing status or other
Mitchell 1 products?

Call us at 1-888-724-6742.
What do I do if I have a software or hardware problem?

If you have a software or hardware related problem (installation or configuration
problems, error messages on the screen, etc.), please call us at 1-888-724-6742.

What do I do if I have a mechanical estimating labor time or part number
problem?

Call us at 1-877-285-4310.



What do I do if I have suggestions for improving future releases of Mitchell 1’s
electronic products?

If there are certain topics or types of information that you would like to see covered,
or any options or functions you would like us to improve, please fax us at 1-858-391-
5266.

Hours of operation for customer service information:

Manager Support is available Monday through Friday, 6:30 A.M. to 4:30 P.M., Pacific
Time. We are closed on weekends and major holidays.
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Appendix B
Backup

Overview

Backups protect against data loss due to a disk crash, fire, theft, software/hardware

failure, accidental deletion, or power fluctuations. Periodic backups provide insurance

against the inconvenience and high reconstructive costs associated with data loss.

Manager features Automatic Backups. This feature prompts you to automatically back
up your data at pre-defined intervals (program startup, shut-down, or end of day) and

then copies the files you need to restore your database to a location you specify.

Automatic Backups

You can set up the program to perform automatic backups at a defined interval in the
Default Settings panel of the Shop Data dialog box.

Shop Data

Disclaimers

Invoice Validations Tr
Shop / Hazmat

Screen View

[l Estimate/RO Validations

Shop Data 1

Shop Data 2

Default Settings

Area Code
Promised Time | 5:00 PM

Labor Technician m
Parts Technician m

Service Writer | <none> 'l
Default Pay Type m

Use Ph # Mask -
RalAaIe Default Settings
Phone # Mask

=
E
It
p

Bal. Due Warning on new order

1 days past due
‘Warn on Program Exit
Enable FaxMan Fax printer
Include Spouse on Invoice
Include Taz in Estimates
Include Recommendations on RO

Perform backups on:

I~ Program Startup
v Program Exit:

™ End of Day

Location |C:\Mitchell\Repairk52D

Default Settings
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You can choose to backup at Program Startup, Program Exit, or at End of Day. You
also set the backup location. See “How Backups Work™ below for information on
setting a backup location.

Once backups are enabled and a backup is indicated, a dialog box asks if you want to
backup.

Mitchell Management Solutions Series Il 32 B3

& Backup database before exiting?

Backup Database?
Select Yes to begin the backup.

How Backups Work

The automated backup program creates a rotating set of seven (7) compressed .zip
files; one for each time a backup is performed. These files can be used (normally with
the help of Mitchell 1’s Technical Support department) to restore your database.

The files are saved in a \BACKUP directory in the directory you set in the Default
Settings dialog box. The naming convention for the files is:

d[(x].zip

Where [x] represents the day of the week the backup is performed (d1.zip = Sunday,
d2.zip = Monday ... d7.zip = Saturday). When a new backup is created, the previous
backup for that day of the week (if there is one) is overwritten.

The backup function is workstation specific. You can set each workstation to make its
own backup copy of the database.

NOTE: Although you can back up your data to a different location on your hard
drive, this is not recommended as this will not protect your data in the event of a
hard drive failure. Mitchell 1 recommends that you always back up your data to
an external source such as a ZIP drive, or to multiple workstations on a network,
if operating in a multi-user environment.

Although there are a number of reliable external backup solutions, we
recommend the lomega ™ ZIP drive as a dependable, easily configurable backup
source that has been fully tested by our engineering staff.



Files

Restoring Your Database

Manager stores backup files in a compressed .zip format. Third-party software is
required to extract (“unzip”) these files. PKZIP and WINZIP are two programs,
available as shareware, that you can use to restore your database. You can download
these programs from www.pkware.com or you can purchase from your local software
retailer.

NOTE: Windows XP comes with its own zip software.

Contact Manager Technical Support if you need help restoring your database.

Multi-User Backups

If you are using a multi-user version of the program, each workstation can maintain its
own copies of the backup files. Simply set the location to the workstation’s hard drive
(normally C:\). The backup will then be automatically be performed in a \BACKUP
subdirectory on the workstation.

There is no limitation as to how many workstations you can back up to and as a general
rule, the more backups you make, the higher your level of protection.

Manager data files that must be backed up are contained in the directory:
C:\Mitchell 1\Manager\Series(x)\mdb\, or
C:\Mitchell 1\Manager\Series(x)\mdb\,

These files are automatically backed up by the autobackup program and are listed
below for reference purposes only:

SMCORE32.MDB
LASTUSED.DAT

NOTE: This list represents the most current file structure. Refer to the Readme
First document for any changes to the list.

Recommended System

Although there are a number of reliable external backup solutions, Mitchell
recommends the Iomega ZIP® drive as a dependable, easily configurable, cost-
effective backup source that has been fully tested by our engineering staff.
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ZIP disks are small and portable, making them highly suitable for off-site storage. For
an extra measure of protection, it is recommended that you store your backup disks in
a fire-proof safe or take them home with you. This will protect you in the event of a
fire or theft.

What is a Zip File?

Zip files contain other files that are archived into one compressed file. Zip files make
it easy to group files and make transporting and copying these files faster.

How can | restore my database from a Zip file? Ifyou electto use the internal
backup that creates Zip files, you will need to obtain a third party software package
that can decompress the backed-up file. Recommended software packages are
PKUNZIP® or Winzip®. Mitchell 1 can offer only limited support on either program.

NOTE: Windows XP comes with its own zip software.

Summary

This chapter provided a discussion of how to perform backups in the program.
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Appendix C
Importing Data Into Manager

Overview
The Import Utility allows you to import Customer, Vehicle, and Vendor information
from a correctly structured Microsoft Access 2000 database into Manager. The
Database Creation Utility allows for easy entry of information in Manager.
Installation

The Import and Database Update utilities are installed via their own installation
program. These utilities are not installed as part of the regular Manager installation.

To install the Import/Database Update Utilities:
1 Browse your Manager CD for the Update Utility. The file is located at:
x:\utils\tools\import\setup.exe

Where "x:\" is the location of your CD drive.

NOTE: You can browse your CD from the Installation screen or choose Run from
the Windows Start menu.

2 Click OK. Follow the onscreen prompts to complete the installation. You will be given
a choice of installing the Complete Import Utility Package or just the Manual Entry
Utility. Mitchell 1 recommends that you install the complete package.

327



Importing Records Into Manager

The Shop Management Import Utility dialog box allows you to import Customer,
Vehicle, and Vendor data into Manager. This information may be in the form of a
properly structured Access 2000 database of information from another program or may
be an import of data you input via the Database Creation Utility (page 331).

To Import Records into Manager:

1 Select Start/Programs/Mitchell 1/Import Utility (or Program Group where you
installed the utility).

The Shop Management Import Utility dialog box displays.

& Shop Management Import Utility g|

Select Import Database
|E:\Mitchell 14k anagertSenez2\Shop Management Import Uity Package’| Browse

Select Export Product
|Mitchell Management Solutions Series [l 32 j

Import wtility will do the following when OF, iz pressed:

1. Werifiy Selected input databaze exists.

2. Calculate & dizplay number of records that will be imported.
3. Import all applicable records.

Version 1.0.2.0 Cancel | 0k |

Shop Management Import Utility

2 Browse for the Import Database. If you have entered information via the Database
Creation Utility, the database will be C:\Mitchell 1\Manager\Series2\Shop
Management Import Utility Package\Import.mdb. If you are not using the Import.mdb
database, it must be structured as specified in the Database Structure section on
page 329.

3 Select the Export Product from the pull-down list. This is the version of Manager you
want to add records to.

4  Seclect the Overwrite existing records check box, if desired. If Overwrite is selected,
all existing records that have a matching import record will be replaced, otherwise,
duplicate records will be unaffected.

NOTE: Select Overwrite if you want to replace matching records in your Manager
database. Leave this checkbox blank if you don’t want to replace any records.

5 Click OK.
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The Import Status dialog box displays the number of different types of records the
import process will update.

Import Status... x|

— Impaort Statu:

Found Duplicates

Mumber of Customer records: 10 2
Mumber of Yehicle records: 10 2
Mumber of Inventory records: a6 14
Mumber of Category records: 4 0
Mumber of Yendor records: 3 0
Mumber of Manufacturer records: 5 o

‘r'ou have selected to Ovenwrite Existing Records in your
Shop Management databaze.

Cancel | {Start import &

Import Status

6 Click Start Import to begin the import process.

Database Structure

A properly structured Microsoft Access 2000 database is required for input using the
Import Utility. The following tables detail the structure. A blank Import.mdb database
is located at: C:\MITCHELL\REPAIR\Shop Management Import\Import.mdb

Vendors

Field Type/Size Required Default Notes
Code Text [8] Yes This must be a unique field
Name Text [31] Yes

Contact Text [31] No Blank

Address Text [40] No Blank

City Text [25] No Blank

State Text [20] No Blank

Zip Text [10] No Blank

Phone1 Text [15] No Blank

Phone1Ext Text [5] No Blank

Phone2 Text [15] No Blank

Phone2Ext Text [5] No Blank
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Inventory

Field Type/Size Required Default Notes

PartNo Text[20] Yes PartNo & PartDesc must be
unique.

PartDesc Text[50] Yes PartNo & PartDesc must be
unique.

Cost Double No 0

List Double No 0

Taxable Integer No 0 Set to 1 to make inventory
item taxable, non-taxable set
to 0.

Category Text[25] No Blank Part Category. This will fill the
Category table.

Comment Memo No Blank

MfgCode Text[6] No Blank This will fill the Manufacturer
table.

MfgName Text[30] No Blank This will fill the Manufacturer
table.

Tire Integer No 0 Must be 0O for not a tire item or
1 for tire inventory record.

TireSize Text [20] No Blank If the Tire field is set to 1,
enter a tire size here.

OnHand Double No 0

PartLocation |Text[30] No Blank

VendorCode |Text[8] No Blank Lookup for the Vendor Table.

RestockQty |Double No 0

OrderPoint |Double No 0

CoreCost Double No 0

CoreSale Double No 0

Customer

Title Text [15] No Blank This field must match what is
in the CustTitle table, the
current default values are as
follows: Mr., Ms., Miss, Mrs.,
Dr., Rev., Sgt., Captain

FirstName |Text [20] No




LastName |Text[20] *

Spouse Text [20] No Blank
Company Text [30] *

Address Text [40] No Blank
City Text [25] No Blank
State Text [20] No Blank
Zip Text [10] No Blank
EmailAddress |Text [50] No Blank
Phone1 Text [15]

Phonelext |Text [5]

Phone2 Text [15]

Phone2ext |Text [5]

Year Text [4] No Blank
Make Text [14] No Blank
Model Text [40] No Blank
License Text [10] No Blank
Odometer Long No Blank
Vin Text [30] No Blank

NOTE: Either the customer's LastName or the Company name must be filled in
for a record to be imported.

A sample database is provided in a zip file (SAMPLE.ZIP) in the
\UTILS\TOOLS\IMPORT\DOCS\ directory on your CD.

If you are manually populating the IMPORT.MDB file, the process may be easier if
your source file is a comma delimited file and you use Access 2000 “Get External
Data” function.

Using the Database Creation Utility

The Database Creation Utility allows you, or a data entry person, to quickly create a
shop database or add information to your existing shop database. All information is
saved to the Import.mdb database which can then be imported into Manager using the
Database Import procedure described in the previous section.

Using the Database Creation Utility to add Information into Manager:

1  Select Start/Programs/Mitchell Repair/Shop Management Entry Screens.Exe.
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The Shop Management Entry Screens dialog box displays

:::Shop Management Entry Screens

Record Entry Type

2 Choose a Record Entry Type and then Enter Information. You can choose between
forms for Customer, Inventory, or Vendor.

Customer And ¥ehicle Information Entiy Dialog

Record Entry Form - Customer and Vehicle Info.
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Summary

3  Enter information in the data entry forms. The following options are available for

working with data records.

Option
Next
Previous

New Customer

Save Customer and

Add Another Vehicle

Save Customer

Exit

Delete Customer

Description
Move to the next record in the database.
Move to the previous record in the database.

Clear all entries in the edit box in preparation for a
new record entry.

Saves a record to the database and clears the edit
boxes in the Vehicle Information section. Also this
button will allow you to change a record that is
displayed in the dialog box.

Saves a record to the database and clears all edit
boxes on the dialog. Also this button will allow you
to change a record that is displayed in the dialog
box.

Exit the dialog box and return to the Shop
Management Entry Screens dialog box.

Delete the record shown in the dialog box.

All information is written to the Import.mdb database, where it can then be imported
into Manager via the Import procedure described in the “Importing Records Into
Manager” section, beginning on page 328.

This chapter provided instructions for importing data into Manager.
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Appendix D
Electronic Parts Ordering

Overview
OnDemand5 Manager allows for the import and ordering of parts from participating
Warehouse distributors. This appendix provides setup and basic usage instructions for
using these products with Manager. Refer to the documentation that came with the
Parts Catalog CD for detailed instructions on installing and using specific Parts
Catalog software.

Setup

When opened, Manager looks for software for participating Parts Distributors on your
computer. If it finds the software, you are able to add parts to your Manager orders and
conduct price and availability checks and order parts from linked vendors..

NOTE: You must have the software for a participating vendor already installed to proceed
to Vendor Setup.

The linked vendor setup process allows you to define the link between Manager and a
specific distributor. This link is necessary for the program to be able to pull availability
and pricing data from the distributor.
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To setup a Linked Vendor for Parts Ordering:
1 Choose Vendor Setup from the Setup menu to open the Vendor Setup dialog box.

Yendor, Setup El

Code | Vendor Name I A
ABC | ABC Auto Parts <EZConnect Link> | =
ADNE A1 Auto Parts <IAP Link>
BATT Interstate Battery
BB B&B Radiator-Muffler
BIGD Big-0 Tire Co.
BMW John Roberts BMW
BT Bechtel Towing
CHEY Friendly Chevrolet
DIw David James Wood Electrical
FORD Encinitas Ford
HDS HDS Machine Shop
HEADS Cylinder Heads Int. M
Sort By

* Code " Vendor Name
Add | Edit | Delete | ok
Vendor Setup

NOTE: Use the Sort By options to choose between sorting by Vendor Code or Vendor
Name.

2  Click on the Vendor you want to link to and choose Edit to open the Edit Vendor
dialog box.

Edit ¥endor g|

Code 1ST CHO | | <NAPA Link>
YendorType |Palls Jobber j

Name |Filsl Choice

Contact |
Address |1?I]2 S. Hwy 121 Ste. 501

Zip City, State |91556 San Diego CA

Phone Number [619-908-0989 Ext |
Fax Number | 619-576-0934 Ext |

Account Class | Parts Revenue j
Terms |Cash
Limits |0.00

Comments

Salesﬂisloly| Setup Link| LCancel

Edit Vendor
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3 Choose Setup Link.

NOTE: This option will be available only if you have already installed the software from a
participating distributor.

If you have more than one vendor, the Link Type Setup dialog box asks that you pick
the appropriate linked software for the distributor.

4 Make your selection and click OK.

The Vendor Link dialog box displays. Depending on the linked software program,
setup will vary. Refer to the documentation that came with your Parts Catalog software
for instructions on setting up specific Vendors.

Summary

This appendix provided general information on working with Parts Catalog software
of participating warehouse distributors. Refer to the documentation that came with the
Parts Catalog CD for detailed instructions on installing and using specific Parts
Catalog software.
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Index

A

About this User's Guide 1

Accessing Protected Functions 155

Account Classes 72

Add a New Vendor 91

Add a note to your repair lines 184

Add a Referral Description 297

Add a sublet operation 182

Add a Technician 93

Add a user 233

Add an Alternate Part Number to an
existing part 266

Add Labor to your Order 175

Add Parts and Labor to your order 205

Add Parts information to your order 177

Add/Edit Part on Purchase Order 286

Adding a New Canned Job 127

Adding a New Part Kit 122

Adding an Inventory Item 259

Adding Users 152

Adjust inventory levels for returned parts
271

Alternate Part Numbers 265

Alternate Price 267

Apply a batch payment 244

Apply Payments 247

Applying a Partial Payment 223

Assessing Late Fees 119

Associate an Attached Item 264

Attached Items 264

Auto Distribute 246
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