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Parts L ook Up

Muffler Manager 5P
Fie Everydsy Ciher Window Hedp

44 pp Q¥ HX SS9
3

TYPE IN # USE (F9) TO LOAD AND (F7, F8) TO SCROLL
FORWARD OR BACKWARD

Vehicle Profile

Muffler Manager 5P
File Eweryday Other ‘Window Help

4 4 » P Q¥ HEHX %‘Eiané’lﬁ'?

CLICK ON CATALOG, MODEL, YEAR AND ADD. SELECT

ITEMS, IFYOU' RE ON AN INVOICE CLICK OK
Vehicle Enquiry

Muffler Manager, SP

File Eweryday Other wWindow Help

4P Q¥ EHX & &0,

Vehicle Enguiry

TYPE INREGO (F9) THISWILL GIVE YOU ALL DETAIL

(TAB) KEY WILL TAKE YOU THROUGH THE DOCUMENT
(SHIFT + TAB) WILL TAKE YOU BACK

IN STOCK MAINTENANCE: AFTERTYPING IN THE PART #HIT

THE (F9) KEY THISWILL LOAD THE PART #FOR YOU TO
VIEW DISCRIPTION, PRICING EX...

(F7) AND (F8) wiLL ALLOW YOU TO SEARCH UP OR DOWN
FOR THE PART # YOU WANT

(F5) WILL CLEAR CURRENT OR ADD A NEW RECORD
(F2) wiLL sAvVE
(SHIFT + F2) wiLL DELETE THE CURRENT WORK



Raise a Quote:

*Remember to Quote + GST on Quotes’

M Quate Eniry

Hew Qamin Leand Vinhichn Pl | Carical Crain Ptz Tolsl F 40

[ oL ] Labess ali |
] 1 [E25 T ali i}
] e H |
Quoks jon hole] ~ Hawe ol 0o
[ [ TOTAL aon
Eccoamiid e
[ Calcowiisbou e

Giprewal | Cuglomervishices | Pads | Pachages | LsbooaTiscount | Commeanty |

Click on Everyday

Click on customer Quote

Click on New Quote (or Quote on hold or Account ID If you know it's
on hold).
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Raise a Quote: (cont’d)

Customer/Vehicle:

Geremsl Custorestfebicl | Pasy | Package: | LebounTsoount | Comments
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R Dact Ml

Customer/Vehicle:
Click on customer/vehicle

Click on surname, enter Surname, then click on drop down box in
Surname area, find Surname and OK, if not their cancel and tab through
to suburb. After entering suburb click on drop down box to retrieve post
code, tab through to finish Customer details.

Click on registration, type in Rego. then click on drop down box in
Rego. area, find Rego. and OK, if not their cancel and tab through to
finish.
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Raise a Quote: (cont’d)

Ganreatal | Coniomsi Maticls Pids | Pachagai | Labow Mincounl | Corrmentt
kE
Pt 53 [ [Fazcmpior: | S gy [ Ay [ Pace Ermmpt | Tokal -
1.m 1100
L
Grop Diecoplion 2 Qi Oiry Hasrsd
Parts:

Click on line under parts>> —type in parts if you know the part number
“Doubleclick on part No. to deleteif wrong No. USE THE SHIFT F2
TO DELETE LINE IF WRONG PART No. USED” or F5to Clear if
invalid No. (not a No. in system)
Click onload vehicle profileif needed to retrieve part number
Click on mode, type in model example falcon, commodore, and magna
Click OK
Click on year and scroll for right year
Click on catalog type, type in - example (brakes) or scroll up or down
Click add
Click which brake parts you need — If other parts needed like exhaust, go
back to catalog type and click standard exhaust then click add again.
When finished click ok.
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Packages

How to use Packages.

If you want to input a Package, example $79 oil change or $99 brake
reline, click on Packages.

Hdarer ik ] Lunct iphucin Ficils Cancnl Juidn Paiz Toi 00
- - Liskanm [ 1]
| L | Disceurd am
Cacls o hokdi Wares Q n T0OTAL i
| o
Frnais
Acapard = e |
Aeveal | Cutheyvei®ehicls | Fady  Feobsgdes | Lgbes Discond | Covweris
Jopeia | Descuption | Powkageil [Labown | Totel | Packsgephoe &
el i} 11 f
-
Pl 3 Dt anplory |i_§,l | Pt | Todal |
[T} 1T
=
| I aai 'Waracien Feize
[l mrensiar: 2 Otw [in Hared
Click on Package

Click on type >>

Arrow up or down to pick package

Click on package

Click ok

Click below on part >> or Load Vehicle Profile bottom right “only”
Add partsthat are need — tab across

Click ok

Continue on with Labour / Discount
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Raise a Quote: (cont’d)

L abour/Discount:

Genemsl | Cuntorsssehichs | Pats | Pachages  Labouincound | Comment;

L

J il 3 | Hlais [ Minsh 33 | M Hit | Wi | Labns | D | Paitt lolal :'"i
Eii 1 ] E 2300

Dimcount

L abour/Discount:

Click on Labour/Discount

Click on mechanic then choose, click ok

Click on hour sinput hours

Click on minutes inputs min.

Click on labour if you wish to change labour rate — tab through
Click on Margin to confirm correct Margin, if margin is not enough,
then click on labour and change the amount or click on discount to
discount, bottom left corner

To discount click in target vaue, type in amount desired

Click ok
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Raise a Quote: (cont’d)

Comments.

Gensal I'Jl:'rn'llr.l"-'n-i:ll Pariz | Package: | LaborDocount  Comiment |
.pﬂrrul‘nrhumplbn#mkhmwnﬁnﬂh: wrat svan cores led ~
pouw rees? ool chawege el B a2 100000 kksrsetais or 3 months, abacdk eei corra hig Load Fait Comarenis
5 oy e e Fund ol o skice
Supohy B et il s oD
Slandind Cominants
wischarex frond disc. roboss

TS e O, Bd0E

muppky and it bont whesl cpindens snd blsed 1psten

Comments:

Click on comments

Click on standard comments (scroll to comment you want)
Click on comment you want

Click ok

Click on Finalise quote:

Exit back to main screen of Muffmansp
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Raise an I nvoice from a Quote:

I lnemice Enfry r- JE
Mowiwacs | MewCoshSa | LosiOuse | LowtVebick Pl | Conesl bwice | Fass Tos 000
: Labous 1
Hagn
- | | g (LK)
Irevmce o akd]  Flams [ TOTAL il
=] tmigs

Apoount 101 i ek 4 i |

fimnasd Il:l,l_ll;l'lnl_l-l.l"'ulllwbl Pats I Faciages | Lsboou Tt | Commants |

et =] |
g It pess bl
Pkt l-: r =]
Gl T ‘e e e hsw T

T (77
faaraie; Frlge Lip [1ate

B T T )

Cest Rl Flucaned Dale Fecarviad Tem

Click on everyday

Click on Customer invoice

Click on new invoice

Click on load quote

Click on Qtem Id drop down box and scroll to customer
Click on customer’s name

Click ok

Click on load quote

Click code and click on and off which job type you want.
Click ok

Befor e finishing invoice:

Click on general, parts, labour/discount, customer /vehicle and make
sure details are ok, Re-enter comments.

Page 7




Raising an Invoice from a Quote: (cont’d)

Margin:
Click on Margin again to make sure that margin is correct, if marginis
not enough, then click on labour and change the amount.

b4 argin |

Payment details:

M inmice (nary ElE E|
e Irevvic | ue«'a-hw| Lo Clurds | m-a-d\'--:nen-:n-| Ercelrance | s T T
g F ¥ ; T 7 : - Ha LT [11]
1 I I ..r_'l_ Saard ix
Irwioncs | i) s | F apvped | ITOTAL ;
— =l e ||
Accrank B B Coouigs P

Click on payment details:

Click on new

Click on arrow icon and arrow down and choose the payment desired
Click on ok

Click on close

Click on Finalize payment

Click yesto comment

Click ok to print

Exit back to main Muffman screen
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Raise an invoice “without a quote”:
Or
Raise an Account Customer Invoice

I lnemice Enfry r- I < EI
Mowiwacs | MewCoshSa | LosiOuse | LowtVebick Pl | Conesl bwice | Fass Tos 000
: Lafan one
Hagn
= | Deand (LI}
Irevmce o akd]  Flams [ TOTAL ] i
=170 Fralis
Apoount ID o ek =i
fimnasd Il:l,l_ll;l'lqu"ulllwbl Pats I Faciages | Lsboou Tt | Commants |
et 3] |
g It pess bl
e l-: r =]
Gl Troer ‘et e ol b T
T (77
faaraie; Frlge Lip [1ate
[Emam [awm
Lozt A Flwcared Cials Focarsiad Tem

Click on Everyday

Click on customer invoice

Click on New invoice or “New Cash Sale” if you want a cash sale only
(thiswill take you straight to parts.)

Click on Invoice on hold or account |1 D, drop down box If you know
It’s on hold or there an account customer otherwise start New I nvoice
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Raise an invoice “without a quote’: (cont’d)

Customer/Vehicle:

Garmisl Cldorms efecls | Pyl F'lda.il,:nl Ilh-u.l."l'.lxlull Corunamitc

[ 1esE

FITER KD O 350040 £
E'.-a-.dr:.-wrlh STEME E] it Vbt
S LATiEE o bt M ivea T il .HEE:E:E{' |]5-I:I‘:L
[ BECKETT AL Lk i
[BRIDGEHAN DOWNS %] 1374 |SEDak
sddress ¢ Subrb Pt Code Tea Shle
[ 412521619 12 | 5  |DS0O0FEEIED EOELE
Eisrsss Pl A Hewrs Il cal Ringa Dl o Erigpran Mornbsii
|:I-.f-e-d'.-5¢-:l:-cl e e R T SILLER
s Cokna Dt s

I+ Dweacd Ml

Customer/Vehicle:

Click on customer/vehicle

Click on surname, enter Surname, then click on drop down box in

Surname area, find Surname and OK, if not their cancel and tab through
to suburb. After entering suburb click on drop down box to retrieve post
code, tab through to finish Customer details.
Click on registration, type in Rego. then click on drop down box in
Rego. area, find Rego. and OK, if not their cancel and tab through to

finisn.
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Raise an invoice “without a quote’: (cont’d)

Garmesl | Cusiomen®shcls Paile I Pk age I Labous Timcounl | Comreanis
Pk 55 i sonphon | Guppb=t | iy Dy Ewempt | Talal L
TEE JENTRE MUFELER ASSEMBLT 3 $151.80
L
TOF W MUFFLERS I FORL FALCM | [0
Girorap [iesorpsion 2 Qg Oy M
Parts:

Click on line under parts>> —type in parts if you know the part number
“Doubleclick on part No. to deleteif wrong No. USE THE SHIFT F2
TO DELETE LINE IF WRONG PART No. USED” or F5to Clear if
invalid No. (not a No. in system)

Click onload vehicle profileif needed to retrieve part number

Click on model, type in model example falcon, commodore, and magna
Click OK

Click on year and scroll for right year

Click on catalog type, type in - example (brakes) or scroll up or down
Click add

Click which brake parts you need — If other parts needed like exhaust, go
back to catalog type and click standard exhaust then click add again.
When finished click ok.
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Packages

How to use Packages.

If you want to input a Package, example $79 oil change or $99 brake
reline, click on Packages.

Hiaw wpais | Load Jucte Load Vshecs Prolie | Cancel imice | Pt Tolsl 0o
Mg | Laban 1.0
| I - [rrreeni i 03
moh ki Harm Feari | TOTAL i
I =} | Forushise
Lz I
W Calodelatau

Gurmd | CutlomrAiubicin | Pats Pachages | Labe o/ Direount | Commeis |

Fa oo | Dieionption | dig | Prica | Tokal -I.-h

Click on Package

Click ontype >>

Arrow up or down to pick package

Click on package

Click ok

Click below on part >> or Load Vehicle Profile bottom right “only”
Add partsthat are need — tab across

Click ok

Continue on with Labour / Discount
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Raise an invoice “without a quote’: (cont’d)

L abour/Discount;

Genmsl | CulomerMehicks | Pads | Package: Lk Micourl | Comment:

s

]l\.f..-lil\.-::" | Hlaire Miazh, 33 | Mamé Hiz | Wi | Labsws | DY s | Paitt lola :'"i

D mcount

L abour/Discount:

Click on Labour/Discount

Click on mechanic then choose, click ok

Click on hour s input hours

Click on minutes inputs min.

Click on labour if you wish to change labour rate.

Margin:

b argin

Click on Margin to confirm correct Margin, if margin is not enough,
then click on labour and change the amount.
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Raise an invoice “without a quote’: (cont’d)

Comments.

Genenl | Cushomee/Vahicls | Pats | Packagas | LsborTiscount  Comments |
e
[Fisline frord buske pacs s
Bunh arad biesd bosks cympem L] Pat: Cornirsinis
bl ared kst brakar
ek ane B brakoi i & plncia
Simndard Comment:
supply 8nd i lonl ool gpangs .
sl mnvdl B chulch clawe cplnder
Supoky and M 1 brsks pads

Comments:

Click on comments

Click on standard comments (scroll to comment you want)
Click on comment you want

Click ok
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Raise an invoice “without a quote’: (cont’d)

Payment details:

Click on payment details:

Click on new
Click on arrow icon and arrow down and choose the payment desired

Click on ok

Click on close
Click on Finalize payment

Click yesto comment
Click ok to print
Exit back to main Muffman screen

Hew Invaice Load Quote Load Yehicle Profile | Cancel Invoice
Inwh d: B N ame
Cusm | B

W Caledeflzbour
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Raise a Customer credit note:

B Coedit Mele [ndry

Py Croct Wit | Losdimenice. | Loast Vitecie Profibe | Canoe! Credit Hots | Fats o
- 3 | sbema
I J Doz
Ermd o b | Hane Foarers TOTAL
| |
nwLE

ez 0 . Cr o

' W Cskdstshon S

Gererd | Dot Aehicle | Parie | Labws/Ditoount | Corraresh |

!l'—h.: I .
Focm

ilrl.‘l.nl'.-\.nl- >
Gd Ty

®

Customer Credit Note:

Click on Everyday

Click on customer credit

Click on credit (on hold) drop down box if you know it’s on hold,
otherwise

Click on new credit note

Click on Account Id drop down box if you want an account customer
Click on Load invoice

Click on Load invoice drop down box and scroll up or down for invoice

to credit or typein invoice # then ok.
Click OK again
Click load invoice
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Raise a Customer credit note: (cont’d)

Customer/Vehicle:

Generall Parts ‘ Labour/Digcount  Customerd/ehicle I Enmments}

..
Code ‘ — J ‘ :
Reqistration Yin Wumher
| | |
Surname Given Mames Tile ‘ |
| J Make Muadel
| | - | |
fiddiess / Subub Post Code Ve ke
| | e
Busingss Phone fifter Hours Mobile ReqoDap/Maonth  Engine Mumber
N |
Ema|ll , Calour
[ Direct Mal

Customer/Vehicle:

Click on customer/vehicle, if you have chosen an invoice details will
appear. |F not

Click on surname, enter customer’s details and vehicle details by using
the tab key. Follow procedure asif you were doing an invoice.
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Raise a Customer credit note: (cont’d)

Parts:

B Coedit Mol Laliy

T Tl oot Ll Brrwiicar Lisied Wothie b Fasills | Clanenl Dol Msia |Parr Toie 0
Mg | [Latseas a0
! 03 L | ] oo 1.0
Colilontodl  Hare Famen | (T0TAL il
|. — ey g m— | . i
— Frabie |
& - I' | r.
Ecmd [ e s Chageread Ievivece |
Gierewdl | Cimtomerfiishicle | Party | LaboaTisoount | Commants |

| [T
II o -
Pt
:|-|:l\.:a-': =
[ R

11 0]
ey

Parts:

Click on line under parts>> —typein parts if you know the part number
“Doubleclick on part No. to delete if wrong No. USE THE SHIFT F2
TO DELETE LINE IF WRONG PART No. USED” or F5to Clear if
invalid No. (Not a No. in system)

Click onload vehicle profileif needed to retrieve part number

Click on mode, type in model example falcon, commodore, and magna
Click OK

Click on year and scroll for right year

Click on catalog type, type in - example (brakes) or scroll up or down
Click add

Click which brake parts you need — If other parts needed like exhaust, go
back to catalog type and click standard exhaust then click add again.
When finished click ok.
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Raise a Customer credit note: (cont’d)

L abour/Discount:

B Cawddit Mals Emliy

Hes Crmcll Wik | Lisarl i L Vi Pl | | il Dol M | ——
l -J | | Discoard
Colbnbod  Hore Paeend | TOTM

l. _ ] | i J

S 1D oy Chagered lrpce !

Gisrewdl | CumboreAishicle | Pty | LsbsnaTiscount | Commeny |

Peoel &
Frits

!lrr.'lm-ht =
Gl Tipee

i Hm
ey

L abour/Discount:

Click on Labour/Discount

Click on mechanic then choose, click ok

Click on hour sinput hours

Click on minutes inputs min.

Click on labour if you wish to change labour rate then tab through.
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Raise a Customer credit note: (cont’d)

Comments:.

Cied || Nals Emliy

Hes Crmcll Wik | Lisarl i Lisaei Vahieln Frsile | Carsesl Domell bisie: |

[Pafir Totad 00
Fgpn ||L,u.u ili v
| = | Dvnd il
et jor taolkd] hiwras Paanend | TOT# 1 ]
r _I l Firalie
P I
Ercyd 1 T Dhigeredl |rpopc e - J

Comments:

Click on comments

Click on standard comments (scroll to comment you want)
Click on comment you want or add your own

Click ok

Finishing Customer Credit note:

Click on general, parts, labour/discount, customer/vehicle and
comments to make sure details are ok.
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Raise a Customer credit note: (cont’d)

Payment details:

B Cowdil Male Enlry

Roave Camli Hoke | Ll I-nmu'nlnthm&E Cgncad Cincl: Hoin T T no0
x Magr | |Labeu a0
[ ufey {Ditcwsai a0
Crod jon bk Plame Frerd ||1'.IM; 10
!-.: i 1T " Qi | Fiales
CIL ¥ L= =1
F Cacdsldtos

Click on Payment details:

Click on new

Click on arrow icon and arrow down and choose the payment desired
Click on ok

Click on close

Click on Finalize payment
Click yesto comment
Click ok to print

Exit back to main Muffman screen
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ENTERING A SUPPLIERSINVOICE

M Sypplier Invaice Eniry

FoEp B ] WALKER ALSTRALLL FTY LTD Subtcinl !_ it
b A Supphsr I Suppher Nans Fbt | s
: A i ilia o0
Irchave = |-q'ﬂ'J ] RS : 3 =
BstTypa Puchass Order 8 Supphiers Docksl Gewotst | 56
Totat | Ea
| Pantsx | GoOrdesed | ToDate | Suppled | Cost | GET2: | Towl -
HEEa 1.00 589 [ 154m
| | [ TS
L
| Coniird
Gy Descaphion 2 Q¥ O Hand =

Click on Everyday

Click on Suppliersinvoice

Click on suppliers drop down box

Scroll up or down to choose supplier

Click on supplier then click ok

Click in purchase order # then type in #

Click in supplier docket #

Click in freight then sundries if you need to add amountsin.
Click in part and add parts tab through

Make sure totals are correct and commit.
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Raise a Supplierscredit entry:

Supplier Credit entry:

[ - 5| [TRAAUTOPARTS St [ 4650
Ciec 8 Suppkes 1D Suppher bl ama Fasighi L EI_I
: ooa
|5!pur-!! ﬂ |- |- e —
Gal Tppe Decher Dechst Getioa: | ="
1229 ] Tt | E115
(Ovig Aecpt
Pt 33 | Descapion | Amout Cust ] |E5T:-:-! Toal A
I Lil]
w
Commil
Grodin e pnden 2 Cibs i b s

Supplier Credit entry:

Click on Everyday

Click on supplier credit

Click on supplier Id

Click on supplier and ok...tab through and enter details tab to orig Recpt:
click on drop down box choose in voice and ok

Tab to freight and sundries enter amount if any

Tab to Parts—add or delete part #, tab all the way through to next line
Click on commit

Click on yes to commit
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Raise a Suppliers Purchase Order

B Supplier POrder Eniry

Pllides & Supphen 0 Sipiles Mame

[inckisve =] | q| Subiolat

Gt Typa [iate Fegared Bhipdo It [igscagt: Fasight:

| | | Sundies

Exp Code Bugwid  Desoint g

| Toid |

Commeant

{ Pan sy | Detcipton | Quarty | Cosi | 65T 23 | Totnk -

i

|

|

|

|

|

|

|

|

|

|

1 k2

| | Lo
[lesconion J i Thn Hoard

Click on everyday
Click on suppliers purchase order
Type in purchase order number
Click on supplier Id
Click on supplier you want
Click OK
Click on ship to and select destination
Click on buyer Id, select the person you want
Click ok
Click on Parts, type in part #
Click OK
Click OK
Tab all the way acrossto get to new line
Click on Parts bar and type in apart again
Click OK
Click on commit
Click on yes to commit
Click OK to print
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Vehicle Enquiry:

[144R12 A !
Flegistsfion Vin Ergine M
[MITSLIBISHI MAGKA [MAGHA SEON |
ik FModst e Ty
| _Feierence | Type | Disbe | Custome: [ rv—— T——
10076 Irvoce 140871336 VITAMZA TYRES 12000 j
Pan

Click on everyday

Click on vehicle enquiry —typein registration # click on drop down box
to seeif customer has been in before, details will pop up.

Click OK, Choose invoice or quote

Click on preview for details

Click on whole page and arrow down to 150% - print if desired

Exit to return main menu
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Customer enquiry:

M Cuslomer Enguiry &

Ciovrrg .| [Btove ' 1005395
Sisnaites Girs Nainas Tl Code
| 3500 B echnil o, Bridgenan [osns 40350
dgd1:
F-eIEim:ﬁ-i T iz | [t | Cusmlorme [ amond - Py |
ITH Invoce  DEVDE2004 Sieve [iowneng 133,00
Fird |

Click on everyday

Click on customer enquiry —type in customer name, click on drop down
box to seeif customer has been in before, details will pop up.

Click OK, Choose invoice or quote

Click on preview for details

Click on whole page and arrow down to 150% - print if desired

Exit to return main menu
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End of day procedures:

M End Of Day

eek? [~ End of Month?
Petty Cash |

¥ Daily Sales and Cash
v Sales Summany

v Petty Cazh

End of Day Processing

Bl Petty Cash Entry

Petty Cash Type | Aot
POSTAGE & FREIGHT 11.00

FMOTOR YEHICLE EXPEMNSES 11.00 Edit
Delete

Petty Cash Details

Tupe:

Total Amount:

Gt Amount

Click on everyday

Click on end of day

Click on end of week or end of month

Click on petty cash

Click on new and arrow down to type of entry you want, type in amount
Click ok, then exit

Click on end of day processing
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Packages

How to use Packages:

If you want to input a Package, example $79 oil change or $99 brake
reline, click on Packages.

(Rp— | loadilisin | LowdVebick Paskls | Cancalimica | PacHbt T
Ty i a G Bgpn | Fari Tolad am
| =mmi] | |Latscan g
Irveracs on holdl  Wars Paaneni | ![um.ﬂ 1 i
I 0zl I | TOTAL H
e T 2] e i ]
¥ - Calcdelishoa = ™
Gerewd | Cuslomerehichs | Padn Pachages | LsbowTisoount | Camaen |
Typw 33 | Dmitiigpdin |E'-:E|:l | Labsrus | ot | Pachags prim &
BHEEDM FFSFAONT DL RELME OFFER Emm R0
-
Pt 35 | Dmrorpiion___ [Q | Frie M EET -
BPIDEE REAR BRAKE PaD5 1.00 I
1K Hm
o
| Lessd vishicle P
[ i Dty i H e

Click on everyday

Click on customer invoice

Click on new invoice then customer/vehicle and enter details
Click on Package

Click on type >>

Arrow up or down to pick package

Click on package

Click ok

Click on part >> or Load Vehicle Profile bottom right “only”
Add partsthat are need

Click ok

Continue on with Labour / Discount
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MAINTENANCE
Stock Take (STOCK) 1
Stock Maintenance (STOCK) 2
Changing Comments (OTHER, SETUP) 3
Changing Customer s Details (CUSTOMER) 4
Changing Account Customer s Details (CUST.)5
Changing Packages (OTHER, MAINT.) 6
Makeup new part # (STOCK, MAINT.) 7

Account Customers Payment (CUSTOMER) 8

Reports & Reprints
Sales Analysis Report (OTHER) 1
Reprint Customersinvoice (CUSTOMER) 2
Reprint Customers Quote (CUSTOMER) 3

Create Customer Letters (CUSTOMER) 4

Adding New Account Customer (CUST) 5



STOCK TAKE

M Stock Take [ niries

Pt 53 | Group |0y | Descrption | Bnsr =
WG Q0000 " AN

=

¥
Poxt Stock Take

¥ Steck Taks Enfriss

" Een ol Stock Dusnliies befors Post

Peet | Conced |

“Read First”
Click on stock
Click on stock take entry
Typein part number, tab across
Click on post stock take

Click zero al stock quantities before posting, thiswill zero all stock and
only post what you have entered

If you only want to change a couple of partsthen
Don'’t click “Zero all stock quantities before post”
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STOCK MAINTENANCE

To change part details. example, price, bin location, description

[ ~| ot

Pad

| | o i

Cmip B Dierenplan

[ ELLO [ o0

ETel L

Flmtuad isthenit 357 Fintad vty [5 T cin

Elﬂ'-d:Fl:rqi blaraias hld:-.pF'-Il:I T'I'I.H:II'ITI'IHI:IH I
{10 | [MaR sTOCE I TEMS ™ 05T Eeprps
En = Plarms iy D Harsd

1 | [aussi ExmausT LAERAIRS Sanini Fl Tracking | §0.00
Fimlmrard Sappher Sugpher Kevs b Oire Hrel
[ Facorvnd Pt | [ v i Calc
Tups i FRlemdes iy On Purchess O e
| 1 | ¥ Decord Alsg | Ll
Sz Lirds Pdiira Pt Lail Charpad
[ [ I &
[FE ] Ui Cabigy Lo Hownihin
Click on stock

Click on stock maintenance
Type in part number

Hit f9 key, this brings up details
Tab through to make changes
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Adding or changing Standard comments

To add your own comment:

I Standard Comment Maintenance

| 28 .| |tail pipe ]

Drzcomm |d: M armne:

—

[araup:

supply and fit tail pipe

Click on other, setup scroll over to standard comments and click
Click on Dscomm I d: drop down box to change details click ok and
delete.

Typein new No. and tab

Typein service, example front brakes, tab to big area don’t worry about
group.

Type in full description, and then save
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To change customers details

B Retail Customer Maintenance

| =

Code

| ]| |

Surname Given Mames Title

Address Prode

Phonel Phonez kd obile

Email

| ] W Ditect Mail

Code: D eszcription;

Lazt Date Account

Click on CUSTOMER

Click on retail customer maintenance

Click on code box to drop down customer

Click on surname, typein

Click ok, find customer then ok

Hit tab to make changes, tab to code: click on drop down box and choose,
click

At end click save, click yesto save
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To change Account customer s details

B Account Costormer Mainienance

| [/ [FEDRON MECHANICAL SEFWCES
Accouwt |D; Descrpd
[LAmCE JaGazR f $0.00
Corbact 1 Dl

imeneral |E:ri:-u:| information | Trarsactions | Hotes | Discounts | Mew Trarsaction

.T_ J rw SETTR T
Gioup [hepenphion
i R D e

$00 [~ Wholstals

[emaisms

L4EH Last Paypment Dhate

| oo | W | gnon | oo | £01.00
90 Dz ED Diaga 0 Do Cumert Tiokal

Click on Customer

Click on Account customer maintenance

Click on Account 1D box to drop down customer
Click on Account Customers name

Click ok, find customer then ok

Hit tab to make changes

At end click save, click yesto save
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Changing Packages

B Package Maintenance

| =0 =]
Code MHame
|Active Foa [ B2 R
Status Start Date; End Date:
| | ]Nu:une Li | $0.00
Labour Amoint Actual Price Lewvy Tupe Lewvy Amount
| o |
Code; Jobtype
Stock Part > Group > Drezcnption 2 ] Quantity A
e

Click on other, maintenance, package maintenance
Click on package maintenance

Click on code

Arrow up or down to choose package

Click ok

Click in different areas to change then save
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STOCK MAINTENANCE
“MAKE UP PARTS’

[ _| ok

Pl

| | I

Do B Dimenphon

[ B0 [ 200

Floind sithoud G5T  Fisladwith 05T sy

Garmdl | Ficrg | Alsraias HJ-'on‘-I:I T'\-r\:ldn'rrl Hotan I
[18 _| [nanETank e ] 05T Eweraps
Bn = e Oty On Hard
| 1 | lalsSiE EXHOLRT LHERARS i M Tracking B
Pimlwid Supphe Supphe Hers b Ore Hirml
[HonalPa ] | ¥ At ek
Tups ki Flamds Oip O Puchazs Qe
| 1 | ¥ Decomird Flsg rf
‘Sz Lridn Fas P Lail Chargad
[FET Ui Cabigy Ladvoai Hown i Wi

Click on stock

Click on stock maintenance

Clear dl if part comes up

To make up anew part

Typein part number and tab, click on drop down and choose group, click
OK

Tab all the way through to alternates and then typein costs and retails
prices

Exit out to save
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Account Customers Payment

B Account Customer Mainienance

| £ | iIZ.f-LTE-Z'I-."‘E EAGLE FARM _| At
Accourt 10; Descnpt
[V & LN NOMINEES FTY LTD | $0.00
Cowtacl 1 Clipszad
Germial | Corlect bfomation | Tramtachons | Notes | Dissounts  Mew Traresclion
_Fdfllenl ﬂ
Typs
Amcund Gl GL Coce
|
Fleleerce GL Manstres
Diet iy Faymmert . Poust

Click on Customer
Click on Account customer maintenance
Click on account 1D drop down box and choose the acc. Customer you
want.
Click ok
Click on transactions write down the Ref # and detail #.
Click on new transaction
Click on amount and type in the amount paying
Click on Reference and type in the Ref # you wrote down.
Click on detail, this can be what ever you want, example check #, Rego,
Click on payment
Click on new
Click on drop down box, choose which method of payment
Click ok, Click close, Click post
Either auto select or tick the invoice you want to pay off
Click OK
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Reports*“ Sales Analysis Report”

Click on others, reports,

Click on sales analysis by job type

Click on today, this week, this month or enter date range you wish to use,
example: 01/09/04 to 30/09/04

Click on preview, and then click on print to preview

Fromr @1 0202004 fo I0003720604

Sales Analysis by Job Type

Al values are exclusive of GST

Store: 001 Clockwork Computing Test Site 34 Imvoices, Mo Credit Motes

Ezhaust System s Eraking System s Shocks & Springs il Changs Maintsnance Services
Hum bsr i Jobe 23 4 % n % k) o4 % 34 % ] k)
Part Gales I3 1 ) G440 [ =] om on oo oo (a3 =R
Labour To40 121 o B2 om on oo oo B o
Service Charges 0o oo om on om on 0o oo oo on
Packagas [ifxx] [fx] 196 00 105& [xlxx] {afx] A 1000 oo oo
Total 13238 188310 0m 2EES 108 56
Discount On Retall -TE30E b [ -1000 04 om on 0o oo -0 on
Gross Ravenus o= e 183340 om 2 ES TG
Costof Goods 125377 3E4 2552 133 [xlxx] {afx] aod [uJx} 2151 el |
Gross Profit e A | (LX) 1606 55 87 om on a0 1000 7950 29
Allgnm sret & Steering Crivetraln & Cluteh Cooling System & OTHER TOTAL
Hum ber Cf Jobe o 4 b o % b [ U [ % P %
Part Gales 0o oo om on om on wno 1000 Lh By L:T)
Labour oo [l} oo oo om on oo [uJx} 193200 o]
Service Charges oo oo om on om on oo oo oo on
Packages oo oo om oo om on oo oo T s a6
Total oo om om wnom T
Ciscount Cn Retall oo oo om on om on oo oo -To403 -108
Gross Ravanus oo oo om Lol L HR T
Costof Goods oo oo om on om on [N 1559 173214 27
Gross Profit [ifxx] [fx] oo [a]x] [xlxx] {afx] i ) &z LTEs 00 133
Total Rounding: -0.02
Total G5T: E45.41
Gross Rewenus [withh GST): T42.52
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Reprint

Customerslnvoice

Click on customer

Click on reprint invoice

Click on tab box in from: arrow up or down to date or invoice
Click on to and type in invoice number

Click on ok

Click on preview and print

Click on print to print

B Customer Invoice

—Select Range

From: | 37378 | To: | 37378 |
™ Reprint? %
[ Print Packages?

—Print to

i+ Praview il

" Printer Earcal |

Customer Invoices

lrvoice # | Date | Accourt # | Mame | Status
IF3T6 27/09/2004 0 kr Steve Downing Complete
PIFT 27A09/2004 0 kr Kim Henderson Complete
37378 28/09/2004 0 Mr Steve Downing Complete
[ T L T N e S T -
37380 22/09/2004 OALUSTOTEL TRADING Tas ALBION RO Complate _|
37381 28/09/2004 0 PEMMNY SOLORAZMO Complete
37382 28/09/2004 1] Held
37383 29/09/2004 1] Held
]l il |
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Reprint

Customer Quote

Click on customer
Click on reprint Quote

Click on tab box in from: arrow up or down to date or invoice
Click on to and type in invoice number

Click on ok
Click on preview and print
Click on print to print

B Customer Quote

— Select Range

Fram: I

1] To: | 1 ..
[

y

— Print to
% Preview
" Printer

Frirt |

Cancel |

Customer Quotes

[luote # | [ ate | Account H | M ame | Status

121/09/41338
902149392
1117111332

13 25/11413392
14 071213392
15 08/02/1333
16 17/02759593

i |

0 MRS JULIE JULIE DEMPSTER Complete
0 MR GEMMELL Complete
0 kMR BRIAM THOMSFOM Complete

0 MRS MIERS Complete
0 wBRAEM CA TEL Complete
0 DARREM Complete
0 CaSH-SALE Complete

Cancel Search...
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CREATE CUSTOMER LETTERS

B Export Invoice Information

Select Date Range
7 Today © This'week © This Maonth

* Manth to D ate " “ear to Date

" Enter Date Bange

Frarn: Tao:

Select Hanges
Jobtype: |.-'1'~II Jobtypes d

bdinirumm T otal:

Fost Code: | Tao: |
[ Include Account Customers

[ Include Mo Direct bail

Clukput
" Email © Print * iew

Subject Line

|EZ"-.MMSF"‘-.HEDD[|:S"-.TESH .Tkf Browze
terge File
Cancel

Click on customer

Click on create customer letters

Select date range:

Select Job type: example al job type, oil change or braking system
Minimum Total: leave blank or you can put in an amount if you want
only customers that spend over that amount to receive letters or e-mail.
Post code: |eave blank unless you have a curtain postal areayou're
targeting.

I nclude account customer : only tick if you want to include them in your
mail out.

Include no direct mail: leave blank (only for recall purposes)

Output: if you click e-mail it will go direct to the customer via e-mail
Print: will print and view: will let you view (suggest you view all first)
Click on Browse: to choose letter you want, click Process: when ready to
send e-mail or letters
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Adding new Account Customers

W Account Customer Mainienance

| | =l F hcive
Agezad 1D Dmill o
[ [ ww
Contack 1 Dt
Genensl Contact Indomalion | Tranescion: | Homs | Decounts | New Tisrsacion
i |
[ o ]
| FEp ) 2
Blsness Addess Sheal S ibah/Slsts Posl Code M sl Addiess Shest/SubudySisls  Pasl Code
| I I
Ciadacs Phora 1 Prane 2 Phora 3
[ | | Mewe Fletal |
Contact 2 Ehetiad Ciode z
| |
Eral Assnciaai Aalad Hams

Click on customer

Click on Account customer maintenance

Click in Descript: type in new Acc.customers name

Tab through to Group click on drop down box and choose which one you
want then click OK

Tab through to Contact Information, then tab through and add details.
When you get to the New Retail Button make sure you click on this, then
exit and click on yesto save
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