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Welcome to Auto Care Software Premier

Auto Care Software Premier is an accounting package designed specifically for
running your automotive-based business. It provides you with all the tools you
need to operate your business faster and more efficiently.

This handy user guide is designed to explain you how to use the various
features of Auto Care Software Premier. Among many others, most importantly
you will learn how to

Enter customer and supplier details

Write quotations and job cards

Create customer and supplier invoices and administer payments
Enter vehicle details and look up vehicle history
Enter stock items and do automatic mark-up

Create assemblies, billing codes and standard jobs
Allocate parts to specific jobs

Create automatic purchase orders

View detailed information on servicemen productivity
Print your bank deposit slip instead of writing by hand
Obtain your BAS statement

Plan your work efficiently by using the Booking Diary
Create extensive reports from all modules and areas.

The chapters of this user guide are organized in a logical order according to
how you would build up your database. It contains step-by-step guidelines to
help you in getting started. Each chapter introduces you to both the basics and
the more advanced functions of the described module. After becoming
familiarised with the backbones of how to operate your system, you can always
return to any chapter for a quick reference or for discovering new features.

System Requirements
To operate the Auto Care Software Premier package successfully, you need:

Operating System (the system will run on any of the following 32-bit or 64-bit
systems):

¢ Microsoft Windows XP

¢ Microsoft Windows Vista

e Microsoft Windows 7 and 8



¢ Windows Server 2008

Hardware:

IBM PC compatible 1 GHZ Pentium computer or faster
2 GB RAM (recommended 4 GB)

DVD drive

Printer (supported by Windows XP, Vista, Windows 7, 8)
Uninterruptible power supply

External hard drive for backup

Programme Installation
Installation on your computer(s) is done by an authorised and trained Auto
Care Software technician.

Signing in to Auto Care Software Premier

\uto Care Softwar«

Premier

User Name: PETER
Password: [ree |

Continue Cancel

Enter User Name* and press Enter.
Enter Password* and click Continue.

*Your User Name and Password can be found on your invoice under the
description column.



The Menu System

There are six pull-down menus and 10 icons for the most frequently used
programme modules on the Welcome screen as shown below.

DEBTORS  INVENTORY  CREDITORS ~MARKETING ~ UTILITY  SYSTEM

Modules are available
from the top row of
the menu system.

\uto Care Softtwar«

Suppliers Booking
Billing Card File Diary

R EE ST

There are 10 command
icons for the most
frequently used modules
like stock, invoices etc.

Company Details

In order to enter your company details into the programme follow the steps
below. (This option is only available once the full programme has been
purchased.)

e Select System from the menu at the top of the screen.
e Select Company Details.



\uto Care Software

y.. ; ]
Premaiel

Company Name  Sunshine Auto Repairs
CH. ACMN. 000111 222
o ABIN. 11 222 333 444
High Street
Adelaide SA 5000

(08) 8234 5678 Fax (08) 8212 2345

Capricorn Number Itis for Capricorn prefered supplier:
long and leading zeroes are compt
Motor Trade Card User Name
SMS User Name
Head bar  Sunshine Auto Repairs

¢ Replace sample text with your company details in the various fields on
the screen.
e Click Exit to return to the main menu.

Operator Names and Passwords

In order to enter the name of the computer operator(s) and the corresponding
password(s) follow the steps below. (This option is only available once the full
programme has been purchased.)

e Select System from the menu at the top of the screen.
Select Operators and Passwords.

o Select New Operator (command button is located in the top right hand
corner of the screen).

e Select New.



Enter data t =
ner data ¥ Add new operators or Edit their names or Delete them 1%
= Booking Diarf

Operator: | TRIAL Password: TEST
Permit name State =l
B Aftermarket Service
Use Aftermarket Service Database O

Booking Dial

"Operatur /

() Creditors

Supplier Invi
Supplier Cre
Supplier Pa
Remittance

ACCOUNTANT
AGENT
ANDRAS
TRIAL

Accounts P{ |y as

Supplier Invi

Supplier Pa

Purchase O

Purchasing
[ Debtors

Customer Invoice

B

'New (o] erator‘
(iew Uperator]

Ext |

Enter the name of the operator.
Click Exit to get back to the Op

Select the operator’s name entered in the combo box (situated in the

erators box.

top right hand corner of the screen).
Enter operator’s password into the Password field.

Tick the programme module names that can be accessed by the

operator.

If the Hide Cost check box is ticked in the Inventory section costs in the
Stock and Debtors Invoice modules cannot be viewed by the operator.

Click Exit to get back to the main menu.
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Operator:  GRIAL ] Password: TEST [ Mew |

Permit name State B

Use Aftermarket Service Database
Enter data to Aftermarket Senvice Data.
(= Booking Diary
Booking Diary
& Creditors
Supplier Invoice
Supplier Credit Note
Supplier Payment
Remittance Advice
Accounts Payable
Supplier Invoice Register
Supplier Payment Register
Purchase Order
Purchasing Report
[ Debtors
Customer Invoice
Customer Credit Note

oo

&l

HEEEEERER

K&

Stock

The Stock module has been designed for entering stock items, billing codes
(including labour only) and assemblies (including parts only). If you want to
create standard jobs consisting of both parts and labour, you can do it in the
Quotation module (see description under Quotation/Estimates/Standard Jobs).
In the Stock section of the System Setup module you can select the price
types you want to use. The appearance of the Stock screen and related
screens are different according to the chosen set-up.

In order to access the Stock module, click Stock on the Menu Icon Bar.

Entering Stock

To enter a new stock item, click New at the bottom of the screen.

11



I Stock 1= %]
Windows Calculator  Windows Calendar  Auto Care Modules
|’ Customer Invoice \| Quotation Hm" Purchase Order H Supplier Invoice H Customers \| Suppliers || Booking Diary H Make a Payment |
Code: 11A0900 (Eat| STOCK s|(v) @)
Description: FAN BELT Unit: Location:
Secondary Category: |:‘
Gzl om Excluding GST Including GST
Average Cost 4.95 545 Last sale  13/12/2004
Retail price. . 4.95 545 On Hand 7.00/ -]
© Automatic Markup Trade price. . 4.95 545 MinStock 1.00
(® Manual Markup Wholesale... 495 545 MaxStock 1.00
PREFERRED SUPPLIERS [ e orders |
[ Supplier Part Number Last Cost excl | Last Purchase | Under Order | OrderDate || [ Add Supplier |
EAUTO BRAKE SERVICE 11A0900 0.00{18/01/2011 5.00] [m:‘
MOTOR TRADERS 11A0900 395 5.00 31/03/2011
REPCO AUTO PARTS 11A0900 4.95 29/04/2011 4.00 29/04/2011
\: Sales b4[:ude | | Purchase by Code H Alternate Code/Brand \ \:Mulhp\e OnHand Change] \:Asssmg\y Recalculation | | Manual MarkUp List \
( New D Prev | | Next \ \ Find H Print H Delete \ \ Copy | \ Exit \ \icgmmam (inhouse uss)i\

Enter stock details into the appropriate fields as follows:

e Enter stock code in the Code field (maximum 24 characters). The code
entered in the Code field will be the code used when you raise an
invoice. Use the Edit button if you need to change the code of a stock
item. Note that the system will replace the old code with the new one
wherever it has been used before.

Enter the stock description into the Description field.

o Enter the unit of the stock (each, litre etc.) into the Unit field.

e Enter the physical location of the stock in the workshop into the
Location field.

e The Last date of sale is the field where the system automatically enters
the date when the most recent sale of this particular stock item took
place.

e You can select either automatic or manual mark-up method for each of
your stock items. If you want manual mark-up then click on the Manual
Markup button.

12



Lad

Windows Calculator ~ Windows Calendar  Auto Care Modules

|4 Customer Invoice ” Quotation || Stock || Purchase Ordel

Code: 1140900 (g4
Description: FAN BELT
Secondary
description:
Average Cost

Retail price..
O Automatic Markup/ Trade price...

(=) Manual Markup Whoalesale

To select the mark up percentages, click on the Manual MarkUp List
button located in the control menu at the bottom of the screen and set
the markup percentage to the desired value for each stock.

g —
| Assembly Recalculation | Manual MarkUp List “""

[ Exit | [Cgmment (inhouse use) |
I Manual Markup
Code  BAC-G58 [#] Description |BATTERY - CENTURY O | Ext |
Secondary Description
Cost & Prices include GST Category [ALL CATEGORIES]

Code | Description ‘ Cost* ‘ Retail* Trade*® Who\esale"\
| [BA-M3T7T29 BATTERY BOLT SHORT 264 528 475 422 El
| [BAMAI4 BATTERY - TERMINAL - WINGNUT TYPE 5.36 1071 9.64 867
| |BA-MA3210 BATTERY - TERMINAL 449 898 8.08 718
| |BAC-G4 BATTERY - CENTURY 5265 105.09 94 59 84.08

BAC-G43 BATTERY - CENTURY 52585 6710 60.39 5368

If you want automatic mark-up, click on the Automatic Markup button.

[ Customer Invoice || Quotation || Stock | Purchase Orde

Code: 11A0900 (|
Description: FAN BELT

Secondary
description:

Average Cost

Retail price. .

Trade price...
) Manual Markup Wholesale

13



In order to use the automatic mark-up feature you need to turn on the
Stock Categories option in the System\System Setup/Stock module.
You do not need to categorise your stock if you do not wish to. There is
an empty line in the in the category field. Select this empty line for all
your stock if you do not want to categorise your stock. To select your
mark-up percentage, click on the little box with three dots next to the
Category field. The Stock Categories and markup % window will
appear. Enter your mark-up percentages in the appropriate fields.

¥ stock 2l

Windows Calculater  Windows Calendar  Auto Care Modules

\' Customer Invoice H Quotation || Stuck‘”’ Purchase Order H Supplier Invoice H Customers || Suppliers H Booking Diary |

Code: 11A0900 [Ea] STOCK s|(v) e
Description: FAM BELT Unit: B Location: \
Secondary Category: @
AR Excluding GST Including GST

Category Retail % Trade % Wholesale % Sales Acc Cost Acc
» Y X

| | A" TYPE SERVICE KITS 0.00 0.00 0.00 4-1100 5-1100

| |"c TYPE SERVICE KITS 0.00 0.00 0.00 4-1100 5-1100

| |'D TYPE SERVICE KITS 0.00 0.00 0.00 4-1100 5-1100

| |ARFILTERS 25.00 20.00 10.00 4-1100 5-1100

| |BATTERES 40.00 30.00 20.00 4-1100 5-1100

| |BRAKES 30.00 20.00 15.00 4-1100 5-1100

| |cLuTeH 40.00 30.00 20.00 4-1100 5-1100

| |ExHausT 40.00 30.00 20.00 4-1100 5-1100

| |FILTER - AR 100.00 0.00 0.00 4-1100 5-1100

| |FILTER - FUEL 50.00 0.00 0.00 4-1100 5-1100

| |FLTER - OIL 50.00 0.00 0.00 4-1100 5-1100

| |FUEL FILTERS (PLASTIC) 100.00 70.00 50.00 4-1100 5-1100

| | GENUINE PARTS 35.00 0.00 0.00 4-1100 5-1100

| ks 40.00 30.00 20.00 4-1100 5-1100

: LABOUR - IN HOUSE 0.00 0.00 0.00 4-1100 5-1100

\j et Defau\ti\ Default Category: [EMPTY CATEGORY]

\: Calculate automatic markups across the board | | Set Sales and Cost accounts across the board

\: Edit | [] Set Sales and Cost accounts to Invoices and Credit Notes

. Stock Categories and markup % %]

Enter your retail, trade and wholesale mark up percentage for each
category. Please note that the first empty line represents the
uncategorized stock items. You can enter an automatic mark up
percentage for these stock items as well. If you opted not to have stock
categories (set on the System Setup/Stock screen), but you wish to use
the automatic mark up option then you have to turn the stock categories
option ON in the System Setup module, enter your mark up
percentages and then turn the stock categories option OFF again.
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The Average Cost field records the average purchase price of the
particular stock on hand. At the time of entering creditors invoices
(discussed later in the Supplier invoices module), the average cost is
calculated for each stock item.

The Price field(s) indicate(s) the retail, (trade, wholesale) price(s) of the
stock item. For automatic mark-up items these prices are calculated
automatically (i.e. average cost plus mark-up percentage). For manual
mark-up items, these prices have to be entered separately.

The On Hand field refers to the quantity of a particular stock that the
company has on hand. This value is updated automatically when
creditors’ and debtors’ invoices are entered.

The minimum and maximum stock that is acceptable for the company to
have on hand can be entered in the Min Stock and Max Stock fields. If
stock falls below the minimum quantity entered in the Min Stock field a
note will automatically appear in the purchase order module (discussed
later).

You can select unlimited suppliers for each stock item from the
Supplier list. Click on the Add Supplier button on the right hand side of
the grid to create a line item for a supplier and use the down arrow to
select supplier. Enter the supplier’s code for the stock item in the Part
Number field.

PREFERRED SUPPLIERS | Active orders |
" Supplier Part Number Last Cost excl. | Last Purchase | Under Order ‘ Order Date | Add SUDF”EF)

AUTO BRAKE SERVICE 11A0800 0.00 18/01/2011 5.00 (Remave Suppiier|

MOTOR TRADERS 11A0900 398 5.00 31/03/2011 B
REPCO AUTO PARTS 11A0800 4.95 29/04/2011 4.00 29/04/2011

=

‘ Company Name

AUTO BRAKE SERVICE
CARLEC PTY LTD

CENTURY BATTERIES YUASA
CHECKPOINT

[ [>]E]

Last Cost refers to the price of the stock at the last time of purchase
from the supplier. Note that both Last Cost and the date of Last
Purchase are entered automatically here when you enter the supplier
invoice in the creditors’ invoice module.

Last Purchase is the date when the last purchase of stock was made.
Under Order refers to the quantity of stock items ordered from a
supplier.

Order Date is the date when the last order was made.

Note that the Under Order and Order Date fields are automatically
updated from the purchase order module (explained in more detail in
the Purchase Order section of this manual).

15



e Tolook up active orders for a stock item click on the Active orders

button next to the grid area.

PREFERRED SUPPLIERS
Supplier Part Number Last Cost excl. = Last Purchase | Under Order Order Date Add Supplier
* AUTO BRAKE SERVICE 84| 1140900 5.00(16/07/2012 5.00
__ MOTOR TRADERS 11A0900 3.95 5.00 31/03/2011
__ REPCO AUTO PARTS 11A0900 4.95 29/04/2011 4.00 29/04/2011
Active Orders... X
Code | 1140900 Description |FAN BELT | Exit
Purchase | Allocated Qutstanding ‘
Supplier Code Supplier Order ID to Job Order date Order Due date
L*|11A0800 AUTO BRAKE SERVICE 15 31/03/2011 3.00]
|| 11A0900 MOTOR TRADERS 16 310372011 5.00
Salesby S | 11A0900 AUTO BRAKE SERVICE 17 21/04/2011 2.00

Copying Stock items

To make your data entry easier, you can copy a current record to a new one.

This function is useful when you enter similar items into the database. The

copied item will have three additional asterisks attached to the original code.

(Note that each code has to be unique.

Changing On Hand values

)

For security reasons the system keeps a record of the operator’s name and the
date and time when the change was made.

e On the Stock screen click on the gray box next to the On Hand Field.
The Enter Stock On Hand window appears.

STOCK sl(¥) &)
Unit: Location:
Category: =)
Including GST x
545 Last sale 13/12/2004
545 On Hand Z.U
5.45 MinStock 1.00
5.45 MaxStock 1.00
3 B
11A0900
New Qty Adjustment | Cancel |
PETER 18/04/2012 14:46 2.00 2,00@ 0,0GE | Save |
Operator Date & Time Original Qty New Qty Adjustment ] (=
u Import fram V13 14/09/2011 12:41 2.00 0.00 0.00
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¢ Enter the new quantity or the adjustment value by using the up or down
arrow next to the appropriate fields and click Save.

| Enter Stock On Hand X
11A0900
MNew Qty Adjustment
PETER 27/09/2012 16:37 8.00] | o | 0.00 %]
Exit
Operator Date & Time Original Qty New Qty Adjustment ]

__|Import fram V13 14/09/2011 12:41 2.00 0.00 0.00
__PETER 18/04/2012 14:46 2.00 4.00 2.00

e If you want to change the on hand value for several stock items click on
the Multiple On Hand Change button at the bottom of the Stock
screen. Make your adjustments and exit. Again, the system will keep a

record of each changes made.

—
¥ nMultiple Stock OnHand Change £:3)
Code  A1207 [+] Description |FILTER - AIR 0 [ Ext |

Secondary Description
Alternate Code [] category |[ALL CATEGORIES] ® Filter by Categary
Location [ALL LOCATIONS] ) Filter by Location
Code | Description | Criginal Qty New Qty Adjustment &
| 7| A1207 FILTER - AIR 1.00 100 1l00=]
| |A1208 FILTER - AR 3.00 3.00 0.00
| |A1214 FILTER - AR 3.00 3.00 0.00
| |A1216 FILTER - AIR 4.00 4.00 0.00
| |A1250 FILTER - AIR 1.00 1.00 0.00

Active Orders function key
For your convenience, you can look up active orders for a stock item from the

Stock screen by clicking on the Active orders button next to the grid area.

PREFERRED SUPPLIERS
Supplier Part Number Last Cost excl. | Last Purchase  Under Order Order Date | _Add Supplier
|+ [AUTD BRAKE SERVICE B 1140900 5.00]16/07/2012 5.00 T R E T
Active Orders... - X
Active orders
Code [11A0900 Description |FAN BELT | =
Purchase | Allocated Outstanding ] \
Supplier Code Supplier Order ID t0 Job QOrder date Order Due date
» | 11A0900 AUTO BRAKE SERVICE 15| [31/032011 | 3.00]

To enter a Billing Code (labour only items), click New on the stock screen.
e Click on the green arrow next to the Stock field and select Billing Code.
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Bk
Windows Calculator  Windows Calendar  Auto Care Modules
| Customer Invoice | Quotation | Stock | Purchase Order | Supplier Invoice | Customers | Suppliers | Booking Diary | Make a Payment |
Code LAB [Eat] BILLING CODE 8| [v] 0O
Description LABOUR
descrpton: ek o) A=
TS Excluding ST | e e —
SO Ro L N—— | 8ncel ]
Retail price 46.00) | szermin Last sale |26/07/2011 [+
Trade price... 4140 | |Group Header
Wholesale... 36.80 4048

Entering billing codes can be done in the same way as entering stock
items. In addition, you can enter a detailed description for each billing.
When a billing code is entered on a customer invoice, a detailed
description of the job is copied to the invoice line and printed on the
invoice. This description can be modified in the line item’s Memo field.

e You can check your spelling by clicking on the Abc button.
DETAILED DESCRIPTION —»C Labc | > [7] Senice orie
UNDER VEHICLE % Spelling —
** Replace engine oil, filter & sump plug washer.
* Check engine, transmission & differential for leakl Notin Dictionary:
* Check exhaust. suspension, steering, cv joints & T noER VEHICLE " S
* Check brake system & wheel bearings for wear. **Replace engine oil, filter & sump plug washer.
UgEEF; BO%NET | . :gnectenﬁme.th'anspmission &iffe_rr:‘gnhal ]fo_r \‘:agsg& fluid level, Tanere Al
* Check air filter, clean if required.  Check exbaust, muspension, steering, Bljonts B grease.
"’N(_IFEBRCEERH fluid Ieve\a.. Iu.p up if required. . gi%ét%;ﬁé\fi:ﬂi r:qu:r:dl gs fo i Add to Dictionary
* Check operation of hgh!lng._seat l_)ells. security § S
* Check handbrake & adjust if required.
EXTERIOR av Change
- Road test venica & chock eilss anroad oper) hange o
e Enter the number of hours necessary for the job in the Assigned Hours
field. The system will automatically collect these hours in the
Servicemen Productivity Report (discussed later).
e |If the Service Oriented Billing Code check box is ticked YES and the

billing code is used on an invoice the Next Service date will be set
automatically on the invoice.

Assemblies (Bill of Materials or Kits)

In the Stock module you can set up assemblies by using various stock items.
Note that you cannot add a billing code to an assembly. If you want to have
billing codes and parts in a group you need to create standard jobs. (Find
details under Debtors/Quotation / Estimate /Standard Job)

e Select “A” for Assemblies.
Enter stock details into the appropriate fields. (An entry can be deleted
by clicking on the Remove Item button next to the grid area.)
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e Press [F9] to enter a new line or click on the Add Item [F9] button.

e The assembly’s cost and price will be calculated based on the cost and
price of the components. You can choose manual or automatic
assembly price calculation method by checking the appropriate button.
Note that costs and prices exclude GST.

I stock mE
Windows Calculator ~ Windows Calendar ~ Auto Care Modules
\’ Customer Invoice: H Quotation H Stock H Purchase Order H Supplier Invoice H Customers || Suppliers H Booking Diary H Make a Payment |
Code: 86-1132A (Ean) PACKAGED ASSEMBLY 4| [v| O
Description: QUTER CV JOINT KIT Unit: EACH Location:
Secondary Category: AR FILTERS (=)
d tion:
escrption Excluding GST Including GST
Average Cost 80.50 88.55 Last sale 28/09/2011
Retail price... 100.63 110,69 On Hand 1.00
(2 Automatic Markup Trade price... 96.60 106.26
© Manual Markup Wholesale. . 88.55 97.41
BILL OF MATERIAL (ASSEMBLY) LINES [ PutNew Assemblyta Stock_|
Code Qty T Unit | Unit Cost | Unit Price | - | [ Addem[Fg] |
» | 86-MO46X 1.0000| QUTER CV JOINT EACH 68.00] 110.00 | S |
93-160 1.0000 BOOT EACH 5.50 5.50 -
L1 1.0000 LARGE CLAMP EACH 257 3.50
51 1.0000 SMALL CLAMP EACH 143 230
9004312 1.0000 GREASE 120G TUBE EACH 3.00 3.00
[ w
| Down |
Unit Cost & Unit Retail Price excl. GST Total excl. GST 80.50 124 30
\j Salas by Stock Code | | Purchase by Code H Alternate Coda/Brand | |ﬁMu|ane DnHanuChangei\ | Assemply Recalculation \ \ Manual MarkUp List |
[ mew [ Pev |[ Nex [ Fnd J[ Punt | Detete |[ Copy | [ Ext | [commentgnnouseuss)]

e Click on the Assembly Recalculation button if you want to recalculate
the cost and price of an assembly in case costs and prices for the
components have changed. The new cost of the assembly will be
recalculated based on the new cost of the sub items. (Example: if the
cost of ball-nuts increases all each assembly’s cost that contains ball-
nuts will be recalculated.)

BILL OF MATERIAL (ASSEMBLY) LINES [ Put New Assembly to Stock |
[ Code Qy Description Unit_ | Unit Cost | Unit Price | ~| [ AdaitemFo) |
Wil OUTER CV JOINT EACH 68.00] 110.00} |'m“
| 93160 1.0000 BOOT EACH 5.50 ss0
. L1 1.0000 LARGE CLAMP EACH 257 350
| st 1.0000 SMALL CLAMP EACH 143 230
. 9004312 1.0000 GREASE 120G TUBE EACH 3.00 3.00
Auto Care Software
[ w |
[ Down |
Unit Cost & Unit Retail Price excl. GST
[_sales oy stockCose | [ Purcnase byGode | Atemate Coce/Brana | (Wutiple OnHana Change [ Assemply Recalculation 1) Manual tarkup List |
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Note that there are two ways to use assemblies:

You put an assembly together and manually increase the on hand value
in the Stock module by clicking on the Put New Assembly to Stock
button. Select quantity with the help of the up and down arrows and
click Save. The on hand value of the components will automatically
adjust (increase or decrease).When you sell the assembly the on hand
value will automatically decrease.

| Customer Invoice ‘l Quotation H Stock “ Purchase Order || Supplier Invoice H Customers || Suppliers H Booking Diary H IMake a Payment |
Code: 8611324 (Eat) PACKAGED ASSEMBLY A (¥ ©
Description: OUTER CV JOINT KIT Unit: EACH Location:
Secondary Category: AR FILTERS M)
description:
P Excluding GST Including GST
Average Cost 80.50 8855 Last sale 28/09/2011 [~
Retail price. .. 100.63 110.69 On Hand 3.00
(© Automatic Markup Trade price... 96.60 106 26
© Manual Markup Wholesale 88.55 97.41
BILL OF MATERIAL (ASSEMBLY) LINES | PutNew Assemblyto Stack |
" Code | Qty Description | Unit ‘ Unit Cost | Unit Price | | Add ftem [F9] |
> | 86-MO4EX [ Remaove ltem |
93-160 1.0000 BOOT EACH 5.50 5.50 .
L1 1.0000 LARGE CLAMP EACH 257 340
81 1.0000 SMALL CLAMP EACH 143 230
9004312 1.0000 GREASE 120G TUBE EACH 3.00 3.00
¥ Enter number of new assemblies... 23]
86-1132A
[ w ]
PETER 22/08/2012 14:57 - -
= (o)
) Operator Date & Time ay |
Unit Cost & Unit Retail Price excl. GST | [anDRAS 16/04/2012 17-26 1 124.30
|‘ Sales by Stock Code H Purchase by Codg |_|ANDRAS 22/08/2012 14:43 1 nual MarkUp List \
L — — - PETER 22/08/2012 14:56 1 —————

You do not change the on hand value manually in the Stock module. In
this case the on hand value is always zero. If you sell the assembly the
on hand value of its components will decrease. (This is how it is in Auto
Care Software Version 13.)

Group Headers

You can create group header codes in the Stock module. (Note that “L”
LABOUR, “P” PARTS and “M” MISCELLANIOUS group header codes are
already in your stock.) To enter group headers, follow the steps below:

Click on New on the Stock screen.
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e Click on the green arrow next to the Stock field, select Group Header
and click OK.

Sunshine Auto Repairs _Andras _Auto Care Software Version 14.0 -3 X
d BE
Windows Calculator ~ Windows Calendar  Auto Care Modules
\4 Customer Invoice H Quotation ‘|m” Purchase Order || Supplier Invoice \| Customers H Suppliers || Booking Diary |
Code: (Ean) STOCK s|[@) Q
Description: ¥ Sclect Stock Group...
Secondary Binck s ©
description: Excluding GST || | Stock with Serial Number, .
Sales Account  |4-1100 Average Cost 0.00 da ‘ Cancel 'l Last sale
CostAccount  |5-1100 Retail price... 0.00 On Hand 0.00 \:\
(=) Automatic Markup Trade price. . 0.00 0.00 MinStock 0.00
O Manual Markup Wholesale... 0.00 0.00 MaxStock 0.00

e Enter Code and description in the relevant fields.

B Sunshine Auto Repairs Andras _Auto Care Software Version 14.0

Windows Calculator  Windows Calendar  Auto Care Modules

\4 Customer Invoice H Quotation H Stuck‘"‘ Purchase Order H Supplier Invoice || Customers H Suppliers H Booking Diarﬂ

Code: L (Ea GROUP HEADER g (¥ @)

Description: LABOUR

Note that the Code and Description fields will appear bold. Do not fill out any
other the fields on the screen for a group header.

Stock Categories

Care Software Premier allows you to create stock categories. Setting up stock
categories has many advantages including the option to assign a different
mark-up percentage to each category. If you want to use stock categories,
follow the steps below:

¢ Click on the System menu pad on main screen and select System
Setup. Click on the Stock tab.
o Tick Stock Categories ON. Exit the System Setup screen.

|' Debtors 1 || Debtors 2 || Debtars 3 ” Debtors 4 || Stock T

Stock Categories ON e’
Stock Automatically Marked-Up YES

e Click on the Stock & Billing Codes icon in the main menu. The
Category combo box appears on the Stock screen.
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STOCK s|(¥) e
Unit: Location: ~

Category:|AIR FILTERS = [Z)
Including GST

o Choose a category from the Category combo box by clicking on the
down arrow. A list of existing categories appears. Choose the
appropriate category by clicking on it.

Category- AR FILTERS E-)
| Stock Category ]_
= 1
“A" TYPE SERVICE KITS [ —
“C" TYPE SERVICE KITS )
“D" TYPE SERVICE KITS
AR FILTERS

BATTERIES
BRAKES

e To create a new category, click on the gray box next to the down arrow.
The Stock Categories and markup % window appears. Click Edit and
then New at the bottom of the screen. Enter the new category and
markup percentage. To create more than one new category click New
again to obtain a new line.

¢ Note that you can create categories for billing codes as well. In this
case leave the percentage box empty.

e To calculate stock price based on cost and mark-up percentages, click
on the Calculate automatic markups across the board button and
then click Exit.

GEMUINE PARTS 35.00 0.00
KITS 40.00 30.00

LABOUR - IN HOUSE 0.00 0.00

(et Default Defeutt Category: __[EMPTY CATEGOR

(_C_a_lculate automatic markups across the board

[ Edt | ([ Ext |

e You can select your default category by highlighting the category line
and then click on the Set Default button.

LABOUR - IN HOUSE
’Sel Default ‘I Default Category: [EMPTY CATEGORY]

| Calculate&\atlc markups across the board \

\ [ Eat |
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Change On Hand Values

If for any reasons you have to change the on hand value of a stock then follow
the steps below:

¢ On the Stock screen click on the gray box next to the On Hand Field.
The Enter Stock On Hand window appeatrs.

STOCK s|[¥) O
Unit: Location:
Category: B |:I
Including GST \
5.45 Last sale |13/12/2004 T8
545 On Hand 2.00
5.45 MinStock 1.00
545 MaxStock 1.00
%]
11A0900
New Qty Adjustment | Cancel |
PETER 18/04/2012 14:46 2.00 2.00[F] 0005 [ sae |
‘ | Operator Date & Time Qriginal Qty New Qty ‘ Adjustment ‘ [ Est |
ulmpon from V13

o Enter the new quantity or the adjustment value by using the up or down
arrow next to the appropriate fields and click Save.

11A0900
New Qty Adjustment | Cancel |
PETER 18/04/2012 14:46 2.00 200 0008 [ sae |
| Exit |
\ ‘ QOperator Date & Time Criginal Qty New Qty | Adjustment |
M\mpnn from V13

Note that for security reasons the system keeps a record of the
operator’s name and the date and time when the change was made.

If you want to change the on hand value for several stock items click on
the Multiple On Hand Change button at the bottom of the Stock
screen. Make your adjustments and exit. Again, the system will keep a

record of each changes made.
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Multiple Stock OnHand 23]
Code  |A1207 [*] Description FILTER - AR [ [ Exit |
Secondary Description
Alternate Code D Category [ALL CATEGORIES] (%) Filter by Catagory
Location [ALL LOCATIONS] () Filter by Location
Code | Description | Original Qty | MNew Qty Adjustment ‘
|1 |A1207 FILTER - AR 1.00 1.00% 1lo0 =)
| |A1208 FILTER - AR 3.00 3.00 0.00
| |A1214 FILTER - AR 3.00 3.00 0.00
_A121E FILTER - AIR 4.00 4.00 0.00
| |A1250 FILTER - AR 1.00 1.00 0.00

Find Stock items, Billing codes and Assemblies

e Click on the Find button on the bottom of the page to find a Stock item,
Billing code or Assembly by item code, description or alternate code.

" ]
Code  11A0900 [#] Description FAN BELT | ok |
Secondary Description ‘ Exit |
Alternate Code [ ] Category [ALL CATEGORIES] o
[ [code Description Cost* Retail® Trade™ Wholesale™ |OnHand |~
FAN BELT 5.44 5.44 544 544 2008
36-1132A OUTER CV JOINT KIT 88.55  110.68  106.26 97.40 1.00
| | s6-moa6x OUTER CV JOINT 7480 12100 11044 8300  -1100
| |9004312 GREASE 120G TUBE 330 330 330 330 -9.00
| |93-160 BOOT 605 6.05 605 6.05 -9.00
| |A1206 FILTER - AR 17.54 35.09 17.56 17.56 0.00
| |atz07 FILTER - AR 27.03 54.08 27.04 27.04 0.00
| |A1208 FILTER - AR 34.76 69.52 34.76 34.76 -2.00
[ |a1214 FILTER - AR 2986 59.73 2987 2987 -1.00
| |a1216 FILTER - AR 35 64 7128 35 64 35 64 -1.00
| |a1250 FILTER - AR 38.59 77.20 38.60 38.60 -1.00
| |at272 FILTER - AR 28.71 57.42 28.71 25.71 0.00
| |At289 FILTER - AR 20.97 41.95 20.98 20.93 0.00
|| a1202 FILTER - AR 2051 4103 2052 2052 0.00
| |a1300 FILTER - AR 26.01 52.03 26.02 26.02 000
| |Aa1316 FILTER - AR 17.00 3401 17.01 17.01 0.00
| |Aat325 FILTER - AR 21.53 43.08 21.54 21.54 0.00
| lat3s3 FILTER - AR 23.06 46.13 23.07 23.07 0.00
Cost and Prices include GST ["] Show Items if On Hand > 0 Show cost

The description field can be searched by word. Enter a quotation mark before
the word you want to search on. Press enter. In our example bellow all stock,
billing code and assembly that includes the word “WAY” will populate the grid.
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E
Code  |KC-3PL [| Description |ADAPTOR - 3 WAY VACUUN [+] [ ok |
Secondary Description [ Bdt |
Alternate Code [ category |[ALL CATEGORIES] ~]
— — Stock
|’ Code | Description Cost* ‘ Retail* | Trade® Wholesale® | On Hand
» [KC-3PL
KC-5PL ADAPTOR - 5 WAY VACUUM 8.34 13.20 11.88 10.56 0.00
KC119 ADAPTOR - BRASS 5 WAY VACUUM 2251 410 30.69 27.28 0.00

If your stock is categorized, you can filter the stock list by stock categories.

Code  LAB-VSA2 [+] Description |LABOUR - VEHICLE SERVICE "A" (2wD) [ | Lok
Secondary Description ‘ Exit J
Alternate Code [] ( Category LABOUR - VEHICLE SERVICES [v] -
— — Billing Code

[ [code | Description Cost™ ‘ Retail® | Trade*® Wholesale* | On Hand
| »|LAB-vEA-2
| |LaBveA4 LABOUR - VEHICLE SERVICE "A" (4WD) 0.00 82.50 0.00 0.00 0.00
| |LaBvsAT2 LABOUR - TRUCK SERVICE "A" (2WD) 000 99.00 000 0.00 0.00
| |LAB-vSAV2 LABOUR - VAN SERVICE "A" (2WD) 0.00 82.50 0.00 0.00 0.00
| |LAB-vsB-2 LABOUR - VEHICLE SERVICE "B" (2WD) 0.00 99.00 0.00 0.00 0.00

LAB-VSB-4 LABOUR - VEHICLE SERVICE "B" (4WD) 0.00 99.00 0.00 0.00 0.00

You can set your system to only show items with an on hand value of greater
than zero. (To turn on this option on, set the “Set Stock On Hand > 0 check box
on Stock Find Screen” to CHECKED on the System/System Setup module’s
Stock page.) Note that on the actual Find screen you can turn this option on
and off by clicking on the Show items if On Hand > O button.

Sales Analysis by Parts and Services

If stock categories have been created, you can create sales analysis by stock
categories reports.

¢ On the main menu screen click Inventory and select Sales Analysis

DEBTORS | IMVENTORY ‘ CREDITORS ~ MARKETING ~ UTILITY  SYSTEM

Stock items, Billing codes and Assemblies

Sales Analysis 2 \ Sales Analysis by Customers, Parts and Services
Print Pricelist Sales Analysis by Parts and Services )

Sales by Customers

o Click Sales analysis by parts and services.
e Click OK. The Sales Analysis by Parts and Services window
appears. Select Sales analysis by parts and services.
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| Sales Analysis By Parts and Services L X/
Start date  [o092012 || @ PrintteSereen | Paiuglg |
i (O Export to CSV
Ending date |30/09/2012 |~ Exit
Code from | |
Codeto... | |
Group by Stock categories
| All Stock Categories "
If Code from... and ¢ SRR EE E
whole database bei RS QoE ER i
Empty Stock Category
If Group By Categor *A" TYPE SERVICE KITS
additionally going tc “C" TYPE SERVICE KITS

Select the Start and Ending date of the report.

To see the report on the screen tick Print to Screen.

To obtain a report by stock categories tick the Group by categories
box.

Click OK.

To print the report click Print on top of the screen (last button).

To exit click the Exit icon (second from right on top of the screen).

Sunshine Auto Repairs Page: 1M
Monday, 24 September2012 1:55 PM
Sales Analysis by Parts and Services
All Stock Categories From 01/09/2012 to 15/09/2012
i Code Description Qty Cost  Sales Excl Sales Incl Gross Pmﬁa
2.00 0.00 304.95 335.45 304.95
BX367123 STARTER - BOSH 1.00 304.55 395.91 435.50 91.36
LAB LABOUR 1.00 0.00 46.00 50.60 46.00
Total 304.55 746.86 821.59 442,32
ALTERNATORS
03-77733 ALTERNATOR 1.00 189.00 264.60 291.06 75.60
ALTERNATORS Total 189.00 264.60 291.06 75.60
FILTER - AIR
A1207 FILTER - AIR 1.00 2458 49.16 54.08 24.58
FILTER - AIR Total 24.58 49.16 54.08 24.58
LABOUR - VEHICLE SERVICES
LAB-VSB-T2 LABOUR - TRUCK SERVICE "B" (2WD) 1.00 0.00 135.00 148.50 135.00
LABOUR - VEHICLE SERVICES Total 0.00 135.00 148.50 135.00
SPARK PLUG
BKRTEVX SPARK PLUG - PLATINUM 2.00 2532 37.98 41.78 12.66
SPARK PLUG Total 25.32 37.98 41.78 12.66
Total 543.45 1,233.60 1,356.97 690.16
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Review Sales by Stock Code

You can look up how many stock items have been sold during a given period of

time from selected stock items.

o Click Sales by Stock Code. The Sales analysis by Stock Code
window appeatrs.
Q\\S_ajes byStockCod_g{ Purchase by Code || Alternate Code/Brand | \:Mumple OnHand Cf
| New H Brev | | Mext H Eind H Print | | Delete | | Copy |
Enter the Start and Ending dates.
Enter the item code and click Evaluate. The sales quantities appear on
the screen. Please note that you can find stock by both code and
description.
| Sales analysis by Stock Code _ || X
Start date Code: 86-1132 Eind | {Bilate | | Prnt Exit
Ending date Description: [OUTER GV JOINT KIT |
Job Date Job MNo. Name Vehicle Qty Unit Cost | Unit Price | GST Price |
22/07/2011 59| PETER ADAMS CHRYSLER NEON 1.00 8050 10063 11068
26/07/201 61 SUE WHITEHEAD TOYOTA COROLLA 1.00 80.50 100.63 110,68
|
Total Qty  Total Cost  Total excl.  Total incl.
Mote: Total figures are the Sum of Qty * Unit Cost and Gty * Unit Price 2.UU| | 151.00‘ | 201.25| ‘ 221.35|

Review Purchase by Stock Code

Click Purchase by Stock Code on the Stock screen.

Purchase date, Supplier, Quantity and Cost is evaluated. Cost

excludes GST.
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I purchase analysis by Stock Code @
Startdate  [01/07/2011 [+] Code: BJ [ Find ][ Evalvate |[ Pimt | Ext |
Ending date |30/09/2011 Description:  BALL JOINT
[Purchase Date ‘ Supplier Invoice D ‘ Inv. No. | Qty ‘ Unit Cost | GST Cost ]
30/07/2011 { AUTO BRAKE SERVICE 30 2.00 66.67 73.33
26/08/2011 AUTO BRAKE SERVICE kj| 3.00 66.67 73.33
26/09/2011 AUTO BRAKE SERVICE 32 1.00 66.67 73.33

Total 6.00 400.00 440.00

Printing Stock Reports

There is a wide range of stock reports you can create in Auto Care Software
Premier.

e Click Print at the bottom of the Stock screen.

ok |
Print Stock with Serial Number [ cancel |
Print Billing Codes

Print Assemblies
Print Group Headers
Print Internal Jobs

e Select Print Stock and click OK.
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Eomsok B

All Stock (%) Print selected report to screen | DK |
() E-mail selected report
() Export selected report to CSV
() Export selected stock to XML

| Cancel |

[ Print as Stock Take

[] Stock = 0 and not used since | 10/07/2010

JALL SUPPLIERS]

[ALL CATEGORIES]
[[] Grouped by Catagory

Start Code
End Code

Note that stock can be printed using the following options: All Stock; Stock > 0;
Stock < 0; Stock = 0; Stock <> 0.

¥ print Stock...

All Stock (®) Print selected report to screen [ oK |

(0 E-mail selected report —

Stock > 0 | Cancel |
() Export selected report to CSV

Stock <0

Stack = 0 ) Export selected stock to XML

Stock <=0

[C] Print as Stock Take

Furthermore, you can print inventory that is not moving off your shelves. It is
also possible to print reports by categories or locations.

Sunshine Auto Repairs Page 1 of 2
Tuesday, 27 September, 2011 MNumber of ltems: 76
Pt Stock List
Stock > 0; Mot used sice 01/01/2017;

Code Description Unit Min Max On Hand Cost Total Cost
AF 1397 AIR FILTER A39046 0.00 0.00 1.00 25.50 25.50
AF 1513 AIR FILTER 0.00 0.00 5.00 17.50 87.50
AF35207 AIR FILTER 0.00 0.00 1.00 10.50 10.50
AFMZ A99 OIL FILTER 0.00 0.00 1.00 34.50 34.50
ATF 1206 ATF FLUID 1206 UTTO 0.00 0.00 10.00 6.00 60.00
ATF 95 ATF FLUID 0.00 0.00 20.00 585 117.00
B ST 21/5 12V BULB STOR/TAIL 21/5W 12V 0.00 0.00 10.00 127 12.70
BF 54 BRAKE FLUID SUPER DOT 4 0.00 0.00 4.00 6.00 24.00
E1414 BRAKE SHOES 0.00 0.00 1.00 55.00 55.00
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All Stack []
() E-mail selected report

(+) Print selected report to screen

() Export selected report to CSV
() Export selected stock to XML

[T] Print as Stock Take

[] Stock = 0 and not used since | 27/09/2010 E\

[ALL SUPPLIERS]

[ALL CATEGORIES]
[ Grouped by Category

Start Code  AF 1397
End Code |AF 1513

You can print selected stock by stock code or by suppliers.

ok |

| Cancel |

Sunshine Auto Repairs Page 10f 1
Tuesday. 27 September, 2011 Number of tems: 4
031411 PM .
Stock List
All Stock; CODE »= AF 1397; CODE <= AF 1513
Code Description Unit Min Max On Hand Cost Total Cost
AF 1397 AIR FILTER A39046 0.00 0.00 1.00 25.50 25.50
AF 1411 AIR FILTER A35192 0.00 0.00 1.00 16.20 16.20
AF 1433 AR FILTER 0.00 0.00 0.00 14.50 0.00
AF 1513 AR FILTER 0.00 0.00 5.00 17.50 87.50
Final Total: 7.00 129.20
All Stock |:| (%) Print selected report to screen | 0K |
Iil E-mail selected report |W|
() Export selected report to CSV
() Export selected stock to XML
["]Print as Stock Take
[ ] Stock > 0 and not used since | 27/09/2010 El
MEGA PARTS / AUTO PRO IZI
Sunshine Auto Repairs Page 10f3
Tuesday, 27 September, 2011 Number of ltems: 87
03:24:58 PM .
Stock List
All Stock; Supplier: MEGA PARTS / AUTO PRD:;
Code Description Supplier Code  On Hand Suppl. Cost  Last Buy
AF 1397 AIR FILTER A39046 AF 1397 1.00 2550 14/04/2011
AF 1411 AIR FILTER A35182 AF 1411 1.00 16.20 14/04/2011
AF 1433 AIR FILTER AF 1433 0.00 14.50 14/04/2011
AF 1513 AIR FILTER AF 1513 5.00 17.50 14/04/2011

30




Note that you can print a list of your billing codes, bill of materials, assemblies,
group headers and internal jobs as well.

Sunshine Auto Repairs Page: 11
Thursday, 26 April 2012, 2:44:21 PM
Stock with Serial Number List
All Stock;
Code Description On Hand  Avg. Retail Retail Total Total Retail
Cost excl. incl. Cost incl.
BX367123 STARTER - BOSH 3.00 304.55 3951 435.50 913.64  1306.50
Serial Number Supplier Suppl. Inv. 1D Suppl. Inv. No. Purch.Date Cost Note !/ Comment
4567593698 ASHDOWN INGRAM 34 789123982 10/03/2012 30455 Peter 23/04/20123
4567898528 ASHDOWN INGRAM 34 789123982 10/03/2012  3204.55 Peter 23/04/201232
4567899999 ASHDOWM INGRAM 35 795642366 23/04/2012 30455 Peter 23/04/20123
Final Total 913.64  1306.50
Sunshine Auto Repairs Page:  1/5

Thursday, 26 April 2012 3:10 FM

Billing Code List

ALL CATEGORIES Mumber of Billing Codes: 55
i Code Description Assigned Hours Retail price incl. Sales account)
BIC BATTERY CHARGE 0.10 5.80 4-8000
BRAKE SPECIAL BRAKE SPECIAL $99 1.00 99.00 4-8000
BRAKE-A DRUM BRAKE SERVICE 1.50 71.50 4-3000
*Remove wheels, drums, dismantle & clean out dust. *Fit new shoes & (wheel
cylinders)if needed. *Lubricate parts as needed,adjust brakes including
handbrake. * Bleed air from system, flushing out with new fluid. * Test drive.
BRAKE-DISCS BRAKE DISC PAD SERVICE 1.00 47.30 4-8000
*Remove wheels,calipers & lubricate moving parts. *Fit new brake pads. *
Test drive.
Sunshine Auto Repairs Page: 11
Thursdky, 26 Ap 2012, 24840 PM
Assembly List
Al Assembihes
Code Description On Hand  Cost Ratall Rotall  Total Total Retasil
el imel Coat incl
BE6-11324 QUTER CW JOINT KIT 1.00 BO.50 100,63 11063 80,50 110,69
BE-MOLEX 100 OUTER CW JOINT
S350 100 BOOT
L1 100 LARGE CLAMP
51 100 SMALL CLAMP
SO0-4312 100 GREASE 120G TUBE
KITLCW QUTER CW JOINT KIT 000 BO.50 11270 123,97 0.00 0.00
BE-MO4EX 100 OUTER GV SOINT
§3-160 100 BOOT
L1 100 LARGE CLAMP
51 100 SMALL CLAMP
SO04312 100 GREASE 120G TUBE
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You can email these reports or export them to CSV and XML files.

In addition to the above reports, you can create three more reports by selecting
Debtors/Additional Reports on the main menu screen.

DEBTORS | INVENTORY  CREDITORS  MARKETING  UTILITY  SYSTEM

Customer Invoice

Credit Adjustment Note

Customer Payment
Quotation / Estimate / Standard Job
Booking Diary

Statements

Debtor's Aged Trial Balance

Tnvoice Register

Payment Register
Servicemen Praductivity

Daily Sales Report

!

Stock sold on or under cost price

‘-__‘,

| Weekly Sales Summeary Report

( Additional Reports

Sales Analysis by Staff members

Report of Stock sold with zero cost

The Sales Analysis by Staff Members report shows sales figures for stock,
billing codes and assemblies by individual staff members as well as sales by
the various account codes (in case you use the premium version of the
software and allocate different accounts to different sales departments). Please
note that the report total does not include the Work in progress figures.

Sunshine Auto Repairs Page: 111
Tuesday, 27 September 2011, 4:05:36 FM

Sale analysis by staff members
From 19/09/2011 to 26/09/2011

| Staff Code Staff Name Sale Assembly Sale Stock Sale Billing Total Work in progress)
GJ Garry Jones $0.00 $456.18 $619.35 $1.075.72 50.00
JB John Brown $0.00 $1.009.34 $1,136.36 $2,145.70 $601.00
RP Roger Pine $301.88 $739.55 $184.00 $1,.225.43 $0.00
Total $301.88 $2,205.07 $1,939.91 $4.446.85 $601.00

Accounts Summary

Account Code Sales
4-1100 Sales $4,097.85
4-8000 Miscellaneous Income $349.00

Total 54,446 .85
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The Stock sold with Zero or Negative Cost Value report lists all the invoices
where one or more stock items have been sold with O or minus cost value.

The Stock Sold on or under the Cost Price report lists all the invoices where
one or more stock items have been sold on or under the cost price.

Customers (Debtors)

Customer Card Files

You will use this module to enter customer and vehicle information.

e Click Customers Card File in the Menu Icon Bar to access this module.
I customer card File E 53]
Windows Calculator ~ Windows Calendar  Auto Care Modules
|' Customer Invoice H Quotation ||MH Purchase Order H Supplier Invoice || Customers H Suppliers || Booking Diary H Make a Payment‘\
CUSTOMER INFORMATION
CONTACT INFORMATION ACCOUNT INFORMATION
Last or business name |ADAMS \@| Statement No Account Status CASH
Title MR \:I First name PETER Terms Outstanding Balance 54,500.17
Contact Peter [[] Use contact name in reminder letters  Suspended Mo
Phone Work |08 8765 1232 Phone Home Account opened | 19/10/2005
Mobile Discount % 0.00 [JInactive ACTIVE
Fax Credit limit 0.00 [ Usual Payment |
ABN Price Type  RETAIL Motes Mot printed on invoice (DbIClick to Enlarge)
Service Reminders (=) Print (O E-mail SMS
E-mail / Invoices | peter@hotmail com|
E-mail / Statements| peter@hotmail com
POSTAL ADDRESS VEHICLE INFORMATION
Address |3 CASTLE STREET (Vehicle Registration |' Find !ehicle]
~ baewoocEo  opiow (ourrs) )
g A TTELSTONE sa 19076 | =) romp ratcon VOP 038 [ Detils |
DELIVERY ADDRESS Eg:g;’;ﬁ? ?ﬁ&;:; [ Hisory |
DEEy TOYOTA HILUX WOS 789 [ Delete |
Address
Suburb \:]
| New \ \ Brev \ | Next | | Find \ \ Print \ | Delete | | Cancel \ \ Save | | Exit | Categ. \:l

Entering Customer Information
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Enter the customer’s details into the appropriate fields. Note that
customer names have to be unique. To move from field to field, press
Tab or Enter or use the mouse to click on a field. Note that when
suburb and state are entered, the postcode will be displayed
automatically. Alternatively, you can enter the postcode only and press
the Tab key. The Find Suburb window appears listing all suburbs with
the entered post code. Select the one that you require and click OK.
The Suburb and State fields will be automatically populated. If a suburb
is not in the database, enter it manually by clicking on the grey button
next to the postcode field.

Find... X
POSTAL ADDRESS —

Suburb
Address |78 MAIN STREET
| N [ WS \.
Suburb State Postcode Exit
| ([z137 ||

> |ASHTON

Suburb |

DELIVERY ADDRESS

Delivery |
[

Delete

If you want to change a customer’s name click on the Edit button to
make changes. Note that the system changes the name in all related
data tables. Changes made here will take effect on all previously
created invoices for the customer.

Customer Cardfile

CUSTOMER INFORMATION
CONTACT INFORMATION

Last or business name ‘THOMAS Edit |} Statement
Title l:‘ - First name PETER Terms

Contact l:l ["]Use contact name in reminder letters | | Suspended
Phone Work |08 8312 3456 Phone Hnmel:l Account opened

A customer can be deleted from the customer table only if an invoice
has not yet been raised.

The control menu at the bottom of the Customer Card File screen is
used in the same way as the control menu on the Suppliers and Stock
screens.

If you want to give discount for a customer all the time, enter the
discount percentage in the Discount field. When you raise an invoice
for the customer the discount amount is calculated and displayed in the
Discount field at the bottom of the invoice. This value can be altered on
individual invoices.

Use the Credit Limit field to enter a credit limit for your customers
(optional). In order to use this function, you have to select the Credit
Stop ON in the Systems Setup\Debtors 4 module.
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The Outstanding Balance field displays any outstanding amount for
the customer. This value is calculated automatically based on the
invoices raised and payments received and consequently cannot be
altered here manually.

The Notes field can be used to keep a record of any relevant
information about the customer. This information will not be printed.
You can make a customer inactive by clicking on the Inactive check
box. Note that you cannot raise invoices, quotations and bookings for
inactive customers.

Click Usual Payment to record a customer’s usual payment method
including credit card details.

Payment method CHEQ

Exit

Card Number
Exp. Date

Card holder name
Bank

Branch

=

Payment to 1-1110 Cheque Account

The selected payment option automatically applies when a payment is
made in the customer payment module, however, it can be changed
there. Bank and Branch details can also be entered. Your business
has more than one cheque accounts. In this case you can set a default
account for each customer (where their payments are going to be
deposited).

If you want to send statements to a customer, the Statement box
should be set as YES. In this case statements can be printed monthly. If
the setting is YES, the word ACCOUNT is printed as term on the
debtor’s invoice. If you do not want to print the account terms on the
invoice, set the relevant check box OFF in System/System
Setup/Debtor 1. Note that invoices with both settings can be printed.
You can set your settlement terms (e.g. 30, 60 or 90 days) in the Terms
field. You can enter settlement terms for cash customers as well (e.g. 7
or 15 days.) This information will be printed on the invoice of a
customer.

The Account opening date is recorded automatically when the
account is opened.

You can suspend a customer if necessary by choosing Y (yes) in the
combo box next to the Suspended field. Note that you cannot raise an
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invoice for a suspended customer, but you can raise credit notes and
enter payments.

You can select the appropriate price type for each customer in the Price
Type field. The default price type is RETAIL.

If you wish you can categorise your customers. Make sure that the
Customer Category is set ON in the SYSTEM/System Setup/Debtors
4. Click on the arrow next to the Category combo box at the bottom
right hand side of the screen. A list of categories appears. Select a
category by clicking on it.

VEHICLE INFORMATION

[Vehicle Registration ‘ |:V Find yeh\:\e:\
CHRYSLER NEON [ Mawerrar |
DAEWOO CIELO OPI 890 # B8
FORD FALCON VOP 098 —
FORD FALCON QXE 789
HONDA CIVIC 3AVAGS4 CAPRICORN
TOYOTA HILUX WOS 789 SA
SERVICE

Category

ST GEORGE
TOP 20

Cancel || sae || Ext | Categ. '—:_-_’wi‘l I

To create a new category, click on the grey area next to the arrow at the
Category combo box. The Customer Categories window appears.
Click New. Enter the new category in the top empty line. Click Exit to
return to the customer screen.

§ ]

|' Category | [ nNew

15 ! | Delete :I
CAPRICORN —
SA
SERVICE
ST GEORGE
TOP 20

[ it |

Note that you can print both a list of customers and postage labels by
categories.

You can select the method of sending service reminders to your
customer. (SMS is a premium feature only). Your selection here will be
the default for the customer.
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CONTACT INFORMATION

Last or business name ADAMS [@]

Title |MR I:\ First name PETER

Contact Peter [] Use contact name in reminder letters

Phone Work |08 8765 1232 Phone Home

IMobile

Fax

ABN Price Type  RETAIL
CSemce Reminders (=) Print O E—maD SMS

E-mail/Invoices | peter@hotmail.com

To find a customer card file click on the Find button at the bottom of the
page. You can find a customer by name, telephone number or
registration number.

¥ Find Customer

By Client Name | OK |
By Telephone Number [ cancel |

By Registration Number

To make customer identification easier, when you click Find by Client

Name the highlighted customer’s contact name, address and work

phone number is displayed on the right side of the Find window.
e

MName

oK |

ADAMS, PETER

5 ( Cancel \
Name | L /

+ (ADAMS, PETER
BROWN, STAN
CASH SALES
HARRISOM, JOHN
MAYTON, SALLY

ADAMS, PETER
Contact: Peter

SMITH, GREG

SMITH, JOHN A_ 3 Castle Street
TAYLOR, MARK Athelstone Sa 5076
THOMAS, PETER Work: 08 8765 1232

To print customer details, click on the Print button at the bottom of the
screen. The Print Customers window appears. You can print individual
card files, customer lists or customer postage labels. You can also
email these reports or export them to a CSV file.
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Print Customer Postage Labels
Print Current Customer Details

ALL STATES

Print Customers X
Print Customer List (=) Print selected report to Screen | OK ‘

() E-mail selected report ™ =
() Export selected report to CSV =
() Export ALL Customers with Vehicle Details to CSV

it |

(%) Active Customers
() Inactive Customers

Category

-

CAPRICORN

SA

SERVICE

ST GEORGE

TOP 20

*NO CATEGORY *

[Q\ear Select\ons:\

Print () Active and Inactive Customers
() Suspended Customers

Group by
(=) Categories

() States & Suburbs

ooOoono

(O Postcodes

[] Print Motes

| All categories |

You can filter your customers by states and by categories. Click All
categories or select specific categories by ticking the appropriate

boxes.

To print posting labels for customers, click on the Print Labels check
box. Use “Unistat’ labels (33/sheet, order code 38931).

Entering Vehicle Information

To enter the details of a new vehicle, click New on the right hand side of
the screen and enter the vehicle details into the appropriate fields.
Vehicle details will automatically be copied to the invoice screen when
an invoice is raised for the customer. Each customer can have unlimited
number of vehicles in the system. You can enter notes or memos to

each vehicle.
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Boweperte

MANDATORY INFORMATION REGISTRATION INFORMATION | Exit |
Make TOYOTA Vehicle TOYOTA HILUX
Model HILUX Registration | WOS 789 'W‘
Model code Engine No. | from database
Engine capacity |3.0L TURBOD Chassis No. ABCDE11F12345678
Engine code 1AB DEF Body Type |UTE
Build date Month | 2[5] Year 20082 Colour Black
Fuel Approval No
Induction System Category |:m]

p - 5 Notes (DblIClick to enlarge)
OPTIONAL INFORMATION 1 | OPTIONAL INFORMATION 2 | (Printed on job card)
Brakes Differential
Brake System Differential Option
Cruise Control  |Yes  [+] Drive 4wd
Airbag Yes [+ Next Service + 6| months from invoice
Air Conditioning | Yes [ Aircondition Serv. |[01/1900 [+]

Power Steering | Yes  [v] Trans. Service 01/01/1900 [+
Transmission Rego Due Date  |01/01/1900 [+]

In the Optional Information 1 part of the screen you can enter the next
service date by entering a number. For example if you want to
service the vehicle every 6 month then enter “6”. When you enter a
service oriented billing code on a customer’s invoice, the next service
date is recorded automatically on the invoice screen. Note that you can
have a default setting for each vehicle on the System/System
Setup/Debtors 3 page which is: next service date=current date + X
month. This figure will automatically appear on any new vehicle
information page. However you can overtype this.

[ OPTIONAL INFORMATION 1 || OPTIONAL INFORMATION 2 |

Brakes Differential
Brake System Differential Option

Drive

Next Service  + 6 _phonths fram invoice
/ Aircondition Serv. |01/07/2012 [+]

Trans. Service  01/09/2012 [~

Cruise Control

Airbag

Air Conditioning

<1 <] (=] [=]

Power Steering

Transmission Rego Due Date | 15122012 [~]

Furthermore, you can enter the air condition and transmission service
date as well as the registration due date. If selection is made here, you
can send out automatic service and registration reminders to your
customers using the marketing module. (See details under Reminder
Letters.)
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e To select a vehicle on the customer card file, click Find in the VEHICLE
INFORMATION section.

VEHICLE INFORMATION

Registration
CHRYSLER NEON VOS 091
DAEWOO CIELO OPI 890 ;
FORD FALCON VOP 098 |

Details |

Find Vehicle
Vehicle Registration
CHRYSLER NEON VOS5 091
“ Vehicle L3 | Registration L:\
» |CHRYSLER NEOM
DAEWOO CIELO OPI 890
FORD FALCON VOP 098
FORD FALCON QXE 789
HONDA CIVIC JAVABEL
TOYOTA HILUX WOS 789

oKk |

: Cancel \

\: Last eniry \

Note that you can sort vehicles by both name and registration number

by clicking on the relevant header. Click the Last entry button to select

the last entered vehicle.
e You can find vehicles by their Chassis number if this option is turned on

in the System /System Setup module (Debtors3 page).

e To delete a vehicle from the database click on the Delete button.
Click History to view the service history of a vehicle. You can access
detailed information about previous services here. Change ascending-
descending order by clicking on the green arrow.

_J Service History... PETER ADAMS 006005 =
By Registration By Chassis No. Detailed description Exit
Outer Cv Joint
Registration Boot Print
Grease 120g Tube
CHRYSLER NEON Show Total
|
Inv. Mo. £3  Invoice Date | Kilometre Code Description Qty Total § N
gl 03/12/2010 0|86-1132A QUTER CV JOINT KIT 1.00 85.00
LAB LABOUR 1.00 50.60
2 12/01/2011 0 SERV-A (A) SERVICE. 10,000 KM. 6 MTHS. 1.00 132.00
Ol-ATF QIL - DEXRON II 4.50 27.23
RFF-FF211 FILTER - FUEL 1.00 29.70
RAF1T FILTER - AIR 1.00 18.54
ROFT FILTER - OIL 1.00 15.24
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Detailed description can be seen in the Detailed description field (top
field) when description column is ticked. Note field of the invoice can be
seen in the Note field (top field) when Inv. No. column is ticked.

Each customer can have unlimited number of vehicles in the system
and you can enter notes to each vehicle separately. This information is
printed on the job card.

The vehicle Model and Build Date are also printed on the job card.
Vehicle ownership can be transferred from one customer to another one
in the system from the vehicle details window. (Password: MOLNAR)

B® Transfer Ownership. 2] \ Exit \

oK

Password _—

Select Make & Model
from database

\4 Cancel \

Moq Name From:
ADAMS, PETER

Engd Mame To:

Bui SMITH, JOHN A

Fue [ [Name |

Ind ADAMS, PETER ﬁ
BROWN, STAN % ranster Uwnership /

CASH SALES Motes (DbiClick to enlarge)

HARRISON, JOHM SMITH, JOHN A. (Printed on job card)

MAYTON, SALLY

SMITH, GREG
SMITH, JOHMN A 3 Castle Street

Contact: John

2

The Next service date default is 6 month, but you can overwrite it. If a
Service oriented billing code is used, the next service date will be set to
current invoice date + 6 months. The default can be changed through
the System/ System Setup/Debtors 4 screen.

Customer Identification Number

In your system each customer has a unique identification number, If you want,
this number can be displayed on the customer cared file and on individual
invoices (subject to system setup). This option is beneficial if you have several
customers by the same name. You can use the same name for all these
customers, but add a unique number to each of them.

You have three options:

No identification number for customers
Identification number displayed on customer card files, but you need to
enter this number manually to selected customer’s name

41



¢ Identification number displayed on customer card files, automatically

added to customer names and displayed on invoices

The above options can be set up in the System/System Setup/Debtors4
module. The default is: Don’t show identification number.

i

|’ Debtors 1 || Debtors 2 || Debtors 3 || Debtors 4 || Stack || Creditors ” Booking H Ledger ” System 1 ” System 2 ” System 3 H System 4 ]

CUSTOMER CARDFILE SETTINGS

[[] Monthly Statement sent to clients NO

Show Internal Customer Number
Customer Category ON N
[ Credit Stop OFF o [S)?ﬁ t show . .
(=) Show on customer's car
Show Customer details on Customer find screen ON -

) Show and insert to name
) Find customers on customer's cardfile screen by name only

(=) Find customers by name, phone number or rego number

Statement Settings
SlhnatlcplechncanlBatc ade=l0RE O Print Statements with one overdue figure
(=) Statements with 1, 2 & 3 months + figures

Message on the Statement (Max 65 characters)

Show Customer Identification Number on Customer Card Files Option:

e Tick the button in front of the Show on customer’s card file.

e Click Exit.

o Click Customers Card File on the main menu screen. Note that the
customer number is now displayed on the top right hand side of the

window. (This identification number is generated by your system and
cannot be changed.)

. Customer Card File

Windows Calculator ~ Windows Calendar  Auto Care Modules

“ Customer Invoice ” Quotation ” Stock ” Purchase Order || Supplier Invoice || Customers H Suppliers H Booking Diary |

ACCOUNT INFORMATION

CUSTOMER INFORMATION Customer Number (006005
CONTACT INFORMATION

You can manually enter this unique identification number to the name of
the customer.

. Customer Card File

Windows Calculator  Windows Calendar  Auto Care Modules

|' Customer Invoice || Quotation || Stack ” Purchase Order ” Supplier Invoic

CUSTOMER
CONTA MEORMATION
Last or business name ';DAMS (006005 _7 |@|

Title MR (-] Firstname |PETER
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e Click Find to access the Find

customer window. Here you can select

the customer with the appropriate identification number. Note that to
make your selection even easier, some further customer details (contact
name, address and phone number) are displayed on the bottom right

hand side of the window.

Name
ADAMS (006005), PETER

" Name

-

ADAMS (006005), PETER
ADAMS (006015), PETER

e The unique identification number for those customers where it has been

entered manually appears on

both the invoice screen and invoices.

3 CASTLE STREET
ATHELSTONE SA 5076

5 King William Street - Adelaide SA 5000

MR PETER ADAM S{006005

Stirn.s'he e

Auto Repairs

Phone: 08 8396 5605 F|
Tax Invoice
AB.N. 11222 333 444
Terms
Contact
Phone
Chassis No

Show and Insert to Name Option:

e Tick the button in front of the Show and insert to name.
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- Customer Invoice =
Windows Calculator  Windows Calendar  Auto Care Modules
| Customer Invoice H Quotation || Stock ” Purchase Order ” Supplier Invoice ” Customers || Suppliers ” Booking Diary |
| Customer Information ' Job No. ° 67 “ Vehicle Information
Name (ADAMS (006005), PETER _$\ MR Vehicle ~ TOYOTAHILUX (¥] Registration” Wos 789
Address |3 CASTLE STREET Kilometre Next service
Address2 \ Additional Inveice Information
Suburb  |ATHELSTONE sA | [s076 Inv. Number |67 Invoice date | 28/09/2011
Ph. Work |08 8765 1232 Fax AccountStatus  Ord/Ref No Print Date
Contact |Peter Price RETALL CASH Technician SV [+][w) *Slncl. Gst | Yes
[ Addstock | JOB INFORMATION [ Work completed



Show Internal Customer Number

) Don't show
) Show on customer's card
(®:Show and insert to name:

e Click Exit.

e Click Customers Card File on the main menu screen. Note that a
customer identification number has been added to those customer
names for which an invoice has not yet been raised.

o Click New to enter a new customer and enter the customer name in the
relevant field (e.g. SMITH, JOHN). Note that when you exit from the
Name field the identification number appears after the surname.

Windows Calculator  Windows Calendar  Auto Care Modules

| Customer Invoice | Quotation | Stock | Purchase Order | Supplier Invoice

CUSTOMER |

CONTA L. MAT\%
Last or business nama ADAMS (006016) o | Edit|

Title [ (-] Firstname

Invoices for Customers
Creating Customer Invoices

1. To open this module, click on the Customer Invoice icon on the menu
icon bar. The last invoice will appear on your screen.
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‘Windows Calendar

Windows Calculator

Auto Care Medules

[ Customer Invoice H Quotation H Stock H Purchase Order H Supplier Invoice H Customers H Suppliers H Booking Diary |

( Customer

| Job Mo, * 68 Vehicle )
Name ° THOMSON, GEORGE MR Vehicle ~ |DAEWOO MUSSO 4 (¥]  Registration” | DOS 708
Address |36 NORTH STREET Kilometre Next service 28/01/2012 [+
Address? ( Additional Invoice )
Suburb  HECTORVILLE SA 5073 Inv. Number 68 Invoice dale. 28/09/2011
Ph. Work (08 8324 2343 Fax Accountstztus | OrdiRef No (123 Print Date
Contact | Georege Price RETAIL CASH Technician JB *$Incl. Gst | Yes
[ Addstock | JOB INFORMATION ] Work completed )
Code aty | Unit Price * Description """ New line [F9] =* OnHand| Unit | Total Price © [NewLine [Fs])
B 132.00|(A) SERVICE. 10,000 KM. 6 MTHS [Cinsentine |
HATF 450 6.05 OIL - DEXRON I 1350 223 | gy |(oown)
| |RFEFF211 100 29.70 FILTER - FUEL -3.00 270 | — —
| |raF17 1.00 18 54 FILTER - AIR -3.00 1854 “"‘&‘
|_|RoF? 1.00 15.24 FILTER - OIL -3.00 1524 | [ Line memo |
[ Delete Line |
[ histoy |
[ saes |
ol ] ] [ Profiton job |
Note (DbiClick to ent (e (Anc)
cle DUERAD wimoe - Iii::vtzﬂs;:; :;;\:fé) * DRAIN AND RENEW 0|‘L ‘ Sreme = 22270 Rounding 0.00
) 3 !
AND FILTER  * CHECK UNDER BONNET. FLUIDS, (=) Freight™ 0.00 Total incl. Gst 22210
BELTS, HOSES ETC. * CHECK LIGTHS,WIPERS ETC. | Discount * 0,00 (Gst amount) 2024,
("Payment | [ Balance | Cancel Inv. | [ Job/Time report for job | Ty 222.70| Paym. received ot
[ Mew |[ Prev®|[ Mex®|[ End ][ Pant ][ Stock |[ Cancel |[ Sae |[ Ext | Categ.

2. Click New.

Lj Customer Invoice

Windows Calculator

Windows Calendar

Auto Care Modules

Customer Invoice |Quotation | Stock Purchase Order | Supplier Invoice | Customers| Suppliers| Booking Diary Make a Paymer|

paross2 |
Suburb  |MANSFIELD PARK
Cotaet |

Add Stock

| Code | Qty
» I_-

|_|LABVSA2
P
|_|OILENG

| sPw
|_|z170

| Customer Information

. Find...

Name

| Job No. * 76|

|ROBINSON, BRIAN

| Name

__|ADAMS, PETER

__|AFFORDABLE AUTOMOIVE SERVICE
__|BROWN, STAN

__|CASH SALES

__|HARRISON, JOHM

__|MAYTON, SALLY

Vehicle Informat

X .

eqistrs
‘ oK ext sen
— Cancel nformati

= nvoice
New rint Dal

$Incl.

ROBINSON, BRIAN ork co

S | Total

12b Harry Street
Mount Lofty Sa 5152

|

_+ ROBINSON. BRIAN

Work: 08 8264 5959

| SAM'S RADIATORS

| SMITH, GREG

| SMITH, JOHN A.

__ TAYLOR 006021, MARK
__|TAYLOR, MARK

__ THOMAS, PETER

|| THOMSON, GEORGE

LAl
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A pop-up window with a list of customer names appears. Type in the
required customer name. When it is highlighted in blue, click OK or
press Enter. Note that customer and vehicle details appear in the
Invoice screen fields.

e If a customer has not been previously entered into the database,
click New in the pop-up window.

¢ The system will automatically open the Customer screen.
Enter the relevant information into the database.

e Click on the Invoice screen tab. Click New and select the newly
entered customer

e The details of the new customer are displayed in the Invoice
screen.

If service on a vehicle is likely to occur only once (e.g. tourists traveling
through have a car breakdown), you can choose ‘Cash Sales’ as
customer name.

If several vehicles are listed under one customer name, you can select
the required vehicle using the green arrow next to the vehicle field.

Jl Customer Invoice || Quotation H Stock H Purchase Order H Supplier Invoice H Customers H Suppliers || Booking D\ary“

|~ Customer Information | Job No. " 68 || Wehicle Infarmatic
Name  THOMSON, GEORGE MR [-]  Vehicle  |DAEw0O MUSSO 4[] )Registra

Address |36 NORTH STREET Kilometre Next sen
Address?2 B
Suburb  HECTORVILLE

Find Vehicle (
Ph. Work 08 8324 2343 g
Vehicle Registration Chassis No. ‘

DAEWOO MUSSO 4WD) DOS 708

Contact  Georege

[ adustock |

[ Code

If a vehicle has not been entered into the database, click Customer
Information to gain direct access to the Customers Card File entry
screen. Details of a new car can be entered into the database there.
When you exit the screen, you can choose the newly entered vehicle on
the Invoice screen.

Wehicle Registration | Chassis Mo. |
DAEWOO MUSSO 4WD
FORD FALCON WUM 321

I [E ]

Entry of vehicle kilometres and customer order/reference number is
optional.

Each invoice has a unique Job Number generated by the system that
cannot be changed.
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10.

11.

12.

13.

14.

15.

16.

Each invoice has an Invoice Number (usually the same as the job
number), however, you can change it. For example, if, due to a power
failure the system cannot be used and invoices have to be written out
manually, then the docket number can be entered as an invoice number
at a later stage.

The current date is entered automatically in the Invoice date field,
however, this can be overtyped if needed. If date is not within a set
range (default +/- 30 days) a warning message comes up. (You can set
up the default date range in System /System Setup/System 1)

The next service date is entered automatically if service oriented billing
code is used on the invoice. The next service date is equal to the
current invoice date plus the number of months allocated for the vehicle
in the vehicle database. However, the next service date can be changed
manually if desired.

You can select a technician by clicking on the gray arrow next to the
Technician field. To enter a new technician, click on the grey box to the
right of the field to access the servicemen data entry window.

| Additional Invoice Information

Inv. Number |68 Invoice date | 28/09/2011 []
Ord/Ref No |123 / Print Date

Technician JB *$incl. Gst |Yes  [v]

The Note field can be used for any purpose, e.g. to draw attention to a
mechanical problem that needs to be fixed in the future, etc. The
contents of the Note field are printed on the invoice after the last invoice
line item. To enlarge this field, double click on it with the mouse. Double
click on the field again to shrink it back to its normal size.

To enter invoice line items, press the [F9] function key or Right click in
the grid area. Enter a Stock, Billing Code or Bill of Material code to the
Code column and press Enter. The Unit Price and Description fields
show details for the job.

The default for Quantity is 1. However, you can overtype it.
If you are uncertain about a stock code, type in the first or first few

letters of the code and press Enter. The Find Stock pop-up window
appears to help you find the stock item. In the window you can see a list
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of stock items starting with the same letter(s) that you have typed in on
the invoice screen.

Code A216 D Description | FILTER B ‘ Add |
Secondary Description ‘ Exit |
Catego ALL CATEGORIES v
[] Category | ] Stock
Description Cost® Retail* Trade® Wholesale* | OnHand Iﬂ
FILTER - AIR 10.27 20.55 10.27 10.27 0.00]
FILTER - AIR 12.65 25.30 12.65 12.65 U.UUE
FILTER - AIR 12.76 2552 12.76 12.76 0.00
FILTER - AIR 15.68 3137 15.69 15.69 0.00
FILTER - AIR 8.01 16.04 §.02 .02 0.00

You can access the same screen by clicking on the Add Stock button
above the grid. (Note that in this case the first few stock items on the
alphabetical list will be displayed.) Here you can browse and add stock
item, billing code or assembly to an invoice. You can find items by code,
description and categories. Word search is available in the description
field. If word search is used add a Quotation mark () to the front of the
word. Information about the quantity on hand and purchase cost of the
item is also accessible here. Click Add to add the selected stock line to
the invoice.

T |
Code | 11A0900 [+] Description FAN BELT O @ |
Secondary Description | Exit |
Altemate Code [ ] category  [ALL CATEGORIES] stock
[OCH
[ [code Description Cost™ Retail* Trade® Wholesale® | On Hand Iﬂ
[l 110300 FAM BELT [ 16.33) 10 89| 8.16 2 00|22
| |86-1132a OUTER CV JOINT KIT 8855 11068 10626 97.40 0.00
86-MO4BX OUTER CV JOINT 7480 12100 110.44 88.00  -10.00

If you want to select several stock items, select the first item and click
Add Item on the left hand side of the screen. The stock will appear in
the grid area located under the Add Item button. Continue adding stock
until you have all stock items selected. If you want to remove a stock,
select the line and click on the Remove Item button. You can rearrange
the selected parts by using the Up and Down buttons. When you have
finished selecting stock items click the Add button on the top right hand
side of the screen. (Note that the same function is applicable to the
Quotation, Booking and AMS module.)
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Code WIS [] Description |WORKSHOP SUNDRIES [*] [ Add |
Secondary Description ‘ Exit ‘
Altemate Code [] category |[ALL CATEGORIES] T e
Code | Desaription Cost™ [ Retail® | Trage= Wholesale® [OnHand 4]
WiB WHEEL BALANCE 0.00 8.80 7.92 7.04 0.00
| |we WHEEL BALANCE 0.00 9.35 8.41 7.48 0.00
[ |w-nut WING NUT 145 290 261 232 0.00
| |wr WIPER REFILL 275 6.05 5.44 4.84 -1.00
[ |wr-22" WIPER RUBBER - 22" 203 484 435 387 0.00
| |wr-2sa" J WIPER RUBBER - 24" (NARROW) 4.40 6.38 574 5.10 0.00
WORKSHOP SUNDRIES I O
v
[ Add ltem [Bemuve Item | \$| \E| RETAIL
Qty | code [ Description [unitprice= [ Total Price= ]
1.00 L LABOUR 0.00 0.00
|| 1.00 LAB-VSC-2 LABOUR - VEHICLE SERVICE "C" (2WD) 132.00 132.00
B 100 P PARTS 0.00 0.00|=
|| 1.00 Z154 FILTER - QIL 8.55 8.55
B 8.00 OIL-ENG OIL - ENGINE 450 36.00
|| 1.00 RFF4Z2201 FILTER-FUEL 3|7 3|7
B 1.00 M MISCELLANIOUS 0.00 0.00
[ 100 WIS WORKSHOP SUNNDRIFS 18a 18a
Cost and Prices include GST [] Show ltems if On Hand = 0 Show cost 218.57

Your list will be copied to the invoice.

‘Customer Invoice

Windows Calculater ~ Windows Calendar ~ Auto Care Modules

[ Customer Invoice \| Quotation H Slock]\' Purchase Order H Supplier Invoice H Customers \| Suppliers || Booking Diary |

\: Customer Information Job No. ° 69 ‘| Vehicle Information \

Name " |HARRISON, JOHN Vehicle  TOYOTACAMRY | [¥] Registration” VOW 787

Address |5 HIGH STREET Kilometre Next service

Address2 ( Additional Invoice Information )

Suburb | ADELAIDE SA 5000 Inv. Number 69 Invoice da]e. 28/09/2011

Ph. Work |08 8382 1234 Fax AccountStatus | Ord/Ref No Print Date

Contact Price |RETAIL CASH Technician SV ) *$Incl. Gst  Yes

[ addstock | JOB INFORMATION [Work completed )
Code Qty | Unit Price * Description *** New line [F9] =* OnHand| Unit | Total Price * [NewLinz Fo]|

| |taBvsce 1.00 132.00 LABOUR - VEHICLE SERVICE "C" (2WD) EACH 13200 | [ T

[ lp PARTS s

| |z1se 1.00 8.55 FILTER - OIL 4.00 EACH g5 | L tmeot )

| |owene 8.00 4.50 OIL - ENGINE -16.00 LITRE 3600 | [ Linememo |

| |reFaz201 1.00 38.17 FILTER-FUEL 2.00 3BT | [ pstete Line |

[ m MISCELLANIOUS =

| wis 100 3.85 WORKSHOP SUNDRIES 3gs | L Hew

Note that for buy-in items, the Code field can be left empty. Just enter
quantit, price and description of the item.

17. When you raise an invoice, it is marked as Work in Progress. Work in
progress invoices are not printed on statements. In the General
Ledger, the Work in Progress account (default 1-1204) shows the cost
(material only) of the work in progress jobs. Note that work in progress
jobs are not included in the General Ledger’s Sales and Trade Debtors
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18.

19.

20.

21.

accounts. When a work in progress job is printed, the Work in Progress
flag automatically changes to Work Completed. (Note that you can
change the status manually as well.)

To view more line items on the grid, double click on the grid header to

enlarge the area. Double click again on the grid header to reduce the
area to its original size.

Windows Calculator ~ Windows Calendar  Auto Care Modules

J Customer Invoice H Quotation | Stock | Purchase Order | Supplier Invoice | Customers | Suppliers | Booking Diary |

\ Customer Information ' Job No. ° 69 || Vehicle Information

Name " HARRISON, JOHN E\ Vehicle TOYOTA CAMRY |:\ Reg\stratmn. VOV
|‘ Code Qty Unit Price * Description  *** New line [F9] ** | On Hand | Unit | Total Price *
»

LAB-VSC-2 1.00 132.00 LABOUR - VEHICLE SERVICE "C" (2WD) EACH 132.00
P PARTS
2154 1.00 8.55 FILTER - OIL 4.00 EACH 8.55
OIL-ENG 8.00 450 OIL - ENGINE -16.00 LITRE 36.00
RFF4Z201 1.00 38.17 FILTER-FUEL -2.00 3817
] MISCELLANIOUS
WS 1.00 3.85 WORKSHOP SUNDRIES 385

= n B

You can insert a new line between two existing line items by clicking on
the line below where the new line item is to be inserted. Click Insert
Line. A new line is now created. (To insert a new line the F7 function
key on the keyboard can also be used.)

You can move a line up or down. In order to do this, highlight the line
you want to move by clicking on it and click on the Up or Down
command button.

To delete an invoice line item, change quantity to zero first then click on
the Delete Line button. Note that you cannot delete an invoice.
However, you can cancel an invoice by clicking on the Cancel Inv.
command button on the bottom of the screen. A red Cancelled script
appears on the invoice. In order to cancel an invoice, line items, freight
and discount fields must be empty. You can un-cancel a previously
cancelled invoice by double clicking on the script Cancelled and the
invoice will become an active invoice again.
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22.In case you need to change the customer name on an invoice, double
click on Name field. A pop-up window will come up. Enter the password
MOLNAR, then select the new name and click OK.

Password ™ Lo J
[ cancal |
Name From: ‘ '
CASH SALES
Name To:
HARRISON, JOHN
[ [Name
ADAMS, PETER
BROWN, STAM
CASH SALES
F [HARRISON, JOHN HARRISON, JOHN
MAYTON, SALLY 5 High Strest
igh Stree
SMITH, GREG Adelaide Sa 5000
SMITH, JOHN A. Work: 08 8382 1234

The name is replaced on the invoice. If the customer is not yet in
your database, enter customer details in the Customer database
first. If you change name on the invoice, even for its own name, the
vehicle details will be deleted. Note that you cannot change name
is payment has been made. In this case you have to temporarily
delete the payment.

23. You can categorise your customers by using the customer Category
field. (See detailed description in Customer Card Files section.)

24. Click Balance to check the outstanding balance for a customer. You
can use this function for both account and cash customers. You can
print or email outstanding balances.

25. Click Sales to check daily sales.
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2, [100%

Exit

M %] (Startdate 30/08/2012 |~ | Ending date |30/08/2012 - Evaluate\ Print
v

.Sunshine Auto Repairs

/.

Page: 171
‘Tuesday, 25 September 2012, 5:00:30 PM
Detailed Sales Report
From 30/08/2012 To 30/08/2012
104 30/08/2012 ADAMS, PETER TOYOTAHILUX WOS 789

Description Staff Price Incl. Price Excl. Cost Profit
(A) SERVICE. 10,000 KM. 6 MTHS sV 132.00 120.00 36.00 * 84.00
OIL - DEXRON Il 2723 2475 14.22 1053
FILTER - FUEL 29.70 27.00 28 419
FILTER - AIR 16.54 16.85 10.46 6.39
FILTER - OIL 15.24 13.85 7.33 6.52
Total 222.70 20245 90.82 111.63

Labour 36.00

Parts 54.82

Note that you can view or print a sales report for any selected time
period here. Just enter start and ending dates on the top of the screen

and click Evaluate.

26. Click Profit on Job to see the profit.
Sunshine Auto Repairs Page: 11
Tuesday, 25 September 2012, 5:05:23FM
Profiton job
104 30/08/2012 ADAMS, PETER TOYOTA HILUX WOS 789
Description Staff Price Incl. Price Excl. Cost Profit
(A) SERVICE. 10,000 KM. 6 MTHS. SV 132.00 120.00 36.00* 84.00
QIL - DEXRON Il 27.23 24.75 14.22 10.53
FILTER - FUEL 29.70 27.00 22.81 4.19
FILTER - AIR 18.54 16.85 10.46 6.39
FILTER - QIL 13.24 13.85 7.33 6.52
222,70 202.45 90.82 111.63
Freight 0.00 0.00 0.00
Discount 0.00 0.00 0.00
Rounding 0.00
Total 222,70 202.45 90.82 111.63
Labour* 36.00
Parts 54.82
Please note: some of the costs are indicative only

27. The detailed description of a stock code is copied to the invoice. The

description can be seen in the Memo field where you can make
modifications or add more details if needed. You can expand the field
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by double clicking on it. This information will be printed on the Invoice
with the line item.

Note (DbClick to enlarge) % Memo (DbiClick to enlarge) 12\
\ CARRY OUT (A) SERVICE. -
* DRAIN AND RENEW OIL AND FILTER. =
* CHECK UNDER BONNET, FLUIDS, BELTS, HOSES
Payment Balance Cancel Inv. Audit
New Prev ° Next ° Find Print Stock

Alternatively, you can click on the Line memo button on the right hand
side of the screen. In this case you will see the detailed description for a
line item on a full screen. Click on the Previous or Next buttons to see
the descriptions of other line items.

Code |SERV—A Previous MNext Exit

Description  [(4) SERVICE. 10,000 KM. 6 MTHS. |

Qty Unit EACH Unit Price excl. 120.00 Total Price excl. 120.00
Unit Price incl. 132.00 Total Price incl. 132.00

CARRY OUT (A) SERVICE.

* DRAIN AND RENEW OIL AND FILTER.

" CHECK UNDER BONNET, FLUIDS, BELTS, HOSES ETC.

" CHECK LIGTHS WIPERS ETC.

" CHECK RADIATOR AND COOLING SYSTEM, TEST FOR LEAKS.

" CHECK FRONT AND REAR BRAKES REMOVE WHEELS AMD DRUMS.
"ADJUST REAR BRAKES AND HANDBRAKE.

" CHECK STEERING, SUSPENSION AMD UNDERBODY.

*TEST PLAY IN ALL WHEELS CARRY OUT SAFETY INSPECTION.

* CHECK EXHASUT SYSTEM, LEAKS, ALIGNMENT AND CONDITION.
* CHECK BASIC TUNE,

* CHECK AND CLEAN SPARK PLUGS AND AIR FILTER.

28. Click on the History icon to see the service history of a vehicle with
information about the invoice number, date, code, description, total
price etc. of previous services performed. There is an option to print this
sheet.

29. An optional discount value can be entered as a percentage or a fixed
amount. Note that a fixed amount discount value must have a negative
sign in front of it. Click CUSTOMER INVOICE INFORMATION to view
or enter Discount%, Chassis number and Delivery Detalils.
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30.

31.

32.

33.

34.

Discount % 0.00 | Ext |
Chassis No.
Engine No.

Delivery Address
Address
Address 2
Suburb

Debtors Rounding Adjusment 0.00 | Modify Customized Invoice Report |

Set GST ON or OFF on current invoice GST ON

Click on the Find button to find an invoice by name, date, invoice
number, registration number etc.

To find unpaid or partially paid invoices, click on the Find command
button and choose Unpaid or Partially Paid Invoices.

For invoices the GST is calculated automatically. In the General
Ledger, the GST amount collected appears in the 2-1510 GST Liability
(GST Caollected) account.

If there is a line item that you do not want print to be seen on the invoice
print out, go to right in a line item until you see the Don’t Print column
and click on the check box. Make sure that no price is entered for these
lines! This option has been designed for fixed price services where
parts are taken out of stock, but not shown separately on the customer
invoices. Note that this functionality is also available for
Quotations/Standard jobs and Booking diary.

To exit from the module click on EXxit.

Importing Information from an Existing Invoice, Quote, Standard Job or
Data from the After Market Service Database

You can create an invoice by importing information from an existing invoice,
guote or standard job or by importing data from the After Market Service
Database (Premium version feature only) to the invoice.

Click on the Import button. The Import window appears.
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[ Waork completed
Print | Build Job No. | |

Add Stock .
Lasdsock | [ mport...
| Proft Supplier

0.00| AUTO BRAKE SERVICE

X
Import Quotation or Standard Job

Import Invoice Cancel

New Line [F9]
Insert Line
Up  Down

Line memo

Select Import Quote or Standard Job or Import Invoice and click OK.
Select the required quote or standard job or by hame or number and

click OK. When a quote or standard job is copied to the invoice,

the

parts included will be taken out of Stock. Note that several quotes or

standard jobs can be copied to one Invoice.

¥ Import from Quotation or Standard Job...

Name [ oK |
SERVICE 10,000 KM. (6 MONTHS) Quote / Standard Job Number 1 [ cancel |
Quote / Standard Job Name ‘ Address / Engine | Address2 / Details | Quote No. | Date Total excl. ‘ Total incl. "]
ADAMS, PETER 3 CASTLE STREET 2 10/02/2011 100.00 110.00
BROWN, STAN 6 3/11/2011 1075.72 1183.25
HARRISON, JOHM 5 HIGH STREET 3 3201 20245 222.70
»[sERvice 16 000 i oSy S I |
TAYLOR, MARK 4 31172011 177.72 195.50
WHITEHEAD, SUE 5 3M1720M 191.00 210.10
JOB INFORMATION
Code Qty Unit Price Description Unit Total Price
+ |SERV-A 136.36|(A) SERVICE. 10,000 KM. 6 MTHS.
Ql-ATF 4.50 OIL - DEXRON Il
RFF-FF211 1.00 FILTER - FUEL
RAF1T 1.00 FILTER - AIR
ROF7 1.00 FILTER - OIL

! Customer Invoice
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Windows Calculater  Windows Calendar  Auto Care Modules
j Customer Invoice || Quotation Hmu Purchase Order || Supplier Invoice || Customers || Suppliers H Booking D\ary“
| Customer Information Job No. ° 75 ” Vehicle Information
Mame |MAYTON, SALLY Vehicle [¥] Registration”
Address Kilometre Next service
Address? ( Additional Invaice Information )
Suburb Inv. Number 75 Invoice date . 24/10/2011
Ph. Work Fax Account Status  Ord/Ref No Print Date
Contact Price RETAIL CASH Technician SV ) *$incl. Gst  Yes
[ mgdsiock | ((senasws | (Recsvesws | [Sesaisus ) JOB INFORMATION [ Work completed )
Code Qty ‘ Unit Price * Description =™ New line [F9] =™ On Hand ‘ Unit ‘ Total Price * |-WJ
SERV-A 1.00 132.00 (A) SERVICE. 10,000 KM. 6 MTHS. EACH 132.00 | Insert Line ‘
Ql-ATF 4.50 6.05 OIL - DEXRON Il 14.00 2123 | up | (ann}
RFF-FF211 1.00 29.70 FILTER - FUEL 13.00 2970 —_—
1.00 18.54 FILTER - AIR 2200 18.64 L%:‘
’ I T T T YT N BRTFY]  ( Line memo |




Using the Control Menu on Data Entry Screens

At the bottom of each screen there is a control menu. The most commonly
used command buttons are: New; Previous; Next; Find; Print; Cancel; Save
and Exit. One of the letters in each command is underlined. If you prefer to use
the keyboard, hold the Alt key and press the underlined character to activate
the selected command button.

e New — Enter a new record.

e Previous / Next - All data is sorted automatically into an alphabetical or
numeric order at the time of entry. With these control keys you can look
up the next or previous records. (Example: You are looking up invoices
by customer name in the debtors invoice module. You have raised 3
invoices for this customer before. By selecting the first invoice and
clicking Next, you can view the second invoice for that particular
customer. Please note that on the customer invoice screen you have
the option to look up invoices in Name, Job Number, Registration
Number, Invoice Number and Invoice Date order. Click on the field
name you wish to use for navigation. The selected field name will be
underlined. There is a small red dot next to each of these field names
reminding you that they can be selected. The selected one becomes
green.

e Find - You can find suppliers by name (suppliers screen), stock items
by code or description (stock screen), invoices by date, invoice number,
customer name, registration number (debtors’ invoice screen) etc.

e Print —You can print a list of suppliers (from the supplier screen), a
stock report (from the stock screen), invoices (from invoices screens),
etc. with this function.

e Delete — This function deletes the current record. In some cases this
control button will not work. (Example: several invoices have been
raised for one customer. The system will not allow the operator to delete
the customer from the customer database. It is however possible to
suspend a customer if necessary. If an invoice has not yet been raised
yet you can delete a customer record.)

e Exit — Click on this icon to exit from the module.

e Cancel - If you click on this button any unsaved data will be deleted.
Important: If you want to delete some of the entries only you should do
it manually. Please note that this does not apply to the grid area as the
system saves changes in the grid “on the fly”. If you want to delete data
in the grid you always have to do it manually.
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Save and Refresh buttons

In Auto Care Software Premier you will see Save and Refresh Buttons on
many screens. You can select automatic saving as default in the System
Setup/System 3 module. In this case Auto Care will save changes
automatically every time you exit a screen. However, you can save new data
entries by clicking on the Save button at any time.

Data entered in the grid area of any screens is saved “on the fly” so you do not
need to exit the screen or click on the Save button for the saving to take effect.
For example, if you enter a stock item on the customer invoice the Stock
database will be updated immediately. If you delete that line entry the Stock
database will be adjusted accordingly.

The Refresh button is useful if you want to see changes on a screen without
exiting the screen. For example, you are on the Customer Payment Register
page and you drill down to the Customer Payment screen to enter a payment.
When you return to the Customer Payment Register the payment you just have
entered will not appear as yet. However, you can click on the Refresh button to
save and display the payment.

Payment Register the payment you just have entered will not appear as yet.
However, you can click on the Refresh button to save and display the
payment.

I customer Payment Register BE
" ALL CUSTOMERS ™ TALL CUSTOMERS ™ | payments from: [01/08/2012[+] to: [24/0812012 [+ [ Evliste |
| Name S S _—
®
+ | ALL CUSTOMERS ;‘ - E”” 0 g‘;{” [ Print / Export |
ADAMS, PETER SR
AFFORDABLE AUTOMOIVE SERVICE
BROWN, STAN & )
CASH SALES ‘7'
HARRISON, JOHN
MAVTARL QALY Payment Method Summary @
[ Date §3 Name L4| Job No. Payment method Amount paid | [ Payment method Count Amount |
[ 05/08/2012 | ADAMS, PETER 77| CHEQUE [ | casH 1 100.00
| 13/08/2012 ADAMS, PETER 81 CHEQUE 110.00 | CHEQUE 3 424.05
| 13/08/2012 HARRISON, JOHN 84 DIRECT DEBIT 43550 | DIRECT DEBIT 4 92907

Printing Invoices

o Click on the Print command button for printing an invoice. The Print
window appears. Select Print to printer and click OK.
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Print Invoice on letterhead O Printto screen [ cancel |

Print Job Card (O E-mail Invoice

Suppress Code printing ON

e You can ask for a print preview on the screen by clicking Print to
Screen. To print the invoice on the preview screen, click Print on the
top of the screen.

e You can print invoices on blank paper or on a letterhead. The letterhead
option can be selected in the Print on letterhead option in the
System/System Setup/Debtors2 module.

Debtors print settings

Print on letterhead Yes |~

Print to ®P creen

Print Company Logo ON

Invoice Print Rightclick No.

e If you want to print two copies of invoices as a default, you can choose
this option in the System Setup/System Setup/Debtors2. Tick the
Print two copies of Debtors Invoices box to activate this option.

E-mailing Invoices
You can e-mail Invoices. The system automatically attaches the invoice file to
your e-mail and sends it by using Outlook Express. On the receiving end it can
be opened with any PDF reader programme (e.g. Adobe Acrobat reader, which
is available from the Internet free of charge).

e To turn this option on in Auto Care Software Premier, enter EMAILON

in the User Name field on the Welcome screen and click Continue.
e Enter your normal user name and password.

Group Parts and Labour on Customer Invoice
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You can group parts and labour on invoices by entering the corresponding
group header codes on your invoice. (Note that this apply to quotations as
well.)

Code Qty Unit Price * Desc%on == New line [F9] = On Hand Unit Total Price *
L LABOUR )
LAB-VSA2 1.00 66.00 LABOUR - VEHICLE SERVICE "A”" (2WD) EACH 66.00
p PARTS
| |OILENG 1.00 4.50 OIL - ENG\NB -17.00 LITRE 4.50
| [SPW 1.00 2.20 WASHER - SUMP PLUG -1.00 EACH 220
Tax Invoice
MR PETER ADAMS AB.N. 11222333 444 11
3 CASTLE STREET Tems Cash
ATHELSTOME 5A 507G Mext Sarnvice 28/022013
Contact Peter
Phone 08 8765 1232
Chassis Mo. ABCDE11F12345678
Date Invoice No. | Order/RefMo. Vehicle Registration Kilometre | Page
307082012 104 TOYWOTA HILLE WOSs TER 171
I Gty Description UnitPrice  Unit Arnnunt)
LABOUR
1.00 [A)SERVICE. 10,000 KM. § MTHS. §13200 EACH 513200

CARRY OUT(A)} SERVICE.

* DRAINAND RENEW OILAND FILTER.

* CHECKUNDER BOMMET, FLUIDS, BELTS, HOEESETC

* CHECKLIGTHS WIPERS ETC.

* CHECK RADIATOR ANDCCOOLING SYSTEM, TESTFOR LEAKE.

* CHECKFROMNT AMD REAR BRAKES. REMOVEWHEELS AND DRUMSE.
*ADJUST REAR BRAKES AND HANDBRAKE.

* CHECK.STEERING, SUSPENSIONAND UNDERBOOY.

*TEST PLAY INALL WHEELS. CARRY QUT SAFETY INSPECTION

* CHECKEXHASUT SYSTEM, LEAKS, ALIGNMENTAND CONDITION
* CHECKBASICTUNE,

* CHECK AND CLEANSPARK PLUGS AND AIR FILTER.

LABOUR $132.00

PARTS
4 60 OIL-DEXRONII 56.05 52723
1.00 FILTER-FUEL 329.70 328.70
PARTS $56.93

Print Default Messages on Customer Invoice

You can print default messages on your invoices. Enter your messages in the
SYSTEM/System Setup/Debtors2.
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Debtors 1| Debtors 2 |Debtors 3 | Debtors 4 Stock | Creditors| Booking| Ledger System 1| System 2 System 3| System 4
\ CUSTOMER INVOICE REPORT SETTINGS

Invoice Note 1 (Thank you for your business. ) |_______

Invoice Note 2 |

Invoice

Invoice Note 3 ‘ |

Message on the bottomn of the invoice (Max 85 characters)
————— - —
All goods remain the property of the vendor until the invoice is paid in full. B""r_'__—

Debtors Invoice/Credit Note/Quotation Print Options

You can select or deselect the following fields to be printed on invoices, credit
notes or quotations: Quantity; Unit Price; Unit and Amount (extended price).
Setting can be made on SYSTEM/System setup/Debtors 2 page.

Print Gross Profit on a Job

Click Profit on job. The Gross profit on a Job window appears. For this
report to work, you have to enter your cost/hour for each technician into the
servicemen database. Based on this figure and the assigned hours for a job the
Labour cost is calculated.

Sunshine Auto Repairs Page: 111
Thursday, 23 February 2012, 3:57:38 PM
Profiton job
70 28/09/2011 ADAMS, PETER TOYOTA HILUX WOS 789
Description Staff Price Incl. Price Excl. Cost Profit
LABOUR - VEHICLE SERVICE "A" (2WD) sV 66.00 60.00 18.00 42.00
OIL - ENGINE 4.95 4.30 2.20 2.30
WASHER - PUMP 23.10 21.00 10.50 10.50
sV 100.00 90.91 0.00 90.91
194.05 176.41 30.70 145.71
Freight 0.00 0.00 0.00
Discount 0.00 0.00 0.00
Rounding 0.00
Total 194.05 176.41 30.70 145.71
Labour* 18.00
Parts 12.70
Please note: some of the costs are indicative only.
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Note that the labour cost displayed here is an estimated figure calculated from
the assigned hours and the cost/hour for each technician. This figure does not
affect the General Ledger. The General Ledger picks up the labour cost from
the Make a Payment module where the wages expenses are entered.

Sales

You can look up Sales, Cost of Sales and Gross Profit figures by clicking on the
Sales command button. Enter the required Start and Ending dates and click
Evaluate.

"

- a Qe ~[a B Start date |23/02/2012[+] Ending date 23/02/2012[+] [ Bvaluate |[ Pim |[ Ext |

Sunshine Auto Repairs
Thursday, 23 February 2012, 4:11:10 PM

Detailed Sales Report
From 23/02/2012 To 23/02/2012

77 23/02/2012 ADAMS, PETER TOYOTAHILUX WOS 789

Description Price Incl. Price Excl. Cost

LABOUR

LABOUR - VEHICLE SERVICE "A" (2WD) 66.00 60.00 1800 =

OIL - ENGINE 4.95 4.50 220

WASHER - PUMP 2310 21.00 1050
100.00 90.91

194.05 176.41 30.70

Labour* 1800
Parts 12.70

78 23/02/2012 TAYLOR, MARK FORD FALCON VOX 567

Description Price Incl. Price Excl. Cost Profit

LABOUR

LABOUR - VEHICLE SERVICE "A" (4WD) §2.50 75.00 2250 = 52.50
PARTS

FILTER - OIL 1048 9.53 6.35 318
WASHER - PUMP 23.10 21.00 10.50 10.50

wARER nECH | cnr 5 RN aEn 2 an

Pagelofl 100%

Debtor Invoice Audit

The Invoice Audit shows all transactions made (invoice, payment, credit)
against an invoice. Just click on the Audit button to see transactions.
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| Debtor's Invoice Audit

Debtor Invoice Job Number Evaluate Print Exit

Data Source Customer Name Date Invoice / Credit ID | Credited Invoice 1D Debit Credit ‘
Invoice THOMSON,GEORGE 15/08/2012 3
Payment THOMSON,GEORGE 28/08/2012 103 329.60

Balance

Turn GST OFF on Current Invoice

Occasionally you may need to raise an invoice without GST calculation. In
order to turn GST calculation off, click Additional Invoice Information button.
The Additional Invoice Information window appears. Click on box to set GST
OFF on current invoice.

@ Additional Invoice Information 3
Discount % 0.00 | Exit |
Chassis No
Engine No.

Delivery Address
Address
Address 2
Suburb

Debtors Rounding Adjusment 0.00 1 \ Modify Customized Invoice Report |

CSeI GST ON or OFF on current invoice  [1:GST. OFF)

Split Job and Record the Real Time Taken on Various Billing Codes

When two or more mechanics work on the same job, the job can be split
between them. On the printed invoice it will show as one item however. The
example below shows two mechanics working on the same job. Actual working
hours are recorded.
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Code Qty Unit Price * Description = New line [F9] ==
LABOUR

p/” 0.50 132.00 (A) SERVICE. 10,000 KM. 6 MTHS.
SERV-A 0.50 132.00 (A) SERVICE. 10,000 KM. 6 MTHS.

To turn this option on, select System/System Setup/Debtorsl1 and select Split
Job on customer Invoice ON.

Techni... Total Price * | On Hand

. System Setup

J’ Debtors 1 || Debtors 2 || Debtors 3 || Debtors 4 || Stock H Creditors || Booking || Ledger || System 1 || System 2 || System 3 || System 4 |
CUSTOMER INVOICE SCREEN SETTINGS

[ Work in Progress OFF Suppress Code printing on invoices/quotations ON

Job Costing ON [C] Brought forward printing on debtors inveice is OFF

[] Contact Information OFF \ Enter Contact Methods \ [[] Print ZERQ value parts on debtors invoice

[] Assessors OFF [ Suppress printing assembly components on invoice OFF

[[] Debtor's Invoice can be modified after printing Print the payment received amount on Customer invoice ON
[ Record real hours required per billing code OFF Print account terms on invoices _quotes ON

[_| Automatic rounding on debtors' invoices OFF [ Print list price (incl. Gst) on Customer Invoice OFF

plit job on Customer Invoice ON Shading on Invoice, Quotation, Statement ON
[JPrint Invoice if Order/Ref. number entered OFF Print Auto Care Copyright on Invoice and Quotation ON
[T Internal Workshop Job OFF

Comprehensive Vehicle Details Called up on an Invoice

Click on the Vehicle Information button on the Invoice screen to see vehicle
details.

<) .
| Vehicle Details X
Windows Calculator
e n e MANDATORY INFORMATION REGISTRATION INFORMATION Exit
Make TOYOTA Vehicle TOYOTAHILUX [
- Model HILUX Registration |WOS 789 -
Address |3 CAS] ) -]
I: Engine capacity |3.0L TURBO D Chassis Mo. ABCDE11F12345678
Address?
Engine code  [1AB DEF Body Ty —
Suburb  [ATHEL d ¥ Type B
Ph Work [08 764 | Build date Month Year | 2008 || | Colour B
Contact |Peter Fuel |:| Approval No l:l
At stock nductonSystem [ ||| Categay [ ] Transfer Ounership
Code Notes (DbIClick to enlarge) jLing
= OPTIONAL INFORMATION 1 |OPTIONAL INFORMATION 2 (Printed an inh card) b

Using GST Tax Field

You may have invoices where you have both GST inclusive and GST free
items. In this case you need a tax filed column in the grid where you can select
the GST status for each line. You can turn the Tax field column on the
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System/System Setup/ System 1 page. Note that this setting activates the
Tax column in the Customer Invoice, Quotation/ Estimate, Credit Adjustment
Note and Booking diary modules.

| System Setup x

Debtors 1| Debtors 2| Debtors 3| Debtors 4 | Stock| Creditors| Booking| Ledger| System 1 |System 2| System 3| System 4

Check newly entered date  +/- days

When date entered is bigger or smaller than the current date
+/- the above days, a warning message appears

DECIMAL PLAGE SETTINGS ON SCREENS Tax Field f Column Settings
Stock Average Cost [ Tax field on Stock Screen OFF

GSTON Set GST Codes

Stock Price i ax Colurrm an Debior's Screen ON| )
Debtors Invoice & Quotation Unit Cost [ Print Debtors Tax column OFF
Debtors Invoice & Quotation Unit / Total Price Customer Invoice, Quote, Credit Adjustment
Total Cost Profit Supplier Suppl. Inv Noﬁ Tax \ Status Don't Print
0.00 100.00 INCL [H] Billing Code [}
0.00 135.00 INCL  [H] Billing Code [m]

I 0 oo o

GST Code GST Description
/ EXPT Export Sales Free
INCL Inluding GST

Customer Payments

Customers are divided into two groups: cash customers and account
customers. In Auto Care Software Premier there is only one type of customer
payment screen for both groups. This means that you can print a statement for
all your customers if you wish to. In the Customer Card Files you will set the
Statement field to YES or NO as default depending on whether you want to
print regular statements for a customer.

e To enter a payment, click on the Payment button at the bottom of the

customer invoice screen. The Customer Payment screen appears. Click
New Payment to enter a payment.
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| x

[ customer Payments...

[ADAMS, PETER | JobMumber | 104

Payment Details Credit Card Details

Payment Date 30/08/2012 |+ Card holder
Cheque / Reference No. I:l Exp. Date l:l

Bank Details Payment Received

Bank | | Branch | ] Amount Received 222.70

| Payment Date  Payment Msthod | Amount | Chg/Ref| Bank | Branch = Card Number | Account - payment receivedto |
[J 30/08/2012 CHEQUE 22270 1-1110 Cheque Account

New Payment Delete Payment Exit

¢ Click on the Balance button to see outstanding invoices for a customer.

Customer P: 1 %
Cash

Name |TAYLOR, MARK | |_Customer information | Gortact | | Ph. work |08 8225 0003

| Job Number | Invoice Date | Vehicle | Total | AreadyPaid = Balance ||
v S PRl FORD FALCON 302.70 150.00 152.70

]

Outstanding by end of last month Total Outstanding 152.70
(@ Balance (O Payments | | Payment | Prev || Ned | Find | te

e To print or email an Outstanding Balance report, click Print at the
bottom of the screen.
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J Print Outstanding balances... - X

(=) Print ta Printer

() Print to Screen

Exit

(71 E-mail

Stubn,sthafe
Auto Repalrs

5 King William

Outstanding Balance
Thursday. 30 August 2012, 4:01:50 PM

MARK TAYLOR
25 FIRST AVENUE
BROOKLYN PARK SA 5032

Page i
'\ Payment Date Invoice No. Vehicle Registration Total Paid Balanoe)
30/07/2012 99 FORD FALCON VOX 567 302.70 150.00 152.70

e To see all the payments for a customer, click on the radio button in front
of Payments at the bottom of the screen.

Outstanding by end ¢

Payment Prev

Customer Payment.... _ %
Cash
Mame [TAYLOR, MARK Customer Contact Ph. Work |08 8225 0003 ]
Payment Date | Job No. Amount Payment Method | Bank Branch | Cheque/Reference Account - payment made to |
140027201 8 211.80 DIRECT DEBIT 11110 Cheque Account
| 23/0272012 78 195.50 DIRECT DEBIT 11110 Cheque Account

DEGCIERA oo dsooolceaue || 110 Cheque Account ]

4 n »
Edit View mode Payments received / financial years and total
This financial year Last financial year Year before last financial year Since we have the customer
150.00 195.50 211.80 557.30

O Balance  @{Payments; Payment Prev Next Find Delste Print Exit
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e Click on the Edit button if you need to make changes. You can make
changes here in the Payment Date and Payment Method columns.

e Note that for your information there is additional payment information at
the bottom of the screen including payment amount for this financial
year; last financial year; year before last financial year and the total
amount a customer paid us.

4 [ »
[ I

Edit Wiew mode Payments received / financial years and total
his financial year Last financial year Year before last financial year Since we have the customer
150.00 195.50 211.80 557.30
|-:-Balance ®iPayments! | Payment Prev Next Eind Delete Print Exit

e Use the Prev, Next and Find command buttons to look up payments for
other customers.

e You can enter new payments on this screen by clicking on the Payment
button. This is convenient if case you want to enter payment against
several invoices.

Edit View mode
This financial year I

150.00

|':'Balance ® Payments |L
———

Tick on the Pay box in the appropriate lines and then click on the
Process Payment and Exit button.
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| Customer Payments... X

—————
TAYLOR, MARK | ( Process Payment and Exit ) | Cancel |
-""--.______—_.___/-
Payment Details / Amount Received 152.70
Date 03/09/2012 |~ Job Mo. | Invoice No. | Invoice date  Total Invoice Already Paid Current Payment |

Method DIRECTDEBIT |~ 30/07/2012
106 106 03/09/2012
Chewe [ ]

1-1110 Cheque Account v| \

Bank Details

Bank [ ]
Banch [ ]

Credit Card Details

Card holder/Alternative name

Card Number

| |
Exp. Date l:l

Yellow background indicates Job Pending Outstanding 262.70 Total Received 1562.70

Note that if a customer pays several invoices by one transaction, you should
enter the same reference number for each payment made on the same day
(e.g. “09/09/2012”). This way on the bank reconciliation screen those payments
will come up as one transaction for a day.

Customers’ Credit Adjustment Note
In order to raise a customer credit adjustment note, follow the steps below:

o Click DEBTORS/Debtors Credit Adjustment Note on the main menu
screen.

e Click New and select the customer.
Click F9 or click on the box with three dots next to the Credited Job
No. field. Select the invoice and enter the quantity to credit and click
OK.
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]

Customer Information

Vehicle Information

|| credit No.” 8|

Name  [HARRISON, JOHN

Vehicle

TOYQTA CAMRY Reg|5trat|0n. VOW 787

Address |5 HIGH STREET

Address2 |

|
|
| __Additiapal Credit Mote Information

Suburb  [ADELAIDE

‘ L]
Credited Job No¥ 127] ) Credit date |12/12/2012 =
Claim Number k |:‘

127

[

4
L

05/11/2012

Ph. Work [08 8382 1234 | Fax | account status Print Date
Contact |J0hﬂ | Pr\ce|RETA|L ,'|| CASH | Technician ;_4 $Incl. Gst  [No »
CREDITED JOB INFORMATION
I Code Qty Unit Price Description  *** Mew line [F9] ** On Hand Unit Total Price ‘:” |_New Line
_ Find... X |
[HARRISON, JOHN | L
Job Number A e |
L
Job Number Invoice Number Invoice Date Vehicle Registration Total Invoice ]

TOYOTA CAMRY

Mote (DbICH
\ |
Delete Credite \ JOB INFORMATION
Hew

Qty Credited Unit Price

191.00{COMPUTER

Description Total Price ] »

Customer Invoice ‘Quutatlun” Stock | Purchase Order | Supplier Invoice Customers | Suppliers| Booking Diary|

Customer Information

| Job No. ° 127 Vehicle Information

Name |HARRISON, JOHN

v

=

|l venice Registration” [VOW 787 |

Address [5 HIGH STREET

| Kilometre l:l Next service E

Address2 |

||Repeal " Additional Invoice Information

Suburb  [ADELAIDE

Ph. Work [08 8382 1234 | Fax |

|lsa | Inv. Number | 127 Invoice date . 051112012 |~

|ACCOUN Status

Ord/Ref No REF1 Print Date  |07/12/2012
Contact [John | Price RETAIL 7]| casH | Technician 3V |l *Slncl Gst |Yes |-
Add Stock JOB INFORMATION [ Waork completed
Code Qty Linit Price * Description *** Mauw line [F9] *** Onband "~ lint | Toralprea x|~ [NewLine [F9])
@BC—U— InsertLine
Up Down
Ltp | [Down)

Note that for a visual display the credited invoice lines will be crossed over in

the customer invoice grid area.

The total amount of credit appears as a payment on the customer invoice. If
you already paid for the returned part, make a negative payment for the same

amount (as the supplier will pay you back). If no payment has been made yet,
you only need to pay the difference.
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Customers Open Item Statements

In Auto Care Software Premier you can print statements to your customers
in two ways: with one overdue figure or with 1, 2 and 3 months+ overdue
figures. Make your selection on the System/System Setup/Debtors 4 page.

Statement Settings

() Print Statements with one overdue figure
(® Statements with 30, 60 & 90 days+ figures

Message on the Statement (Max 65 characters)

e To print statements click the DEBTORS menu pad on the Menu Bar on
top of the main menu screen and select Statements.

DEBTORS | INVENTORY ~ CREDITORS  MARKETING

Customer [nvoice
Credit Adjustment Note

Customer Payment
Quotation / Estimate / Standard Job

Booking Diary /
" ——

| k§tatements )

e Enter statement date and click Evaluate.

See below a statement with one overdue figure:
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Customer name

MAYTON, SALLY

Statement ending date

Details Contact name: Sally & Tom ‘30109.’2012 | v| | Evaluate | State m e nt
Work: 8285 3236
7b Main Street —
Ashton SA 5137 —
Account -] | customer Invoice | Customer Payment| | Customer Credit | @
| Date | Description | Reference | Debit | Credit | Balance
[ 151082012 ;
ﬂ 28/09/2012 Job MNo.- 115 Invoice 220.00 0.00 330.70
To see more details click on selected grid line Overdue Current Total Due
(3) Printto Printer (=) Blank paper (%) Current client only
(O Printto Screen () Letterhead () All account customers | 110]0' | 220'00‘ | 330]0'
() E-mail : . :
Print Prev. | Mext Exit

See below a statement with 1, 2 and 3 months+ overdue figure:

Customer name

MAYTON, SALLY | Statement ending date
Details Contact name: Sally & Tom a] ‘30.’09!2012 | 'l | Evaluate | State m e nt
Work: 8285 3236
7b Main Street —
Ashton SA 5137 —
Account ~] | Customer Invoice | |Customer Payment| | Customer Credit | @
| Date Description | Reference | Debit | Credit | Balance P
P3| 15/08/2012  |Job No - 96 ]
ﬂ 28/09/2012 Job No.: 115 Invoice 220.00 0.00 330.70
To see more details click on selected grid line 90 days + 60 days 30 days Current Total Due
() Print to Printer (=) Blank paper  (3) Current client only
() Printto Screen () Letterhead () All account customers U.[]Ul ‘ U'UU| | 110'70‘ | ZZU'UU‘ | 330'70‘
() E-mail
Print Exit
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You can view statements on the screen first and print them individually.
Alternatively, you can print all statements automatically.

\H 1 |||1-~

Auto Repalrs

5 King William Street - Adelaide SA 5000 Phone: 08 8396 5605 Fax: 08 8265 5959

SALLY MAYTON Statement
78 MAIN STREET of Account for period ending
ASHTON SA 5137 Sunday, 30 September 2012
BSB: 123-456. ACCOUNT: 089921121 Page 11
Date Particulars Reference Debit Credit Balance
15/08/2012 Job MNo.: 96 Invoice 110.70 0.00 110.70
28/09/2012 Job Mo.: 115 Invoice 220.00 0.00 330,70

Note that you can look up and print statements for previous periods without
exiting the screen. Simply change the statement ending date on top of the
screen and click Evaluate.

Statement ending d.
Gz ) e Y\Statem ent
Customer Invoice | Customer Payment| = Customer Credit [®)

A handy feature is the ability to drill down to a particular customer invoice or
customer payment from this screen. Simply click on the arrow in front of the
date in the line. You can make changes is needed and then you can return to
the same statement. Click the Refresh button and the system picks up any
changes made in other modules.
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Customer name ADAMS,PETER ‘ Statement ending date
Details Contact name: Peter - |3[]f05f2012 e Evaluate State m e nt
Work: 08 8765 1232 3
3 Castle Street
Athelstone SA 5076 : ~
Cash - Customer Invoice | Customer Payment | Customer Credit
Y Date Description Reference Debit Credit Balance
= [
St .
2| 13/06/2012 Job MNo_: 65 Invoice 1,347 95 0.00 144695

Another good feature is that you can easily access the Customer Invoice,
Customer Payment and Customer Credit modules without exiting the
Statement module by clicking on the respective buttons on top of the screen.

Statement ending date

wmi e | Statement

e
C:ustomer Invoice | | Customer Payment Customer Credit ) 1\
e —

Use the Prev., Next or Find buttons to browse through the statements.

[
To see more details click on selected grid line 90 days + 60 days 30 days Current Total Due
(O Printto Printer () Blank paper (&) Current client only
(%) Printto Screen (7) Letterhead (7) All account customers 34635' | 100.00| | 222.70| | 0'00‘ | 669.65
() E-mail
Print -"""') ( Prev. Find Next ) Exit

You may print a message on the Statement (for example: “Nett 30 Days”). This
message will be printed underneath the word Statement. The message can be
set in System/System Setup/Debtors 4.

Quotation / Estimate / Standard Job

To make quotations, click on the Quote & Estimate icon on the main menu
screen. A window similar to the Customer Invoice window appears. Entering
data is based on the same principles as entering data in the Customer Invoice
section. If required, you can copy a Quotation to an invoice by clicking Import
on the invoice.

In addition, you can use the Quotation module to create Standard Jobs
consisting of parts and/or labour in a similar way as you create quotations.
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Click New on the Quotation & Estimate screen. Instead of choosing a
customer, click Standard Job.

Quotation ‘Stock” Purchase Order | Supplier Invoice Customers | Suppliers Booking Diary Make a F
Customer Information Quote 8 Vehicle |
RADIATORS [Imr — ~] ' vehicle v R
e} X
Naime ‘ oK
Cancel
5 5561 | Name B
homas .+ ADAMS, PETER .
| _|AFFORDABLE AUTOMOIVE SERVICE =
Qty __|CASH SALES ADAMS, PETER
- __|HARRISON, JOHN et ‘
1 MAYTON, SALLY =| | bomact: Feter

Enter the Job Name. Engine and Details fields can be used for detailed
job descriptions. It will come handy when you look up a job.
Line items for Standard Jobs can be entered the same way as for the

guotations.

| Customer Irwmce‘ Quotation |Stuck“ Purchase Order Supplier Invoice Customers| Suppliers| Booking Diary Make a Payment

Customer Information

Quote " 1

Vehicle Information

Name  [SERVICE 10,000 KM. (8 MONTHS) |

Engine | ‘
Details | ‘ Additional Quotation Information
O
Standard Job Quote date | 22/10/2003 |~
Print Date 10/02/2011
Price |RETAIL - Technician l:‘ | *$Incl. Gst
Add Stock JOB INFORMATION
MNew Line [F9]
Code Qty Unit Price * Description  *** New line [F9] *** On Hand Unit Total Price * I
¥ SERVA 1.00 132.00| (A) SERVICE. 10,000 KM. 6 MTHS. EACH JEPXY] | [ [insertlins |
__ OIATF 4.50 6.05 QIL - DEXRON Il -4.00 27.23 Up | Down
__ RFF-FF211 1.00 29.70 FILTER - FUEL 9.00 29.70 Jmport
__ RAF17 1.00 18.54 FILTER - AIR 19.00 18.54 -
__ROFT 1.00 15.24 FILTER - OIL 8.00 1524 | LLnememo |
Delete Line
| =]
Profit on job
| Price Update
4 [} 3 03/08/2012 ~
DbIClick to enl K K
Note (DbiClick to enlarge) $| hézg:y(gﬂ?g t;;;j;ﬁé) ¥ Subtotal * 222.70| Rounding 0.00
= DRAIN AND RENEW OIL AND FILTER. = Freight * 0.00| Total incl. Gst 222.70
| * CHECK UNDER BONNET, FLUIDS, BELTS, HOSES Discount *| 0.00{ (Gst amount) 2024
=V Total incl * 222.70
Mew Prev ° Next ® Find Print Delete Stock Exit | o]

Note that Quotes and Standard Jobs can be imported into other Quotes
or Standard Jobs without any restriction. Click Import Standard Job(s),
choose Quote or Standard job and click OK.
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e In order to have the most current prices for a Standard Job or Quotation
click Price Update. The date field shows the last date when the price
was updated for that job. Note that at the time when a Standard Job is
imported to an Invoice the standard job’s cost and price are updated
automatically. However, when a quotation or estimate is imported the
price is not updated.

Suppliers (Creditors)

Supplier Card Files

To enter suppliers in Auto Care Software Premier, click on the Suppliers Card
File icon on the main menu screen.

__ Supplier Card Fie = X
Windows Calculater  Windows Calendar  Aute Care Modules
| Customer Invoice Quotation Stock Purchase Order | Supplier Invoice | Customers| Suppliers |Booking Diary Make a Payment
SUPPLIER INFORMATION
CONTACT INFORMATION COMMENT

Name |AUTO BRAKE SERVICE| | [Edit

Contact | |

Phone [pa471866 |

Mabile [ |

Fax [82410086 |

e-mail / Purchase | |

e-mail / Remittancel |

POSTAL ADDRESS
Address |207 GRAND JUNCTION ROAD |
Suburb ROSEWATER 5013 | |-
ACCOUNT INFORMATION
ABN [11444 555 666 |
["] Expense only @ Active O Inactive
Terms l:l
Tax Bank Details
New Prev MNext Eind Print Delete Exit

e To enter a new supplier, click New.

nter the required data into each field.

f a supplier’'s cost for parts excludes GST, select +GST from the Tax
drop-down box. If a supplier’s cost already includes GST, select INCL.
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Note that the GST amount can be seen in the General Ledger’s 2-1520
GST Paid (to Vendors/Suppliers) account. (Access the General Ledger
is by clicking General Ledger on the main menu screen.)

ou can make a supplier inactive by clicking on the Inactive check box.
For inactive suppliers, invoices and purchase orders cannot be raised.
You can print a list of inactive supplier from Suppliers Card file module.

Invoices for Suppliers

Entering Supplier Invoices

Click on the Supplier Invoice icon on the main menu screen.

Click New.

The Find pop-up window appears containing a list of suppliers already
entered in the system. Type in the required supplier name or select it
from the list and click OK. The supplier details appear in the invoice
screen fields. If a supplier has not yet been entered into the database,
click New in the pop-up window. The system will automatically open the
Supplier Card File entry screen and you can enter all relevant
information into the database. Click Exit to return to the invoice screen
where the details of the new supplier are now displayed.

EE
Windows Calculator  Windows Calendar  Auto Care Modules
[ customer Invoice | Quotation [ Stock | Purchase Order H Supplier Invmce“ Customers | Suppliers || Booking Diary | Make a Payment |
( Supplier Information \ Supplier Invoice Information
e oo rooces [T o [
Address |31 TORRENS RO4  Company Name o) e
Address2 ; .
Suburb | KILKENNY [ Company Name ' [ cancel | Look algrder:\ | Import Purchase Order \
Phone 0419190810 |+ |ASHDOWN INGRAM
Contact | |AuTO BRAKE SERVICE =
| CARLEC PTY LTD —
. L CENTURY BATTERIES YUASA 3 ASHDOWN INGRAM ) .
[ Suppl Code | CHECKPOINT e Total Cost | | (NewLine Fs)
— - rivate Bag . g
*|Z10 & || CMITOYOTA Eagle Farm Qld 4009 [ insertLine |
| |COURIERS PLEASE —' | Work: 07 5493 9022 000 - = \
| |DANA AUSTRALIA | up |[Down|
|| DATA DEVELOPMENT \ Delete Line ]
| |DERMODY PETROLEUM PTY LTD
| |DRIVELINE SERVICES \‘Cusmmerlnv]
| |MAIN NORTH NISSAN ) §
| |MOBILE BRAKE SPECIALISTS [ Awar |
MOTOR TRADERS
[
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¥ Supplier Invoice

Windows Calculator ~ Windows Calendar  Auto Care Modules

\' Customer Invoice || Quotation || Stuck‘"' Purchase Order H Supplier Invoice || Customers || Suppliers H Booking Diary H Make a Payment |

Supplier Information ‘| Supplier Invoice Information
Name "~ |REPCO AUTO PARTS Supplier Invoice ID 46 Tax +GST
Address 304 COMMERCIAL ROAD Supplier Invoice No. || Note
Address? Invoice Date * 2710812012
Suburb | PORT ADELAIDE SA 5015 Purchase Order No. | Look atgrder] | Import Purchase Order \
Phone 84475922 Fax [] Expense Only
Contact ABN 1222 333 444
‘4 | Suppl Code Code |Joh No,| Qty | Unit Cost | Markup% | Sale Price™ Description Total Cost ‘\ﬂ [New Line F9 |
| InsertLine |
| up :H:Duwn|
| Delete Line |
| Customer lnv.:l
[ Auar |
Al il
Comment (inhouse use)
Freight 0.00 Rounding 0.00
Subtotal 0.00| Total incl. Gst 0.00
[ Payment/Balance | Gst 000 Payment made 0.00
[ mew |[ pPrev®|[ New ®|[ Find |[ Pint |[ Delete |[#4 Stock | [ Ext |

e Enter the supplier invoice number.

e To ensure that the supplier invoice has not yet been entered into Auto
Care Software Premier, the system can check the invoice number
uniqueness. You can turn this feature on the System\ System
Setup\System 3 page.

¥ system Setup

|‘ Debtors 1 ” Debtors 2 || Debtors 3 || Debtors 4 || Stock ” Creditors I Bg

Supplier Invoice Settings
Remember Supplier Invoice arid column settings OFF

iCheck Supplier Invoice Number Unigueness ON;

When this feature is turned on, you will receive a message if the
supplier invoice number for the same supplier has already been used.
Enter the invoice date.

The Price Structure drop-down combo box indicates whether the
supplier’s cost includes or excludes GST. If it includes GST, choose
INCL. If the price structure excludes GST, choose +GST. Example A:
You purchase 2 ball joints for $25.00 each. If GST is not included in the

77



price, choose “+GST”. Now the Subtotal field displays $50.00 and the
GST field indicates that $5.00 GST has been paid. The Total (including
GST) displays $55.00. Example B: You purchase 2 ball joints for $27.50
each. This price includes GST, so choose “INCL”. The Subtotal is
$55.00 (including the GST) and the GST paid ($5.00) is displayed in the
GST field. The Total field displays $55.00.

e If a purchase order for the stock items has not yet been raised, press
[F9] to enter line items. For your convenience, when you start entering
a code in the Supplier Code column of an invoice line, the system will
suggest input variants from those supplier codes that are already in the
Stock module. For example you have a stock code BAC-G43 in your
Stock database. You order the same stock item from your supplier and
want to enter the supplier invoice. In the Supplier Invoice module you
create a new line and enter the letter “B” in the Supplier Code field.
Under the Supplier Code field a window appears with a list of
suggested codes including BAC-G43. Click on BAC-G43 and it will
appear in the supplier field.

Suppl. Code

'

Column

BAC-G43
BJR -—

BL150

) o
<] [

When you press the Tab key, the stock code and description fields are
filled out automatically. If you have purchased this stock item from the
given supplier before, the last cost will appear too.

Suppl. Code | Code |J0b MNo. | Qty | Unit Cost | Markup%| Sale Price* Description

=

BAC-G43 (¥

If a particular supplier code is not on the list you can enter it manually.

( Suppl. Code Job No.
BAC-G45| [vf

Column |

BAC-G45

=
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Enter the supplier code and click Tab. Enter the stock code and click
Tab again. The Add Stock window appears. Enter as many details
here as you wish like description, unit, location, etc. Note that if you
want to enter a new supplier code that is shorter than another existing
supplier code which has the same characters than follow the next steps:

For example you want to enter a supplier code 11A, but you already
have 11A0900 in the system. When you start entering your new code
the longer existing code 11A0900 appears in the field.

. Suppl. Code
i‘ (yF' 0900
Column

11A0900
114X

Code

Simply press the space key on your keyboard and the unwanted part of

the code will be deleted.

. Suppl. Code
1A

Column

Code

1A

Press Tab and repeat the same in the Code field
window appears. Enter all relevant details here.

. The Add Stock

Part Number ‘11A

| Save | Exit

Code’ \11A

| Cancel / Exit

STOCK

8] |7/

Description: \

[ 1]

Unit:

tocaton [ |

Secondary \

description:

Category: ‘

- |

(® Automatic Markup

) Manual Markup

Excluding GST  Including GST
o.00| | 0.00|
0.00] | 0.00|
0.00] | 0.00]
0.00] | 0.00]

Average Cost |

Retall price...

|
Trade price... |
Wholesale. . |
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e Enter quantity and cost/unit. Total cost is calculated by the system.

e For buy-in items enter quantity, cost and description only.

e If a purchase order has been raised for the supplier, there is no need to
enter the stock items on the supplier invoice manually. Instead, enter
the purchase order number into the Stock Order No. field and then
click Import Stock Order Number.

Supplier Invoice Information

Supplier Invoice IIS 51 Tax

Supplier Invoice No. | \ Note | \

Invoice Date 02/10/2012 ~
Purchase Order No. [ 2 420)| Look at Order (| Import Purchase Order )
] Expense Only /

Stock items ordered on the corresponding Purchase Order are copied
to the Supplier invoice. You can adjust the quantity and cost if needed.
Please note that on the Purchase order there is a Received column in
the grid area. At the time of copying the ordered stock items to the
Supplier invoice, the quantity received appears in the corresponding
Received column of the Purchase Order.

¢ If you want a hard copy of the invoice, click on the Print command
button. Print Creditor Invoice is highlighted in the pop up window.
Click OK and the invoice will be printed.

e Tofind an invoice, click on the Find button. You can find an invoice by
invoice number, name, invoice date and computer reference number.

e To exit from the module, click on Exit.

e You can have an additional Tax column on the supplier invoices id
needed. You need this column if you have both GST inclusive and GST
free items on a supplier invoice. Turn this option on in System\System
Setup\System 1.

Job Costing

If Job Costing is switched ON in System/System Setup/Debtorsl, each
purchase can be allocated to a particular job number.
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Debtors 1 |Debtors 2 Debtors 3 | Debtq

[] Work in Progress OFF,
Job Costing ON

Contact Information ON

In our example displayed below, a fuel filter (seen in the description field) is
allocated to job number 115. When you enter a job humber, the vehicle type,
registration number and customer name appear just above the grid. This helps
to identify the job in question.

| Customer Invoice| Quotation Stock Purchase Order|—

Supplier Information

Name  |REPCOAUTO PARTS

Address [304 COMMERCIAL ROAD

Address2 |

Suburb  [PORT ADELAIDE g |[sa |

Phone  [B4475922 i | Fax |

Contact | W ABN (222 333 444
(MISSAN PATROL 35TR222  SALLY MAYTON )

Suppl. Code Code Job No.

BEE B2

The allocated lines are automatically entered to the job card (debtors’ invoice).

Customer Invoice |Quutat|un" Stock| Purchase Order | Supplier Invoice | Customers | Suppliers| Booking Diary|

Customer Information Job No. 115 Vehicle Information

| [-] Vehicle |NSSANPATROL | |¥| Registration |3STR222
Kilometre I:I Next service |28/03/2013 |~

|
|
|
Suburb \ASHTON ||SA | Inv. Number 115 Invoicedate. 28/09/2012 |~

Name  |MAYTON, SALLY
Address 7B MAIN STREET

Address2 ‘ ‘Repeat '| Additional Invoice Information
Ph. Work (5285 3236 | Fax | |accountstatus Ord/RefNo || PrntDate | -]
Contact \SaHy&Tom ‘ Prlce|RETAIL 'H ACCOUNT | Technician _, *$ Incl. Gst
Add Stock \ JOB INFORMATION [ Work completed
Code Qty Unit Price * Description  *** New line [F9] = On Hand Unit Total Price * | (icwiinglRd))

66.00/ LABOUR - VEHICLE SERVICE "A" (2WD)
89.35 FILTER - FUEL

1.00l InsertLine

Up | Down
L= B

Import

To see a list of work in progress invoices where parts were allocated through a
creditor invoice, double click on the Job No cell in the grid section. A new
window appears with the current job cards (Work in progress). If you want to
see any of the supplier invoices listed on the screen, select the line and click
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OK. Please note that if a part is allocated to a specific job, that part will not go
to Stock.

Customer Invoice Quotation Stock| Purchase Order| Supplier Invaoice ‘Cus‘tumers Suppliers| Booking Diary

R P | Quinnliar Inunics Infrrmatinn

Nar
Add| OK
Addi Cancel

Job Mo. | Work Started Customer Vehicle Registration
61 24/09/2011 WHITEHEAD, SUE TOYOTA COROLLA 2WWWW321
Con 107 25/09/2012 SMITH, GREG TOYOTA CAMRY 25TW321

Toy |4 M8

Import an Allocated Purchase Order to a Supplier Invoice

When you create a purchase order for a particular job (see detailed description
under Purchase Order for a Job in the Purchase Order chapter), the stock
allocated on the purchase order screen will appear on the corresponding
customer invoice automatically. Note that this information appears in blue,
indicating that the stock is under order at this stage.

When a purchase order with an allocated job number is copied to a supplier
invoice, the purchase order line on the corresponding customer invoice will be
updated. The line item in question changes from blue to black indicating that
the stock has arrived. Note that the supplier's name in the Supplier column
remains blue, showing that there has been a purchase order raised for this
item.

Customer Invoice |Quotation Stock| Purchase Order| Supplier Invoice Customers  Suppliers| Booking Diary

Customer Inft i Job No. ° 17 Vehicle Inft
Name |[THOMAS, PETER | " Vehicle = Registratinn.
Address |10/ TORRENS STREET Kiometre [ | Nextsevice [ |-
Address? [Repeat -] Additional Invaice Information
Suburb  [POORAKA [sA | [s0s5 | Inv. Number | 117 Invoice date  |25/10/2012 | =
Ph. Work 08 8312 3456 | Fax | Accountstatus | OrdRefNo | | PrntDate | -]
Contact | Fr\celRETA\L M ‘ACCOUNT‘ Technician ‘SV '|;‘ *$Incl. Gst
Add Stock JOB INFORMATION [ Work completed

New Line [Fa]

Unit Total Price * | Technician Job Date Unit Cost | Total Cost Profit Supplier

Insert Line
| EACH 47.28 SV 25/10/2012 0.00 0.00 42 98

REPCO AUTO PARTS (ORDER)

Up | |Down

Import

You can view and/or print a detailed report of parts received to jobs. To do this
click on Print at the bottom of the supplier invoice screen, select Parts
received for jobs report and click OK.
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Customer Invoice Quotation| Stock Purchase Order‘ Supplier Invoice |Cu5‘tumer5“8uppl|er5”Buukmg Diary,

Supplier Information

Supplier Invoice Inform:

Name  |REPCOAUTO PARTS

Address ‘304 COMMERCIAL ROAD

Supplier Invoice IDu
Supplier Invoice No. [REP987789 Note |:

Address2 \ | Invoice Date -
Suburb  [PORT ADELAIDE |[sa|[s01 Purchase Order No. Lookatg
Phone (84475922 | Fax | | [ Expense Only
Contact | | ABN [222 333 444 |
TOYOTAGAMRY 2XYZ123 | | print.. - x|
Suppl. Code cf
A1384 Al3s4 Print Supplier Invoice @ Print to printer
A1384 Print Supplier Invoice on letterhead O Print to screen | Cancel
(|Parts received for jobs O E-mail Invoice

Enter start and ending date and click OK.

Sunshine Auto Repairs
Thursday, 25 October 2012, 3:32:10 PM

i Job No. Customer

Page:

Parts received from suppliers to jobs
From 25/10/2012 to 25/M10/2012

Vehicle - Registration

100 A1384 FILTER-AIR
117 PETER THOMAS

100 A1384 FILTER-AIR
118 STAN BROWN

100 BJ BALL JOINT

116 AFFORDABLE AUTOMOIVE SERVICE

TOYOTA CAMRY 2XYZ123
REPCO AUTO PARTS

TOYOTA COROLLA 2WY 5345
REPCO AUTO PARTS

FORD FALCON 2WWW123
REFCO AUTO PARTS

Suppliers’ Credit Note

When parts are returned to a supplier, a credit note has to be raised.

e Click CREDITORS/Supplier Credit Note on the main menu screen.
e Click New and select the supplier.

o Enter the credit note number and the credited supplier invoice number
in to the relevant fields to specify the invoice to be created. The credited

computer number will appear automatically.

e Click on the Select Supplier invoice to credit [F9] button or Press [F9] to
open the Credited Supplier Invoice window where the creditor invoice

line items can be seen.
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Supplier Credit Adjustment Note Information

Credit Note ID _ Tax
Credit Note Number

Credited Invoice ID ,57—| Select Supplier invoice to credit [FO] |
Credited Invoice

Credit Note Date

e Select the item to be credited and enter the quantity into the Qty to
Credit field then click on the Process and Exit button.

dsuppher Credit Note... - X
I Find...
Name
[REPCO AUTO PARTS | - j—‘
Addre )
Addre  Invoice Number |REP987789 =
Subu | Supplier Invoice MNo. " Invoice Date | Invoice 1D | Note | Invoice Total ‘]
Phon L+ |REP387789 25/10/2012 57| 23.65
Cont:
| Line
rtLine
Down
N -] e Line
\ SUPPLIER INVOICE LINE ITEM INFORMATION ———
Qty . Credited | Unit Cost Description | Total Cost ‘]
21.50|FILTER - AIR
[N
Delete
| Mew || Prev || Next " Find || Prnt | Delete || Stock | Cance Save | Exit
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| Supplier Credit Note...

Supplier Information

Name *[rEPCO AUTO PARTS

Address |304 COMMERCIAL ROAD

Address2 |

Suburb  [PORT ADELAIDE

|
[sa st |
|

Supplier Credit Adjustment Note Information

CreditNoteD 4 Tax
Credit Note Number |4
Credited Invoice ID |57 Select Supplier invoice to credit [F9]

Credited Invoice REP987789

4

Phone  [81475922 | Fax | Credit Note Date  ~ |25/10/2012 |~
Contact | | ABN [222 333 444 | [ Expense Only
Suppl. Code Code Qty Unit Cost Description Unit Total Cost ‘ New Line
LA1384 A1384 1.00 2150|FILTER - AIR EACH 2150 insatiline

Up | Down
=R =

Delete Line

Delete Credited Invoice ID

Reason of retuming item

New Prev 2

Please replace it, part is faulty. |

A

»
| Freight 0.00| Rounding
Subtotal 21.50| Total incl. Gst

| Gst 215

Mext ° Find Prfnt

Delete

Stock Exit

You can enter the reason of returning parts here.

Please note that the total amount of credit appears as a payment on the

creditors invoice. If you already paid for the returned part, make a negative
payment for the same amount (as the supplier will pay you back). If no payment
has been made yet, you only need to pay the difference.

Payment to

Suppliers

Making payment to your suppliers is identical to how you enter customer

payments. If payment has been made by cheque, enter the cheque number for
reconciliation purposes. From the drop down combo box select the account you
make the payment against. The default is your Cheque Account.
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Su| P ts... X

|AUTO BRAKE SERVICE | Process Payment and Exit Cancel

Date 20102012 ]~ Comment | |
Cheque I:l Account |1—111U Cheque Account |'| Amount Paid 115.50

L Suppl. Inv. No. | Invoice ID | Invoice date | MNote | Total Invoice | Already Paid | Pay | Current Payment |‘]
ABS8956 39 16/07/2012 16.50 0.00 16.50

Wrosess | ailooom | | s ool &

__|ABS9635 51 02110/2012 41.80 000 [

k|

Payable 157.30 Total Payment

The “Creditor payment” screen shows the account names against payments
have been made.
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Supplier P;
Name [AUTO BRAKE SERVICE | Supplierinformation | Contact [ | Phone [84471866
| Payment Date Invoice Number | Supplier Invoice D Amount Cheque / Reference Account - payment made from Clear Date
1oz ABST421 29 11.00 1-1110 Cheque Account
1102011 ABST541 30 14667 1-1110 Cheque Account
11102011 ABSTI36 3 220.00 1-1110 Cheque Account
1102011 ABS8663 32 73.33 1-1110 Cheque Account
_ 1i0s2012 ABSET45 38 199.76 1-1110 Cheque Account
l_‘291“1 072012 ABSB956 16.50 1-1110 Cheque Account 3110/2012
1 |29m0r2012 |~ [TEEECED) _ 99000  [1-1110 Cheque Account 31102012 |
|
4| [ | »
Edit View mode Payments made / financial years and total
This financial year Last financial year Year before last financial year Since we purchase from supplier
315.26] 451.00 766.26
| () Balance @Pay en H ‘ Payment | Prev || Mext | Find | Delete | Pont || Exit |

If there is a light grey background of a payment it indicates that the payment
has been reconciled and cannot be modified.

You can delete a payment by clicking on the Delete button at the bottom of the
screen. To prevent to delete a payment by accident, you need to click on the
Accept button before deletion can be performed. The system will keep a record
of the deletion.

"C)
Name |AL|T0 BRAKE SERVICE | Supplier Information | Contact =]
e e B e e e N I R ey Ry e
l_‘11f1012011 ABST421 29 11.00 1-1110 Cheque Ac
L 10z01 ABSTE4 30 146.67 1-1110 Cheque Ac
l_‘11f1012011 ABST7936 31 220.00 1-1110 Cheque Ac
11/10/2011 ABSB663 X t x At

[ 11/08/2012 ABSB745

L 2910/2012 ABS8356 Are you sure of delsting this record? £ Acy
29102012 ABS8999 Amount to delete: $199.76 £ Acy

Supplier Invoice Number: ABS8745
Operator Name: PETER
Date and time: 2012-10-29 14:50:18
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Paying a Supplier Through Third Party

In some cases you may pay one or more of your suppliers through a third party
like Capricorn Society. In order to use this option in Auto Care Software
Premier you need follow the procedure described below.

¢ On the main screen click System/System Setup and then click the
Creditors tab. Tick the box in front of “Pay Supplier through third party”,
so this option is ON.

. System Setup

| Debtors 1| Debtors 2| Debtors 3| Debtors 4| Stack| Creditors [Booking] Led

Supplier Invoice Settings

[] Remember Supplier Invoice grid column settings OFF

[] Check Supplier Invoice Number Uniqueness OFF

Purchase Order Settings
Purchase can be made for a JOB ON

\

¥ Supplier Cardfile Settings

< [7Pay Supplier through third party ON

e Exit to the main menu screen and click on the Suppliers Card File
icon. Click on the Allocate button on the right hand side of the screen.
The Allocated Payee window appears.

| Customer Invoice Quotation Stock Purchase Order| Supplier Invoice| Customers| Suppliers |Booking Diary Make a Payment
SUPPLIER INFORMATION
CONTACT INFORMATION COMMENT
Name  |AUTO BRAKE SERVICE | |Eait
Contact | |
Phone 84471886 |
Mobile [ |
Fax 82410086 |
e-mail / Purchase | |
e-mail / Rem\ttance| |
POSTAL ADDRESS PAYMENT ALLOCATED TO....
Address |207 GRAND JUNCTION ROAD |
| | P4
Subur = ([ oty
ACCOUNT INFORMATION
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CAPRICORN SOCIETY LIMITED - New Exit

BAMKING DETAILS Allocate to Supplier |
BSE 012-323| please enter leading zeros M

Account Number 12345678¢

Title of account to be paid ‘Capricnm Society Limited

Indicator I:I Leave it empty or select code based
on your Business Intemnet Banking
contract.

Transaction Code Leave it to 50 or select transaction

code based on your Business
Internet Banking contract.

e Click on the scroll down arrow to select the third party company (payee)
and click the Allocate to Supplier button. The “Allocation has been
successful” system message appears on your screen.

Auto Care Software Premier X

| Allocation has been successful.

e Click OK and then Exit to return to the Supplier card file window. The
selected payee now appears in the “PAYMENT ALLOCATED TO...”
field.

| Customer Invoice Quotation| Stock Purchase Order | Supplier Invoice Customers| Suppliers |Booking Diary| Make a Payment,

SUPPLIER INFORMATION

CONTACT INFORMATION COMMENT
Name [AUTO BRAKE SERVICE | [Ean|
Contact | ‘
Phone 84471388 ‘
Mobile [ |
Fax 82410088 |
e-mail / Purchase | |
e-mail / Remmancel ‘

POSTAL ADDRESS PAYMENT ALLOCATED TO.
Address [207 GRAND JUNCTION ROAD | |(cAPRICORN SOCIETY LIMITED -—
Suburb ROSEWATER 5013 | .. Default Payee Select and allocate payee

¢ You can make this payee as your default payee by ticking the box under
the field.
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e Toremove an allocated payee, click on the Select and allocate payee
button and then click Remove allocation.

Thirdparty Payment

CAPRICORN SOCIETY LIMITED - Hew =
BANKING DETAILS Allocate to Supplier
2 Ri llocati
BSB 012-323| please enter leading zeros )’@

Account Number 12345678¢

Title of account to be paid |Capricnm Society Limited ‘

Indicator I:‘ Leave it empty or select code based
on your Business Internet Banking

contract.

Transaction Code Leave it to 50 or select transaction
code based on your Business
Internet Banking contract.

Entering New Third Party Payees in Auto Care Software Premier

If a company has not yet been entered, click New. In the Add new
Allocated Payee window click New again and enter payee in the highlighted

field.

CAPRICORN SOCIETY LIMITED " New Exit
Add new Allocated Payee | x| to Supplier
y4 .
allocation
B85B _/ Allocated Payee T

Account N i Delete

Title of ace] || CAPRICORN SOCIETY LIMITED

Indicator

Transactio

o Click Exit to return to the Allocated Payee window and enter the
banking details of the new payee.

Paying Suppliers Through Third Party

On the bottom left hand side of the Supplier Payments window you can
specify whether you want to pay your supplier directly or through a nominated
third party. If you nominated the third party payee as your default payee in the
Supplier card file module, then payments will be made automatically to the third
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party. However, you can change this on the Supplier Payments screen at the
time of making the payment.

__ Supplier Payments... x
|REPCDAUTD PARTS ‘ Process Payment and Exit Cancel
Date Comment | |
Cheque |:| Account |1-111ﬂ Cheque Account v| Amount Paid
Suppl. Inv. No. Invoice ID | Invoice date Note Total Invoice Already Paid Pay | Current Payment ]
Lt REP1T 52(03/10/2012 212.30 000 W
L_|R53 53 241M0/2012 11.00 0.00 [
L Re4 54 24/10/2012 39.60 000 [J
L R55 55 24/10/2012 33.00 000 [J
L REP12345 60 29/10/2012 58.04 g.o0 [
/ 1
) Pay REPCO AUTQ PARTS ‘
©Pay CAPRICORN SOCIETY LiTED)y ~ Pavable Total Payment

You have to enter particulars in the Cheque No/Particulars field (e.g.
“CAP291012” meaning payments made to Capricorn on 23/10/2012). If you pay
several invoices for a particular third party on a given day enter the same
particulars for each payment. This will help you to find a payment when you
make you bank reconciliation as payments made for a third party will be
displayed as one daily figure on your bank statement.

[} X

Cancel

‘REPCOAUTO PARTS P | Process Payment and Exit

K Comment |

Date
cheque ([car2stot ) Account [1-1110 Cheque Account |-] Amount Paid
Suppl. Inv. No. Invoice ID | Invoice date Note Total Invoice Already Paid Pay | Current Payment ]
REP17 52 03/10/2012 212.30 0.00 212.30
Bree | sowoaz] | ma 0w o | 3960
R85 55 24/10/2012 33.00 0.00 [
__|REP12345 60 29/10/2012 58.04 0.00 [J

Select the invoice(s) you want to pay and click Process Payment & EXxit.
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If you have several payments for a supplier and you want to pay some directly
to the supplier and the rest through a third party, you have to process your
payments in two steps, making the payment for each payee separately.

Payment Register to Allocated Payees

e On the main menu screen select CREDITORS/Supplier Payment
Register on the top command bar.

DEBTORS  INVENTORY | CREDITORS | MARKETING  UTILITY
Supplier Invoice

Supplier Credit Note

Supplier Payment

Supplier Remittance Advice
Accounts Payable Report
Suppliers Invoice Register

| CSupp\ier Payment Rggister) |

Purchase Order

e Click on the Payment to Allocated Payee button.
e Select the third party payee from the drop-down window, select the time
period and click OK.

({capricorn sociETY LIMTED 2l ) Gaymems from [01102012]~] to [31/10/2012 'D Evaluste
\ / (® Print to Screen Print / Export
O Export to CSV
Exit
O Supplier Payments
(© Payments to Allocated payee ?
Date n Supplier Name .4 Cheque/Ref LJ Invoice number Invoice Note Payment comment | Amount paid
2]
| 2910/2012 REPCO AUTO PARTS CAP291012 REP1T 212.30
| 2910/2012 REPCO AUTO PARTS CAP291012 R54 39.60
To see more details click on selected grid line Total 262.90
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Sunshine Auto Repairs
Monday, 29 October 2012 4:53 P

CAPRICORN SOCIETY LIMITED

Page:

Supplier Payment Register
From 01/10/2012 to 31/10/2012

1M

| Pay Date Supplier Name Cheque [ Ref Invoice No. Invoice Note Payment comment AmounD
2911002012 REPCO AUTO PARTS R53 11.00
2911042012 REPCO AUTO PARTS CAP291012 REP17 212.30
201002012 REPCO AUTO PARTS CAP291012 R54 39.60

Total 262.90

Note that you can create payment reports sorted by date order or cheque/

reference order as well.

Purchase Order

For ordering stock items, click on the Purchase Order icon in the main
menu.

Click New. A pop-up window appears with a list of creditor names.
Start typing in the creditor’'s name. When the required supplier name is
highlighted in blue, click OK or press Enter.

Customer Invoice Quotation| Stock| Purchase Order |Supplier Invoice Customers | Suppliers| Booking Diary
Supplier Information ‘ Purchase Order Information
il -
Name " |CENTURY BATTE] | finde: = Tax +GST |+
Address |P 0 BOX 427 Company Name “ Operator | Andras
=2 [AUTO BRAKE SERVICE ] / —_— Print Date -
C: |
Suburb | GOODNA Company Name r ancel
Phone ASHDOWN INGRAM
Contact + {AUTO BRAKE SERVICE H Yo or JOB ON
| |_CARLECPTYLTD =
CENTURY BATTERIES YUASA r
Code | CHECKPOINT AITCIBRAKESERVIEE Total Cost New Line F9
— 207 Grand Junct
2 |BACGA | cMiToYoTA Ty R Insert Line
| |BAC-G43 G43 | | COURIERS PLEASE Rosewater Sa 5013 CLALINY [rese—
__|BACGas G46 DANA AUSTRALIA Work: 84471866 172,92 || LR |[Down)

If you want to enter a new supplier, click New in the pop-up window.
The Suppliers screen appears. Enter relevant supplier information. And
click Exit to get back to the Purchase Order Screen. Click New and
select supplier.

Each order has a unique Order number generated by the system that
cannot be modified.

The current date is entered automatically in the Order Date field.
However, this can by over typed if necessary.
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Enter the expected arrival date of stock in the Due Date field.

Enter reference number in Supplier Reference field, if relevant.

To enter a line item, press the [F9] function key or click on the grid with
the right mouse button.

Enter stock code. If a supplier has been listed under that particular
stock item, the supplier code comes up automatically. If a supplier has
not yet been listed, the Add New Stock Code window appears with the
following message: “Would you like to add supplier to stock item as
preferred supplier?” Click YES. The suppler is entered to the stock in
the Stock module. Please note that supplier code will be the same as
stock code and will be entered for the stock item in the supplier module
and also in the line item on the purchase order screen. Please note that
it is not compulsory to enter code on the purchase order.

Customer Invoice  Quotation Stock‘ Purchase Order|SuppIier Invoice| Customers | Suppliers |Booking Diary, Make a Payment

Supplier Information Purchase Order Information
Name  |[REPCOAUTO PARTS | Order Number Tax
Address [304 COMMERCIAL ROAD | Order Date . Operator
Address2 Due Date 04/10/2012 | ~ Print Date I:‘
Suburb  |PORT ADELAIDE | 5015 Order Reference
Phone |BA475922 ‘ Fax | | Supplier Reference |:|
Contact | \ ABN |222 333 444 | [[] Request for Quote Purchase for JOB ON
Markup% and/or Sale price can be entered only if job number is allocated.
Code Suppl. § Auto Care Software Premier Total Cost Mew Line F9
| |FUSE C-16 MGEAC16 _7 IC RED 10.20 T e
-] FH-10 FH-10 Io_l Would you like to add REPCO AUTO PARTS supplier to G-H stock item as preferred supplier? 3725
| |FUSEC-s FUSECE | — CWHI o0 | Y8 ||Down
|__|FUSE G-10 FUSE G-10 [ N 5.50 Delete Line
_FUSE G-15 FUSE G-15 3.57
LLGH Customer Inv.
Active orders
Auto Order
4 1] »
Special instructions  (DbIClick to enlarge) | Abc | Line item Memo (DblClick to enlarge) | Abc
Subtotal 62.52
Gst 6.25
Total incl. Gst 68.77
New Prev Next FEind Print Delete Stack Exit
¢ Enter quantity in the Quantity column.
o Cost of stock comes up automatically. It is the last cost from that
particular supplier.
e To delete a line item, click on the Delete button next to the grid area on

the right side of the screen (change quantity to be zero first).
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If you enter a supplier invoice following an order, the amount received
automatically appears in the Received column (last column in the line). If all
items have been received on the particular purchase order, the All Received
message appears on the purchase order screen.

Purchase Order Information

Order Number " 43 Tax +GST |~
Order Date “|02r10/2012 | ~ Operator |Andras

Due Date 021072012~ PrintDate [ |-
Order Reference ( All received )

Supplier Reference l:l

[[JRequest for Quote [-] Purchase for JOB ON \

If you order a job from your supplier, the details for that order can be entered
into the line item Memo field. This is a communication between you and your
subcontractor and this memo will not be copied to the supplier and customer
invoice.

Automatic Order

For your convenience, you can create purchase orders automatically.
Automatic purchase order is based on the minimum/maximum stock level and
the on-hand level of a stock item. If on-hand level is less than the minimum
level for a stock item, a purchase order is created where quantity is equal the
difference between the on-hand and maximum level of the stock item. Note that
for this option to work you must fill the minimum and maximum stock fields for
each stock items in the stock module.

e For automatic stock order, click Auto Order on the Purchase Order
screen.

Customer Invoice | Quotation Stnck| Purchase OI’dEr"Suppherlnvmce Customers| Suppliers| Booking Diary Make a Payment

Purchase Order Information

Supplier Information

0
IS
S

Name .|AUT0 BRAKE SERVICE Order Mumber

Address [207 GRAND JUNCTION ROAD | Order Date * (021072012~ Operator
Address2 | ] Due Date 02/10/2012 |~ PrintDate [ |
Suburb  [ROSEWATER |[sa | [s013 Order Reference

L Alreceived
Phone  [84471866 | Fax [32410086 Supplier Reference | |
Contact | | B [11 444 555 666 [J Request for Quote [v| Purchase for JOB ON
Markup% and/or Sale price can be entered only if job number is allocated.
Code Suppl. Code Job No. | Qty Unit Cost | Markup% | Sale Price* Description Total Cost New Line F9
L 1140900 Insert Line
Lue_ [pown
Delete Line
Customer Inv.
\ Active orders
q Auto Order
< " v
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Select supplier and click Evaluate. All stock items having an on hand
value less than the minimum level for the supplier will be collected by
the system automatically. In addition, the system calculates the quantity
between the stock on hand and the maximum stock. This quantity will
appear in the Should Order column. Please note that at this stage no
stock has been ordered yet. Enter the quantity you wish to order into the
Qty column. Alternatively, you can order all stock by clicking on the
Order All button. In this case, the quantity ordered will be the same as
it is recommended in the Should Order column.

Auto Order...

REPCO AUTO PARTS

i Evaluate !

Order All Clear

oK

Cancel

Code Supplier Code Qty Unit Cost Should Order Description Total Cost
. BB-MO46X
| 93-160 93-160 0.00 550 28.00 BOOT 0.00
] BA-MA3210 MA32 0.00 4.08 2.00 BATTERY - TERMINAL 0.00
=] BA-MA3210 RT324 0.00 4.08 2.00 BATTERY - TERMINAL 0.00
__BR 9940554 0.00 515 1.00 BREATHER- PCV FILTER 0.00
| CHEMI WELD 13A 0.00 6.80 1.00 CHEMI WELD 0.00
_cLcio C10 0.00 1.98 2.00 CLAMP - EXHAUST 0.00
] CL-Ch ca 0.00 183 1.00 CLAMP - EXHAUST 0.00
] CL-C6 ce6 0.00 214 1.00 CLAMP - EXHAUST 0.00
. cer c7 0.00 182 1.00 CLAMP - EXHAUST 0.00
. cLcs Cs 0.00 237 1.00 CLAMP - EXHAUST 0.00
__ CLEFIO04P REFI4 0.00 1.90 20.00 CLAMP - HOSE 0.00

Cl-FFRINNAP

RHNA

n.nn

1.4an

2000 1 AMP -

HNSE

nnn

3

Total excl. Gst

L

Purchase Order for a Job

You may want to make an order for a specific job. This option can be turned on
in System/Setup/Creditors module.

Click System/Setup/Creditors on the main menu.

Tick the Purchase can be made for a job box ON. Click Exit.
In the Purchase Order module create a new purchase order.
Enter the part and type in the job number in the appropriate column.
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Windows Calculator  Windows Calendar  Auto Care Modules

| Customer Invoice Quotation| Stock| Purchase Order |Supplier Invoice Customers Suppliers| Booking Diary Make a Payment

Supplier Infarmation Purchase Order Information
Name *[MOTOR TRADERS | Order Number Tax
Address (381 TORRENS ROAD Order Date " (291012012 | - Operator
Address2 Due Date 2811012012 ~ PrintDate [ -]
Suburb  [KILKENNY \ I@ Order Reference
Phane ‘0419190310 ‘ Fax | | Supplier Reference :l
Contact | | ABN [87 222333 444 " | [1Request for Quate [] Purchase for JOB ON

TOYOTACAMRY VOW 787 JOHN HARRISON
Suppl. Code

Unit Cost | Markup% | Sale Price™ Description Total Cost New Line F9

Qty

Insert Line

Up Down

e The part allocated on the purchase order screen will appear on the
corresponding customer invoice. The line will appear in blue colour,
indicating that the stock is on order at this stage. Note that you can look
up the invoice in question by clicking on the Customer Inv. button on
the right of the grid.

]
Windows Calculator  Windows Calendar ~ Auto Care Modules
Customer Invoice |Quotation Stock Purchase Order Supplier Invoice | Custormers | Suppliers| Booking Diary| Make a Payment
Customer Information Job No. 119 Vehicle
Name .|HARR|SON, JOHN | ‘ " Vehicle = Reglstratlnn.
Address |5 HIGH STREET | Kilometre l:l Next service
Address? | ||REPEET " Additional Invoice Information
Suburb  [ADELAIDE [[sa ] Inv. Nurmber | 119 Invoice date  |29/10/2012 | =
Ph_ Work 08 8382 1234 | Fax | | accountstatus  Ord/Ref No Print Date
Contact | | Pnce‘RETA\L '|| CASH ‘ Technician |SV 12| *$Incl. Gst |Yes -3
Add Stock * JOB INFORMATION [ Work completed
Unit Price N MNew Line [Fa]
InsertLine
|_up | [Down|

If you double-click on the Code field on the customer invoice the
Purchase order information screen appears with relevant information
including the supplier's name, date of order, due date, quantity ordered
and received.

e You can print a Stock ordered for jobs but not received report to see

your outstanding orders. To create this report, click Find on the
Purchase Order screen, select Items Not Received and click OK.
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Items Not Received ok
Print Cancel
Order ID | Order Date Code * Description Qty ordered | Qty Received | Job No. Supplier » o
3 k1) 16/05/2011 1.00] 0.00] AUTO BRAKE SERVI... |
L 35 16/05/2011 | print... x 0.00 AUTO BRAKE SERVI .
L 35 16/05/2011 0.00 AUTO BRAKE SERVI...
L 35 16/05/2011 ® Stock code order OK 0.00 AUTO BRAKE SERVI...
L 35 16/05/2011 O Supplier name order Cancel 0.00 AUTO BRAKE SERVI...
L 35 16/05/2011 0.00 AUTO BRAKE SERVI. .
L 35 16/05/2011 All Suppliers < 0.00 AUTO BRAKE SERVI. ..
L 35 16/05/2011 0.00 AUTO BRAKE SERVI...
L 35 16/05/2011 AUTO BRAKE SERVICE 1= 0.00 AUTO BRAKE SERVI. ..
L 35 16/05/2011 CENTURY BATTERIES YUASA 1.00 0.00 AUTO BRAKE SERVI...
L 35 16/05/2011 DANA AUSTRALIA 1.00 0.00 AUTO BRAKE SERVI. ..
L 35 16/05/2011 MOTOR TRADERS 4.00 0.00 AUTO BRAKE SERVI...
35 16/05/2011 OLD PORT TOYOTA 1.00 0.00 AUTO BRAKE SERVI..
i 2E ARINEIINAA REPCO AUTO PARTS 100 nnn ALITO ADAKE GEDVI
------------------ e, T e et oy = . T
Sunshine Auto Repairs Page: 11
Thursday, 1 November2012, 2:01:59 PM
Iltems Not Received
Code Description Ordered Received Job Mo, OrderMNo. Ord.date Suppl. partnumber  Supplier
1140800 FAM BELT 2.00 0.00 18 28042011 11AD200 REPCO AUTO PARTS
1140800 FAM BELT 2.00 0.00 19 29/04/2011  11A0900 REPCO AUTO PARTS
86-MO46X OUTER CV JOINT 1.00 0.00 19 29042011 §8-MO4EX REPCO AUTO PARTS
93-160 BOOT 1.00 0.00 18 28/04/2011  83-180 REPCO AUTO PARTS
A1384 FILTER - AIR 1.00 0.00 45 25MO2012  A1384 REPCO AUTO PARTS
FH-10 FUEL HOSE 5.00 0.00 45 D4M02012  FH-10 REPCO AUTO PARTS
FUSE C-18 FUSE 16 AMP CERAMIC RED 10.00 0.00 45 D4MD2012  MGBAC1S REPCO AUTO PARTS
FUSE C-8 FUSE § AMP CERAMIC WHITE 5.00 0.00 45 04102012 FUSE C-8 REPCO AUTO PARTS
FUSE G-10 FUSE 10 AMP GLASS 5.00 0.00 45 D4MON2012  FUSE G-10 REPCO AUTO PARTS
FUSE G-18 FUSE 15 AMP GLASS 3.00 0.00 45 04102012 FUSE G158 REPCO AUTO PARTS

e You may occasionally complete an invoice before you had a chance to

enter the related supplier invoices. To check if you have any “work

completed” invoice with pending orders click on Find on the customer
invoice screen, select Work completed invoices with pending orders
and click OK. Based on this report you can rectify the problem.
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Customer Invoice ‘Quotatlon” Stock| Purchase Order| Supplier Invoice Customers  Suppliers| Booking Diary|

Customer Information Job No. ° 119 Wehicl
Name " [HARRISON, JOHN i -] vehicle  [TovoTacawry | |¥|
Address |5 HIGH STREET o =
Address2 | Invoice
Suburb  [ADELAIDE By Client Name ]
By Invoice Number c |
Ph. Work [08 8382 1234 Fax || By Job Number | Cancel |
Contact I:| Pr\ceE By Registration or Chassis No.
Add Stock By Order/Reference Number
By Invoice Date
Code Qty Unit Unit
L+BY Work in progress (Jobs Pending)
1.00
L 1140900 1.00 Unpaid or Partially Paid Invoices / Last Invoice
Find purchase orders by job number *
i \Work completed invoices with pending orders
By Vehicle, Name, Contact Person and Amount
Find Invoice by Stock Serial Number

Sunshine Auto Repairs Page 11
Thursday, 1 Movember 2012, 4:36:46 PM

Work completed invoices with pending orders

I.i'ob No. Inv. Date Vehicle Code Description Ordered Reoeived)
120 01/11/2012 FORD FALCON BJ BALL JOINT 1.00 0.00
121 01/11/2012 TOYOTA COROLLA BAC-G43 BATTERY - CENTURY 1.00 0.00

If you double click on the Job No. field in the Purchase Order module a
list of “Work in Progress” jobs appear on the screen. To see a particular
pending job, just select the appropriate line and click OK.

To find ordered but not yet delivered items click on the Find command
button in the purchase order module, then select Overdue Orders and
click OK.

_ Find... =
By Order Number RO
By Supplier Name Cancel
By Order Date -

| Overdue Orders

Unprinted Orders
ltems Not Received Last Order

The Outstanding Orders window appears. You can drill down to a
particular order by highlighting the line clicking OK.
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Windows Calculator

Name |AUTOH

Address @
Address2?
Suburb  |ROSE

Phone 844718
Contact

Windows Calendar  Auto Care Modules
| Customer Invoice Quotation | Stock| Purchase Order |Supplier Invoice | Customers | Suppliers| Booking Diary
Supplier Information Purchase Order Information
4 Find... X
oK ndra
Overdue Orders 8 ]
Cancel
Order Date | Due date Order ID Supplier Total Received =

I_‘M-’UHJ'ZUIZ 04/09/2012 38 DANA AUSTRALIA 0.00 No
|| 04/09/2012 04/09/2012 39 ASHDOWN INGRAM 0.00 No S
| |04/09/2012 04/08/2012 40 ASHDOWN INGRAM 172.50 No

Code I_‘M-’UHJ'ZUIZ 04/09/2012 41 CHECKPOINT 19.91 No ‘
0211072012 02/10/2012 42 AUTO BRAKE SERVICE 5.50 No E]
L [02110/2012 0211072012 43 AUTO BRAKE SERVICE 0.00 No
I_‘UZ-’WUJ'ZUIZ 02/10/2012 44 CENTURY BATTERIES YUASA 666.91 No
0411072012 04/10/2012 45 REPCO AUTO PARTS 68.77 No
_|2510/2012 2510/2012 46 REPCO AUTO PARTS 0.00 No
I_‘ZSI’H]#'ZUIZ 25/10/2012 47 REPCO AUTO PARTS 27.50 No =
L 291072012 29M10/2012 48 AUTO BRAKE SERVICE 0.00 No
| |29M0/2012 29/10/2012 49 REPCO AUTO PARTS 58.04 No

To print various purchase order reports, click Print and select the
required option.

sl

Print Purchase Order with Prices
Print Purchase Order without Prices

[[] Print items with zero quantity OFF
[ Print Purchase Order / Request for quote on letterhead OFF

(&) Print to printer
) Print to screen
O E-mail Order

QK

Cancel

Booking Diary

The Booking Diary module provides you with the opportunity to plan your work
more efficiently. For each day unlimited number of bookings can be entered.
The number of bookings, the total hours required and the total GST inclusive
price for the day is calculated automatically. Booking details can be entered the
same way as the Customer Invoice details. Any information entered into the
Note section of the given customer’s last invoice appears on the booking form.
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;, Booking Diary

Windows Calculator  Windows Calendar ~ Auto Care Medules

| Customner Invoice Quotation Stock Purchase Order Supplier Invoice Customers | Suppliers| Booking Diary

+ November » 2012 Avrival Name Vehicle Time | Total Price™ New
M TWTFSS [y 0s00 ADAMS, PETER TOYOTA HILUX 2.00) 211.56 up | [Down
45 _1‘ 2 3 4 ] 0830 ROBINSON, BRIAN TOYOTA COROLLA 2.00 132.00 Delete
46 5 6 7 8 9101 I 0900 MAYTON, SALLY NISSAN PATROL 4.00 264.00
4712 13 14 15 16 17 18 Eid
48119 20 21 22 23 24 25 Print
49
- 26 27 28 29 30 || senatoin.
4 il 3
Change date
Today 14| Customer Information | Number of bookings 3| Total 8.00 607.56 —
Note for the day AIEMEAEETERY | Technician [sv ||  *$Incl. Gst |Yes |~
AddStock | Vehicle [TOYOTAHILUX |¥ Registration WOS 789 | Ref.No| | [RETAIL -]
Code Qty Unit Price * | Description  *** Mew line [F9]... | Total Price * New Line [F9]
ISERVA 132.0000(A) SERVICE. 10,000 KM. 6 ... Insert Line
__|OIATF 4.50 6.0500 OIL - DEXRON Il 27.2250 upl| [Down
| ] RFF-FF211 1.00 29.7000 FILTER - FUEL 29.7000 p—r—
_‘RAFWT 1.00 16.5350 FILTER - AR 18.5350 | Impott |
Note from last invoice + comment | | ROFT 1.00 15.2350 FILTER - OIL 152350 | _Line memo
Job No.: 112 | Delete Line
Inv. Date: 26/09/2012
| Stock
4 i 3 T
Memo (DbiClick to enlarge) %/ Subtotal * 222.70] Rounding -0.01
CARRY OUT (A) SERVICE ~| Freight* 0.00| Tetal incl. Gst 211.56
* DRAIN AND RENEW OIL AND FILTER. =l Discount* 11.14| (Gst amount) 1973
* CHECK UNDER BONMET, FLUIDS, BELTS, HOSES
~| Totalincl * 21167 Exit

Additional features:

You can import information from existing invoices, quotations and
standard jobs into the vehicle booking section.

You can import data from the After Market Service database (optional).
You can browse and add stock items, billing codes or assemblies by
clicking on the new Add Stock button

Booking date can be changed.

You can create and invoice from a booking.

You can print Booking Confirmation; Booking List; a list of bookings that
have not yet been invoiced and Servicemen bookings.

You can find bookings by booking date, customer name or registration
number.

For each day, you can enter notes for each booking.

You can enter the arrival time of vehicles.

You can change the column order and length in both grids.

Entering a New Booking

In order to enter a new booking, select the date in the diary.
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Click New and select a customer from the list. A booking number is

allocated automatically.

Select the appropriate vehicle from the list by clicking on the down

arrow next to the Vehicle field.

Customer Invoice| Quotation Stock| Purchase Order| Supplier Invoice Customers Suppliers| Booking Diary

+ November 2012 0

Note from last invoice + commel

Find Vehicle
Vehicle Registration Chassis No.
FORD FALCON WWWA321

Job Mo - 115

Vehicle

3] | Registration

Inv. Date: 28/09/2012

EER]

FORD FALCON
NISSAN PATROL

38TR222

L4 | Chassis No.

| cancel |

4 Arrival Vehicle Name Time Total Price™ ‘ New
M TWTFSS __|osoo TOYOTA HILUX ADAMS, PETER 200 211.56 Up | |Down
45 1.2 3 4 0830 TOYOTACOROLLA  ROBINSON, BRIAN 2.00 132.00 ———
% 56 7 8 91011 3 NISSAN PATROL MAYTON, SALLY | 200 26400 [
4711213 14 1516 17 18 =)
481 19 20 21 22 23 24 25 Print
49
I 26 27 28 29 30 || Sendtonw
4 Il » ch dat
ange date
Today 16| | Customernformation | Numbey of bookings Total | so00| eo7ss] —
_ \
Note for the day |MAYTON. SALLY ",__LTechmman sV M *$ Incl. Gst Yes ~
test addSiock | Vehicle |NISSAN PATROL (v Registration [35TR222 | Ref No| | [RETAIL -]
Code Unit Price * | Description  *** New line [F9]... Total Price * ||| Mew Line [Fa)

| Line
Down
ort

emo

Line

e Select a technician.

o Enter order/reference number in the appropriate field. When you send
the booking to the invoice module, this number will be displayed in the

Ref. No field.

e Click F9 to enter line items for the booking. The time required for a
particular job is calculated on the basis of the assigned hours. This

information can also be entered manually.

¢ Click Import to import a quotation, standard job or service information
from the optional After Market Database into the booking module.
¢ If needed, use the Customer Information button to can look up more

customer information.

¢ Inthe Note from last invoice field the job number and date of last
invoice for the customer appears automatically.

Changing of Booking Date

Click Change date to change the date of a booking.
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| Change Booking Date... X
MAYTON, SALLY \ oK
Vehicle [FoRD FALCON | | Cancal |
Registration [wwa321 |

Date from... |Thur5day‘ 1 November 2012 "

Date to... Friday, 2 November 2012| -

Changing Column Order and Width on Grids

Click System/Setup/Booking on the main menu. Tick the Remember
Booking Diary Line items grid column settings check box ON.

| System Setup

Debtors 1 | Debtors 2| Debtors 3 | Debtors 4| Stock | Creditors| Booking |Ledger System 1| System 2| System 3| System 4

Y4 BOOKING DIARY SETTINGS

®

Remember Booking Diary Line ltems grid column settings OM:

To Change the position of a column, click on the column header with the
mouse, hold the button down and drag the column to the position you want.

To change the width of a column, click on the dividing line in the header area
and drag it to the direction required.

Printing Options in the Booking Module

When you make a booking you can print a Confirmation of Booking for your

customer. Furthermore, you can print a booking list for the day. Click Print and
choose the relevant report from the list then click OK.
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Confirmation Of Booking
MR PETER ADAMS AB.N 11222333 444
3 CASTLE STREET Chassis No. ABCDET11F12345678
ATHELSTONE SA 5076 Terms Cash
Contact Peter
Phone 08 8765 1232
| Date ‘ Booking No. | Vehicle | Registration ‘ Staff code | Page |
[ owizoiz | 14 | TOYOTA HILUX | wos7es | sv 17
I Code Qty Description Unit Price Unit Amount)
SERV-A 1.00 (A} SERVICE. 10,000 KM. 6 MTHS. $132.0000 EACH  $132.0000
CARRY OUT (A) SERVICE
* DRAIN AND RENEW OIL AND FILTER
Sunshine Auto Repairs Page 1
Friday, 2 November 2012, 10:17:37 AM
Booking List
From 01/11/2012 to 02/11/2012
Vehicle Registration = Customer Name Staff Code Time Total Amount
Thursday. 1 November 2012
TOYOTA HILUX WOS 789  ADAMS . PETER SV 2.00 $211.56
TOYOTA COROLLA WEX123 ROBINSON, BRIAM SV 2.00 $132.00
FORD FALCON WWA321 MAYTON, SALLY SV 4.00 $264.00
Total: 8.00 $607.56
Creating an Invoice from a Booking
To create a new invoice, click Send to Invoice.
Customer Invoice  Quotation Stock Purchase Order Supplier Invoice Customers Suppliers‘ Booking Dlar’y|
+ November * 2012 » Arival Mame Vehicle Time | Total Price” | * | New
M TWTFS S .+ | 0800 ADAMS, PETER TOYOTA HIL 2.00 211.56 Up | |Down
45 1 2 3 4 /0830 ROBINSOM, BRIAN TOYOTA COROLLA 2.00 132.00 THe
46 5 6 7 8 91011 /0900 MAYTON, SALLY FORD FALCON 4.00 264.00
47112 13 14 1516 17 18 | Send to Customer Invoice - create new job * Eind
48119 20 21 22 23 24 25 a Print
) 26 27 28 29 30 ADAMS, PETER | 0K ((Senato )
4 »
Vehicle [ToYOTAHILUX | | Cencel Change date
Today 14 :| \—ISUT'SS
Registration |WOS 789 |
* -
Note for the day SMEMSHG Booking Number |14 | $incl. Gt |Yes
et ] | _Adastoc o | [RETAIL -]
————— Bookingdate.. |Thursday, 1 November 2012 |~ |
Total Price * | MNew Line [F2]
* SERV- Copy note from last invoice..; Insert Line
OI-ATF 27.2250
| Lin N
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In the Note from last invoice field you can see a message that “Invoice has
been created” with job number and date also stated. Note that invoiced

bookings is now crossed on the booking list.

Customer Invoice| Quotation| Stock| Purchase Order| Supplier Invoice | Customers| Suppliers| Booking Diary

+ November » 2012 v |__Arival Name Vehicle Time Total Price* || Mew |
MTWTFSS | Coano ADAMS PETER TOYOTAHILLX 240 21286 || Up | [Down
15 112 3 4 0830 ROBINSON, BRIAN TOYOTA COROLLA 2.00 132.00 jlr
© 5678 01011 || EMMATON, SaLLY [FoRrD FALCON 1400l 25000
4712 13 14 15 16 17 18 Find

Increasing Grids’ Size

You may want to increase the size of the grids. Double click on the grey grid
header. To convert back to the original size, double mouse click on the header

again.
| Customer Invoice Quotation Stock Purchase Order Supplier Invulce"CustumerSHSuppI|ers| Booking Diary |
¢ November * 42012 v ||ADAMS, PETER | Technician bl *Sincl Gst  [res |+
MTWTFSS AddStock | Vehicle [TOYOTAHILUX |7, Registration |[WOS 789 | Ref No| | RETALL -]
45
6 5 6 7 ; g 13 1‘11 Code Qty Unit Price * | Description ™ New line [F9]... | Total Price * || | NewLine [Fg)
k[ SERV-A [A) SERVICE. 10,000 KM. 6 M... 32.
711213 141516 17 18 \_'OI ATF 4.50 6.0500 I DEXRON H 27.2250 ——
48119 20 21 22 23 24 25 i . . l - Up | Down
49| 26 27 28 29 30 __ RFF-FF211 1.00 29.7000 FILTER - FUEL 29.7000 ‘—‘I ‘—‘n
50 _|RAF17 1.00 18.6350 FILTER - AR 185350 | L impot |
__\ROFT 1.00 15.2350 FILTER - OIL 15.2350 Line mema
Today
_ Delete Line
Note for the day Stock
test History
‘ Exit
Note from last invoice + comment
Invoice has been created. 1
Job No.: 122
Inv. Date: 2/11/2012 10:24:37 AM
e 4 1} »

Notice Board

For your convenience, Auto Care Software Premier has a Notice Board. On
this board you can store any information that you want to find quick at your will.
The Notice Board can be found under the SYSTEM menu pad. Click
SYSTEM/Notice Board. You can also access it by pressing [CTRL+F12] short
cut keys. You can create groups for easy access of specific information. To
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create a category, click Select a Group. Click New. Enter group name and

click OK.

dl

|GENERAL INFORMATION

K Select a Group }

s Sl e N -

This is the GENERAL INFORMATION area

¥ select a group

" | Group Mame

\LEGENEFU\L INFORMATION

~
/ ((Up |[Down)
( |

Delete

General Ledger and Banking

Auto Care Software Premier is a complete accounting system with a full range
of management and financial reports to assist you in keeping an eye on the
state of your business. In order to access the General Ledger module, click
General Ledger on the main menu screen. The General Ledger & Bank
window containing several icons appears.

106



General Ledger & Bank

== x™)

\uto Care Software

GENERAL LEDGER

Journal Entries

Ledger Transaction Summary
Account Inquiry

Trial Balance

Session Report

Bank Deposit Slip

Chart of Accounts Exit General Ledger

Profit & Loss Statement

e ——
Profit & Loss Statement Monthly

Balance Sheet

General Ledger

Bank Reconciliation

T'his area is not to be used for Debtors deposits or Creditors cheques

Chart of Accounts

The Chart of Account is a list of the General Ledger account names and
numbers grouped in a specific order to record and track transactions. It is
designed to allow accurate coding and so reporting of income and expenditure
in your business. An understanding of the Chart of Accounts and the correct set
up of accounts are essential in the creation of meaningful reports.

e Click Chart of Accounts on the General Ledger & Bank screen. For
your convenience, a list of default accounts appears on the screen.
However, you can enter new accounts or modify existing ones. For an
easy access you can select the required account class by clicking on
the appropriate circle next to the name in the top line of the screen.
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| Chart Of Accounts X
® Asset O Liability O Equity O Income O Cost of Sales O Expense () Other Income O Other Expense
Account Mame Type Linked N{E?"I:'Qtis; S::wadry W‘;';r:ld el gt
Paid Report Wages Wages IREL i
11-0000 Asset i Header | | | | | | | | | |
1-1000 Current Assets Header O O O O O
1-1100 Cash On Hand Header O O O O O
1-1110 Cheque Account Detail Cheque * ] ] ] O O
1-1120 Payroll Cheque Account Detail Cheque * O O O O O
1-1130 Petty Cash Detail Cheque " [} [} [} O O =
1-1140 PayPal Detail Cheque ] ] ] O O
1-1200 Stock on Hand ( Asset ) Detail * O O O O O
1-1300 Trade Debtors Detail * ] O O O O
1-1400 Prepaid Insurance Detail O O O O O
1-1500 Prepaid Interest Detail O O O O O
1-1600 Prepaid Taxes Detail | | | O O
1-1700 Provision for Double Debt Detail O O O O O
1-1800 Work in Progress Detail = O O O O O
1-2000 Non Current Assets Header ] O O O O
1-2200 Motor Vehicles Header O O O O O
1-2210 Lease Improvements at Cost Detail O O O O O
1-2220 Motor Vehicle Detail ] O O O O
1-2230 Provn for Depreciation Detail O O O O O
1-2300 Buildings Improvements Header ] ] ] ] ] -
Tab: @ Left OMid Left O Mid Right O Right Opening balance date =
Budget Linked Accounts New Print Exit

Editing Accounts

e To edit existing accounts, select the account line and click on the Edit

command button at the bottom of the screen. Alternatively, you can

double click on the appropriate account line. The Account Information

screen appears. Note that you cannot change the account type of an
account that has already been used or if it is a linked account.

. Account Information

Account Type (Used )

O Header Account

etail Account

(@ Detail Cheque Account

Account Number:  1-

Mote: Account type can be M

changed only if account has
not been used and not a

linked account. Linked Account

Account Classffication:  [Asset -]

Account Name: |ChequeAccounﬂ

Tab Position:

Delete

O Left O Mid Left O Mid Right @ Right

Exit
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Entering New Accounts

To enter new account codes click New. The Account Information screen
appears. Enter the account class type, account number and description and
select the tab position for the new account. Note that your Balance Sheet
figures needs to be entered in the General Journal module.

Next to the Account Name and Type columns on the Chart of Accounts screen
there are a number of additional columns containing vital information. The
Linked column sets the linked accounts in your system. By using linked
accounts in Auto Care Software Premier certain types of transactions are
automatically linked to the ledger accounts. The other five columns contain
settings for your BAS statement. Note that the General Ledger and the BAS
Statement requires strict settings. Therefore, it is crucial that you obtaining
expert advice from your accountant if you want to modify the default
settings in these columns.

Set Detail Cheque or Detail Credit Card Accounts
Any account you pay money against has to be marked as Detail Cheque

Account in the Chart of Accounts module. Any account where money comes
in has to be marked as Detail Credit Card Account.

@ Asset O Liability O Equity O Income O Costof S

Account Name Type Linked

1-0000 Asset
1-1000 Current Assets Header

1-1100_Cash On Hand Header

1-1110 Cheque Account Detail Cheque
1-1120 Payroll Chegue Account Detail Cheque
1-1130 Petty Cash Detail Cheque
1-1140 PayPal Detail Chequ

¢ To change the account type, highlight the account line and click Edit.
Click on the Detail Cheque Account or Detail Credit Card Account
option button. Note that you cannot change the account type of an
account that has already been used or if it is a linked account.

e Click on the Bank Details button to enter BSB and account numbers for
these types of accounts.
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Opening Balance Date

In Auto Care Software Premier you do not need to close the books at the end
of an accounting period in order to start the new financial year. Data entered
into the system for a particular financial year stays in the system and can be
looked up at any time. This comes handy when you have to access information
from previous years for various reasons. However, you can set an opening
balance date by entering the date in the Opening balance date field on the
Chart of Accounts screen.

o To enter a new opening balance date, click on the box with three dots
next to the Opening balance date field under the grid.

o Enter MOLNAR as password and press the Tab key

e Enter new date and click OK.

2-1420 PAYG Withholding Tax Payable Opening Balance Date... (X
2-1430 Provision for Annual Leave
2-1440 Provision for Long Service Lea Password " oK
2-1450 Provision for Sick Leave z Cancel
2-1460 Superannuation Payable Data entry block date m =
2-1500 Tax Liabilities

2-1510 GST Liability (GST Collected)

® Left OMidLeft O Mid Right O Right Opening balance date @

Note that the effect of setting the opening balance date to a given date is that
Auto Care Software Premier will calculate all Balance Sheet figures, journal
and transaction entries from this date onwards. All previous entries will be
ignored with the exception of the bank reconciliation. Unpaid debtor and
creditor payments that you enter after the opening balance date set here will
also be reflected in the General Ledger. (Following this procedure allows any
business who has been using Auto Care Software Premier without the General
Ledger to activate the general ledger at any point of time by setting a new
Opening Balance date and reconciling bank statements from that date
onwards.)

Block Data Entry or Modifications on or before a Set Date

You can restrict access to transactions entered prior the current accounting
periods. In this case they cannot be changed.

e To enter/modify, select System/System Setup/Ledger.
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¢ Click on the grey box on the right of the date field. Enter MOLNAR for
password, enter block date and click OK.

J System Setup

|Debtors 1) Debtors 2| Debtors 3 Debtors 4| Stock | Creditors | Booking| Ledger |System 1) System 2| System 3| System 4

Block data entry on or before this date: [01/07/2011 @

Budgeting

To enter you budget figures for the financial year, click on the Budget
command button at the bottom left hand side of the Chart of Accounts screen.
Budget figures will be printed on the Profit and Loss Statement (P&L). Note that
budget figures are printed on the P&L statement only if there are transactions
for that account during the P&L period.

[ Budget - %]
2012-2013 - Create Mew Budget Prnt | Cancel | Save | | Exit |
Account Mame . July | August | Sept | October | MNov | Dec  January | February | March | April |  May | June ‘;

4-1100 Sales

4-1200 Accessory Sales
4-1300 Sales discount

4-1400 Part Sales

4-2020 Gas

4-5000 Freight Collected
4-6000 Late Fees Collected
4-8000 Miscellaneous Income
5-1100 Purchase (Cost Of Sale)
5-1200 Other Purchase

5-1300 Direct Labour

5-1400 Sub-Contract Labour
5-5200 Discount Given

5-5301 Discount A

6-1010 Accounting Fees
6-1020 Bank Charges

6-1030 Bank Interest

6-1040 Credit Card Fees
6-1050 Legal Fees

6-1060 Licenses & Fees
6-2010 Electricity

6-2030 Insurance

6-2040 Rent

6-2050 Rates |
A-2060 Water hd.
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Make a Payment
Note that you cannot use this module for Debtors or Creditors payments.

e Click Make a payment on the General Ledger screen. The Make a
Payment screen appears showing your last payment. To enter a new
payment, click New. Select a payee from the list and click OK. If the
payee is not on your list Click New on the in the Find window and enter
the new payee’s name in the Payee field.

MAKE APAYMENT

Payee [TELSTRA Date [06/11/2012 |~ | |Bank Details. PaymentNo. [ 12|
Cheque / Ref Find... X |
Amount Total § MName \ ’—|
Expenses |ADVERTISING |( OK ) | GsT GaT Incl. GST
Name Cancel
TADVERTISING )

CLEANING
PURCHASE

RENT

STAFF AMENITIES
TELSTRA

TPG INTERNET P/L
WESTPAC

If the required name is not on the list click on NEW

] [ 3

§ Total 326.95

ave as Recurring Use Recurring

New Prev Mext Find Print Delate Exit

e Enter the cheque or reference number in the Cheque/Ref. field.
Enter the total amount. Press [F9] or right click on the grid to create a
new line. Note that if you enter the amount for the line items first and
double click on the Amount Total field the total appears automatically.

e Select the relevant account and enter the amount. Note that if the total
amount is entered in the Amount Total field and you double click on the
Amount field the total appears automatically.

o If the amount includes GST the INCL code should be selected. The
GST is automatically calculated.

o Enter the description of the payment.

e To delete a line item click on the box in the line in the last column. Use
the right arrow in the grid to see the Delete column. Note that the
amount field must be zero to be able to delete the line.
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Make a payment

MAKE A PAYMENT

Payee [ADVERTISING | Date[06/11/2012 |~ | Bank Details| Payment No.

Cheque / Ref.  [Ref 13 [11110 Cheque Account
Amount Total $ 660.00 New Line [F9] or Right Click on the Grid Lodgemnent reference |:|

Expenses Amount GST Code Description Excl. GST GST Incl. GST Delete

e To delete a payment, click on the Delete command button at the bottom
of the page. Note that the Total field must be zero to be able to delete
the line.

e There is an option to place this screen as a hew page into the page
frame where Customer Invoice, Quotation, Stock etc. pages are. To
turn this option on go to the Operators and Passwords module
(General Ledger section) and tick the Show Make a Payment on
Invoice page frame check box.

Note that the payment account (1-1120 Payroll Cheque Account in the above
example) cannot be changed after line items have been entered. If you need to
change the account, overtype the line item(s) amount(s) with 0. Change the
account and re-enter the amount(s).

Also note that for bank reconciliation purposes, fund transfer between the
cheque and credit card accounts should be made through the General Journal
Entries module. The Bank Reconciliation module can only reconcile the
“payment from” account from the Make a Payment, Make a Deposit and
Creditors Payment modules. However, you can reconcile money transfer
between the cheque and credit card accounts in the General Journal Entries
module. You cannot make changes after the payment has been reconciled
(except the Payee’s name).

To indicate that a payment has been reconciled, the Make a Payment screen
fields will have a light grey background colour.
Make a Deposit

Use this module to enter any income received from other than business
activities e.g. bank interest.
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| Make a deposit - X

—

MAKE ADEPOSIT

Received from  [WESTPACK | Date [06/112012 ~| Deposit Number
Payment method [DIRECT DEBIT -] || |Credit Card details [1-1110 Cheque Account -]
Amount Total 10.00 Cheque / Ref. No. | Bank | | Branch I:l

QOther Income Amount GST Code Description Excl. GST GST Incl. GST
8-1000 Interest Received 10.00 FREEJ'

4 [ 3

Save as Recuring Use Recurring New Line [F9] or Right Click on the Grid Total

New Prev Next Eind Print Delete Cancel Save Exit

e Click Make a Deposit on the General Ledger screen.

Click New and enter the name of the company or person you received
the payment from.

e Enter the cheque number or any reference to the Cheque No. field. You
can enter bank and branch details in the appropriate fields.

o Enter the total amount. Press [F9] or right click on the grid to create a
new line. Note that if you enter the amount for the line items first and
double click on the Amount Total field the total appears automatically.

o Select the relevant account and enter the amount. Note that if the total
amount is entered in the Amount Total field and you double click on the
Amount field the total appears automatically.

e If the amount includes GST the INCL code should be selected. The
GST is automatically calculated.

o Enter the description of the payment.

o To delete a line item click on the box in the line in the last column. Use
the right arrow in the grid to see the Delete column. Note that the
amount field must be zero to be able to delete the line.
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Recurring Transactions

A recurring transaction is a deposit or withdrawal that happens regularly. For
example, you may make regular payments for rent, equipment leasing,
insurance or receive regular payments for letting out your premises. In Auto
Care Software Premier you can set up recurring transactions in the Make a
Payment and Make a Deposit modules.

Creating Recurring Transactions

e Enter transaction and once complete, click on the Save as Recurring
command button.

| Make a payment - X
MAKE A PAYMENT
Payee [TPG INTERNET PIL | Date [04/10/201 || | Bank Details | Payment No.
Cheque / Ref. ‘1—1110 Cheque Account ‘
Amount Total $ New Line [F8] or Right Click on the Grid Lodgement reference I:l

Expenses Amount GST Code Description Excl. GST GST Incl. GST ‘
6-4170 Intermet 4999 ERS SN

_ ;

C‘:‘ave as Racur’nngDI Use Recurring
$ Total 49.99

New Prav Mext Find Print Delete Cancel Save Exit

e The Edit Recurring Schedule command window appears. The system
defaults to saving the transaction monthly on the same date, but you
can change the frequency by selecting the appropriate option from the
drop-down list.
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Edit Recurring Schedule

Recurring Transaction Name |TPG INTERMNET P/L | Cancalllisat
Frequency  [Manthly - Next Dus: [04/12/2012 || _ Save/Exit

y:

() Continue until this date

() Perform this # times

e The Next Due: field shows the date when the next payment is due.
o The system defaults to saving the transaction indefinitely, but you can
set a date until you want to use this recurring transaction.

Edit Recurring Schedule

Recurring Transaction Name |TPG INTERNET PIL | | Cancel / Exit |
Frequency  |[Monthly - Next Due: [04/12/2012 || | Save/Exit

(O Continue indefinitely

(&) Continue until this date 04/12/2013 v)

(_) Perform this # times ‘\

Alternatively, you can define how many times you want to repeat this
transaction.

it Bexaarring Shadule

Rscurmng Teaniaction Name TPG INTERMET Pl Cancel ! Ext

Frequency  |Montly Moot Don: 001272002 -] Sl Boit |

Comtrus mdsbntahy

Cenmtinug o thi date /’
(_1 Parform this & imes 10

e After making your selection, click Save/Exit. Note that you cannot
accidentally save a transaction as recurring twice. As soon as you click

Save/Exit the Save as Recurring command button becomes an Edit
Recurring button.

{ Edit Recurring )| Use Recurring
S

MNew Prev Next
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Using Recurring Transactions

e To select a recurring transaction click on the Use recurring button on
the Make a Payment or Make a Deposit screen.

L
| Save as Recurring | @se Recumng)

New || Prev || Next

The Recurring Transaction List window appears. Select the transaction
you want to make and click Use.

'_| Recurring Transactions List

1 tion Mlame Ilodule Eroguenciy Lact Poctad Ilaadt Due Looount

14/11/2012 21/11/2012

((RENT { Make a Deposit

AW

Default sort order is by Next Due date. * expired

In order to change sort order click on Header Description.

Iﬁdit Transactionl IQeIete from List | Use | Exit

¢ Note that the system defaults to showing transactions in order of their
Next Due date. However, you can rearrange the list by the following
criteria: Transaction Name; Module; Frequency and Last Posted. This
will make it even easier to find a transaction on a long list.

¢ If atransaction has been expired a red asterisk is displayed in the last
column in the transaction line.
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e To delete a recurring transaction click on the Delete button. For security
reason, the system will prompt you to confirm that you want to delete
the transaction.

Aute Care léJ

|0| Are you sure of deleting this record?

Editing Recurring Transactions

e To edit a recurring transaction click on the Use recurring button on the
Make a Payment or Make a Deposit screen. Select the transaction you
want to edit click on the Edit Transaction button.

Edit Recurring Schedule

Recurring Transaction Mame |ADVERTISING | Cancel / Exit

Frequency  Weekly §'| Next Due: |14/11/2012 |~| | Save/Bxit |

(=) Continue indefinitely
(C) Continue until this date

(O Perform this # times Transaction used times

o Make your changes in the Edit Recurring Schedule window and click
Save/Exit. Note that the Transaction used field in the bottom right
hand corner displays how many times you have used this transaction.

General Journal

Use this module for entering your Balance Sheet figures, transferring
funds from different cheque or credit card accounts or making adjusting
entries. To record an entry using the General Journal, click on the
Journal Entries icon on the General Ledger screen.

e Each entry is assigned a batch or identification number which is
displayed automatically.
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o The default date is the current date, but you can change it manually on
the screen.

e Enter description in the Transaction Description field.

e Right click to enter a new line.

e Select the account that you wish to debit by using the down arrow in the
first column or start entering the account number in the field. A list of
accounts starting with that number will appear.

General Journal

GENERAL JOURNAL

Transaction Description \ADJUSTEMENT

Debit Credit
- 0.00 0.00

2-1110 MasterCard
2-1120 Visa

2-1130 Amex

2-1140 Capricorn
2-1160 Diners Club
2-1200 Trade Creditors
2-1250 Other Creditors

UL

4

Enter the amount to be debited in the Debit column.
Right click to enter a new line.

Select the account that you wish to credit.

Enter the amount to be credited in the Credit column.

Note that the total debits must be equal to the total credits to be able to record
a transaction. You will not be able to exit the screen until your transaction is
unbalanced.
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- General Journal - X
GENERAL JOURNAL
Transaction Description [TRANSFER TO PETTY CASH ACCOUNT Date |07/11/2012 |-| BatchNumber [ 9
New Line [F9] or Right Click on the Grid

‘ Expenses (Chart of Accounts) Debit Credit Comment Delete Presented

1-1110 Cheque Account 0.00 500.00 O False

31130 Pty Cash T on | W Fas

$ Total 500.00 | 500.00
New Prev MNext Eind Print Delete Exit

General Ledger Reports

The general ledger reports are a main source of information when it comes to
analysing the financial state of your business. You can create and print various
reports including ledger transaction summary, trial balance, profit and loss
statement and balance sheet. In order to create a report, do the following:

Click on the required report button the General Ledger screen.
¢ A window with the appropriate report title appears (e.g. Ledger
Transaction Summary).
e Enter time period and click Evaluate.

Note that you can export your reports to CSV files.

Session Report

The Session Report is a detailed summary of entries made during a selected
time range. It displays the accounts where data entered are posted in the
General Ledger. You can create a report by both account order and transaction

order. Note that for your convenience, you can drill down to individual
transaction by clicking on the little box with an arrow at the front of each line.
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| Session Report

Date from: |01/11/2012 ~

Date to: [07/11/2012 ~

() Accounts Order
(0 Transactions Order

Accounts Date Description Debit Credit =
J&2] 1-1110 Cheque Account 01/11/2012 | Make a Payment ID: 6 STAFF AMENITIES Ref: 6 0.00 238.30
2| 01/11/2012  Make a Payment ID: 7 WESTPAC Ref: 7 0.00 10.00
ﬂ 01/11/2012  Make a Payment ID: 8 RENT Ref: 8 0.00 500.00
ﬂ 01/11/2012  Make a Payment ID: 9 RENT Ref: 9 0.00 200.00 =
ﬂ 04/11/2012  Make a Payment ID: 15 TPG INTERMET P/L Ref: 15 0.00 49.99
ﬂ 06/11/2012  Deposit ID: 10; WESTPACK 10.00 0.00
2| 06/11/2012  Make a Payment ID: 10 ADVERTISING Ref: 10 0.00 465.00
2| 06/11/2012  Make a Payment ID: 12 TELSTRA Ref: 12 0.00 326.95
ﬂ 06/11/2012  Make a Payment ID: 14 PURA WATER Ref: 14 0.00 66.00
g 07/11/2012  General Journal ID: 9 TRANSFER TO PETTY CASH ACCOUNT 0.00 500.00
ﬂ 07/11/2012  Make a Payment ID: 17 ADVERTISING Ref: 17 0.00 330.00
] 1-1130 Petty Cash 07/11/2012  General Journal ID: 9; TRANSFER TO PETTY CASH ACCOUNT 500.00 0.00
ﬂ 1-1200 Stock on Hand ( Asset ) 01/11/2012  Customer Invoice 119; HARRISON, JOHMN 0.00 5.00
ﬂ 01/11/2012  Customer Invoice 120; TAYLOR, MARK 0.00 2500
ﬂ 01/11/2012  Supplier Invoice ID: 64; REPCO AUTO PARTS 25.00 0.00
ﬂ 02/11/2012  Customer Invoice 122; ADAMS, PETER 0.00 54.82
ﬂ 1-1300 Trade Debtors 01/11/2012  Customer Invoice 120; TAYLOR, MARK 156.20 0.00
2| 01/11/2012  Customer Invoice 121; THOMSON, GEORGE 67.10 0.00
ﬂ 02/11/2012  Customer Invoice 122; ADAMS, PETER 21156 0.00
ﬂ 1-1800 Work in Progress 01/11/2012  Customer Invoice 119; HARRISON, JOHN 5.00 0.00 3
sln annn T o s e an o . . i e e nanTo nnn nw on
To see more details click on selected grid line Total 3_243_42” 3,197 42/
(® Print to Screen | Print / Export
) Exportto CSV Exit
You can print your report or export it to a CSV file.
Sunshine Auto Repairs Page 173
Wednesday, 7 November 2012, 4:12:17 PM
Session Report by Chart of Accounts
From 01/11/2012 to 30/11/2012
i Account name Description (transactions) Credit )
1-1110 Cheque Account
Make a Payment ID: 6 STAFF AMENITIES Ref: & 0171172012 238.30
Make a Payment ID: 7 WESTPAC Ref: 7 01/11/2012 10.00
IMake a Payment ID: 8 RENT Ref: & 01/11/2012 500.00
Make a Payment ID: 8 RENT Ref: 9 0171172012 200.00
Make a Payment ID: 13 TPG INTERNET P/L Ref: 15 04/11/2012 49.99
Deposit ID: 10; WESTPACK 06/11/2012 10.00
Make a Payment ID: 10 ADVERTISING Ref: 10 06/11/2012 465.00
IMake a Payment ID: 12 TELSTRA Ref: 12 06/11/2012 326.95
Make a Payment ID: 14 PURA WATER Ref: 14 06/11/2012 66.00
General Journal ID: 9; TRANSFER TO PETTY CASH ACCOUNT 071172012 500.00
Make a Payment ID: 17 ADVERTISING Ref: 17 0711172012 330.00
10.00 2,686.24
11130 Petty Cash
General Journal ID: 9; TRANSFER TO PETTY CASH ACCOUNT 0711172012 500.00
500.00 0.00
1-1200 Stock on Hand ( Asset)
Customer Invoice 119; HARRISOM, JOHN 01/11/2012 5.00
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Bank Reconciliation

Bank reconciliation is the process of matching figures from your
accounting records in Auto Care Software Premier against those
presented on your bank

statement with the aim to uncover any possible discrepancies. The two
balances are rarely in full agreement, so the reconciliation lists reasons for
any disagreement (bank fees charged or interest earned, deposits in transit,
cheques not cashed, etc.). The bank reconciliation is a very important
internal control procedure, which serves two purposes:

e Updates the accounting reports with items that are on the bank
statement, but not in the books.

o Ensure the accuracy of the bookkeeping of both your company and the
bank.

e Ideally, you should perform bank reconciliation every time you receive
your bank statement to make sure that any errors are corrected as soon
as possible.

In order to understand how the Auto Care Software Premier Bank
Reconciliation module works you need to know the followings: As far as the
general ledger is concerned all monies received or paid are posted to your Auto
Care Bank account (most commonly 1-1110 Cheque Account) regardless
whether they have been physically presented to the bank. In Auto Care
Software Premier monies are not kept in an un-deposited fund first and
transferred to the Cheque account after they were presented to the bank. (If
you want to know how much un-deposited fund you have for any time period
you can check it in the Bank Deposit Slip module.)

However, as far as the Bank Reconciliation module is concerned not all monies
received are automatically posted to the Bank Reconciliation module. The
following rules apply here:

e Monies received and recorded in the Debtors invoice payment modules
must be transferred by means of bank deposit slips. Only then are the
transactions available in the Bank Reconciliation module. (Just as in
real life, you need to make a bank deposit slip whenever you deposit
monies to your bank physically.) The exception to this is monies
received by via credit card, Eftpos or direct debit, which are posted to
the Bank Reconciliation module automatically. (Just as in real life, these
monies go straight to your bank account without.)
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¢ Monies received and entered in the Make a Deposit module are
automatically posted to the Bank Reconciliation module.

e Monies transferred to your bank account through the Journal Entries
module are automatically posted to the Bank Reconciliation module
(e.g. money transferred to your Visa account form your Cheque account
to your Visa account).

e Monies paid are directly posted to Bank Reconciliation module.

e The value of monies visible in the Bank Reconciliation module will only
be taken up in the total balance if they are reconciled (ticked as
presented on your bank statement.)

Payment Method

Different payment methods have different appearance in your Bank Statement.
For example, while direct debits are always shown in detail, EFTPOS appears
as one figure for each day. Therefore, it is imperative that the set up of
payment methods in Auto Care Software Premier corresponds to those
displayed on your bank statement. Auto Care Software Premier comes with a
default setting for payment methods that is appropriate for most businesses.
You need contact your local consultant or call Auto Care Software Premier for a
temporary password to be able to edit the Payment Method screen. You
should obtain professional advice before making any modification.

To access the Payment Method screen:
e Click Customers on the Menu Icon Bar
e Click Usual Payment.
e The Usual Payment Method window appears
o Click on the grey button with three dots located next to the arrow in the
first line. The Payment Method window appears

Usual payment method X

Payment method CHEQUE Exit
Card Number

Exp. Date l:l
Card holder name ‘ ‘

Payment to ‘1-1110 Cheque Account -
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Payment Method

|- Bank Deposit Slip items —| |Backward compatibility|

Group by Dont Separate

Mot paid  Paying Ref No.  Group total on

to to
account | Account

Cash | Merchant

Payment Method Cheque Tom | oy

(Direct | Code
debit only) statement

Group Name use pay - EFTPOS
method on Bank
statem. .

Total
under

|» | AMEX
| BARTER/C

| CASH

|| CHEQUE

|| DINERS CLUB
| DIRECT DEBIT
|_EFTPOS

|| MASTERCARD
| PAYPAL

| visa

S Diners Club

E Eftpos payment

oooooosmoopl
oooooooxOol
HOrROO0OOO0Ol
gooooooorgl
OO EOOOE
OrxoOOoxOOoOoOpl
oooooooorgl
O000ORROODOE

oooooooool

For each payment method you have to specify whether it is a Merchant
Summary, Paying to Account, Cash Payment or Not Paid to Account. You can
make your selection by ticking the appropriate boxes. The selection made here
is used at the time when a Bank Deposit Slip is created. Furthermore, you have
to specify whether the payment appears as a separate line on your bank
statement (Paying to Account), is included in the EFTPOS transaction
(EFTPQOS), or is a CREDIT CARD transaction in case ii is processed
electronically.

On the Bank Statements the Credit Card payments and EFTPOS payments
have separate totals. Within the credit card payments Amex and Diners Club
cards are separated from MasterCard and Visa payments, but all the Amex
payments for the day have just one total. In order to get the same total in Auto
Care, your credit card payments will be grouped accordingly. For AMEX the
group code is A and the group name is Amex. It means that all Amex
payments for the day will be grouped as one sum on the Bank Reconciliation,
under description Amex. Note that a Group Code can be entered if the Total
under EFTPOS on BANK Statement check box is not selected.

Your MasterCard and Visa payments have a separate total from your EFTPOS.
Therefore, the Separate Total checkbox should be ticked. These three credit
card payments have one total sum on the Bank Statement. To get the same
result in Auto Care put M Group Code next to each of these payment methods.
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The Group Name is Merchant Summary. Tick the relevant check boxes to
make selections. If the selection is not correct, the Bank Deposit Slip and the
Bank Reconciliation module cannot work properly.

Bank Deposit Slip

To create a bank deposit slip:
o Click General Ledger on the Menu Icon Bar.

e Click on the Bank Deposit Slip button. The Bank Deposit Slip window
appears.

e Enter the ending dates on top of the screen and click on the Evaluate
command button.

|1-111D Cheque Account ‘ Change Bank Account { New bank deposit Exit
BachNumber [ ]  aate D\ ront
Date to: ((15/11/2012 | 7)) A ome
Deposit CHEQUES / Deposit CASH
Name Bank Branch Amount Bank * Name Amount | Bank *
4 i » 4 i »
# of transactions D| Total 0.00 # of transactions Dl Total 0.00
Deposit MERCHANT Cash to Bank
Name Card Number Expiry Date Amount Bank *
General Journal
Chart of Account Debit Credit
1-1110 Cheque Account
1-1130 Petyy Cash
# of transactions E Total 0.00

e You will see all payments from the Debtors Payment and the Make a
Deposit modules. Payments received during the given period are listed

on the screen separated according to their type: Cheques, Merchant
and Cash.
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ad
1-1110 Cheque Account | Change Bank Account New bank deposit Exit
Batch Number 1 Evaluate Print Clear screen Save
Date to: |15/11/2012 |~ Find bank deposits
Deposit CHEQUES Deposit CASH
MName Bank Branch Amount Bank ] Name Amount | Bank “ |
BROWN, STAN 50 60 HARRISON, JOHN 16000
RENT 220.00
TAYLOR, MARK 156.20
] ]

4 i 4 i »

# of transactions Total 426.80 # of transactions Total 160.00
Deposit MERCHANT Cash to Bank 100.00

Name Card Mumber Expiry Date Amount Bank
ADAMS, PETER 211 56 General Journal
THOMSON, GEORCE er.10 Chart of Account Debit Credit
THOMSON, GEORGE 110.00
THOMSON, GEORGE 120.00 1-1110 Cheque Account
1-1130 Petty Cash

. " TOTAL BANK DEPOSIT 1,035.46

# of transactions Total 508.66

As a default Bank check box in all lines are ticked. Un-tick the box for

those payments that you do not want to bank.

Enter the amount of cash you want to bank in the “Cash to Bank” field.
When the bank deposit slip is saved, the balance between the Total
Cash Received and Cash Banked will be journaled to your nominated
account automatically. (On the above example to the “1-1140 Petty
Cash Account”) You can set this nominated account in the Chart of
Accounts Linked account module (item number 18 Undeposited Funds).
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| Linked Accounts | X
Mo. Account description Account No. Account Name
1 Cost of Sales Purchase 5-1100 Purchase (Cost Of Sale)
2 Income Sales Account 4-1100 Sales
3 Asset Account for Tracking Receivables 1-1300 Trade Debtors
4 Bank Account 1-1110 Cheque Account
5 Account for Freight Collected 4-5000 Freight Collected
6 Liability Account for Tracking Payables 2-1200 Trade Creditors
T Asset Account for ltem Inventory (Stock on Hand) 1-1200 Stock on Hand  Asset )
§ Expense or Cost of Sales Account for Freight 6-4100 Freight Payable
9 Creditors Rounding 6-4050 Creditors Rounding
10 Debtors Rounding 6-4060 Debtors Rounding
11 Current Year Eamings 3-9000 Current Year Eamings
12 Discount given 4-1300 Sales discount
13 Will be used in the future.
14 Debtors Rounding Adjustment 6-4067 Debtors Rounding Adjustment
15 Work in Progress 1-1800 Work in Progress
16 GST Liability (GST Collected from Customers) 2-1510 GST Liability (GST Collected)
17 GST Paid {to Vendors/Suppliers) 2-1520 GST Paid (to Vendors/Suppliers
Undeposited Funds [ 1-1130 B4 FettyCash |
19 *** From Mo. 20 please set Payroll Linked Accounts Acc... | Account Name ‘;
20 Payroll Cheque Account 1-1110 Cheque Account =
21 Default Employer Expense Account 1-1120 Payroll Cheque Account
22 Account for Wages Paid Petty Cash
23 Account for Deductions & Expenses 1-1140 PayPal le
1-1200 Stock on Hand ( Asset )
1-1300 Trade Debtors
1-1400 Prepaid Insurance M| =
el Pt}

To save the bank deposit slip click Save.

To print the bank deposit slip click Print.

You can clear a Bank deposit slip clicking Clear screen.

You can find a bank deposit slip by the date of banking. Click Find
Bank Deposits on the Bank Deposit Slip screen. The Find window
appears. Enter banking date and press Enter.

Lad X
Find by banking date oK
23/07/2011 |~ | | Find Cancel

Batch Mo. | Banking date | Amount banked | Finish date ‘
£ 23/07/2011 300.00{23/07/2011
5 24/07/2011 300.00 24/07/2011
T 25/07/2011 1,200.00 25/07/2011
37 0171172012 8,840.85 01/11/2012

e You can delete a saved Bank Deposit Slip if it has not been presented
at the Bank Reconciliation module. If “Delete current deposit” is deemed
it means the bank slip has been presented.
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Changing the Bank Deposit Account

Click on the Change Bank Account button to select the nominated account

where you want payments to be deposited.

o

11110 Cheque Account |  Change Bank Account

" | Change Account a

X

4

Account from
[1-1110 Cheque Account |

Account to I

‘1-1110 Cheque Account "

Account =

Cancel

OK

L0 Creque Account |
1-1120 Payroll Cheque Account
1-1130 Petty Cash
1-1140 PayPal
2-1110 MasterCard

4 2-1120 Visa

2-1130 Amex

“lsactions Ijl Total
Al

Reconcile Accounts

e Click General Ledger on the Menu Icon Bar.
e Click Bank Reconciliation. The Bank Reconciliation screen appears.

id

1-1110 Cheque Account | Change Bank Account Evaluate Cancel Save / Exit
G | / Exit

Debit Credit Balance Cance ol

Date from: |01/11/2012 |~ Calculated balance | H H ‘ @
Datetor  [30/11/2012 |~ Adjustment [ I | Adjustment
Opening balance | I I | _ Present Al

Date 3 Description Debit .1 Credit 2| Clear Date | 3| Presented |*

To see more details click on selected grid line

O Show presented
transactions at end of list

Make & payment | | Make a deposit || General Journal - Closing balance

Unpresented total

() Print to Screen

Cust. Payment | Bank deposit slip  Suppl. Payment  Current presented

() Exportto CSV

H H Print / Export
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In the bank reconciliation module, the “Cheque Account” appears as your
default account. To select another bank account, click on the Change Account
button and make your selection. Note that you have to set all bank accounts
that you want to reconcile as detail cheque account or detail credit card
account in the Chart of Accounts module (otherwise they would not appear on
your selection list in the Bank reconciliation module).

Account

Lad
|1-1110 Cheque Account Change Bank Account
|_|Cha||ge Account X
Account from oK
‘1-1110 Cheque Account |
Cancel

Account to
2-1120 Visa =

1-1110 Cheque Account

1-1120 Payroll Cheque Account |
1-1130 Petty Cash I
1-1140 PayPal

2-1110 MasterCard

2-1130 Amex -

e Enter the start and ending date as shown on your bank statement and

click Evaluate.

| | Bank Reconciliation - X
11110 Cheque Account | Change Bank Account Evaluate Cancel Save [ Exit
C. | / Exit
Debit Credit Balance gl
Date from: [01/11/2012 | - Calculated balance | 115.50]| 0.00]| 115 50/ ©
Dateto:  [30/11/2012 |~ Adjustment \ 0.00] 0.00] Adjustment
Opening balance ‘ 115.50” U.UUH 115_50‘ Present All
Date '+ Description ¥ Debit + Credit L2 ClearDate 3| Presented =
o | 11/08/2012 SUPPLIER PAYMENT AUTO BRAKE SERVICE 199.76 0.00 O
I 13/08/2012 | DEPOSIT [Direct debit] Job: 63; HARRISON,JOHN | o000 21857 [ W |
o] 13/08/2012 DEPOSIT [Direct debit] Job: 84; HARRISOM,JOHN 0.00 435.50 (]
2| 13/0872012 DEPOQSIT [Direct debit] Job: 90; HARRISON.JOHN 0.00 110.00 ]
ﬂ 13/08/2012 DEPOSIT [Direct debit] Job: 91; HARRISON,JOHN 0.00 165.00 (|
ﬂ 15/08/2012 DEPOSIT [Direct debit] Job: 93; HARRISOM.JOHN 0.00 220.00 |
g 15/08/2012 DEPOSIT [Direct debit] Ref: E Eftpos payment 0.00 31140 O ¥
g 03/09/2012 DEROSIT [Direct debit] Job: 98, TAYLOR MARK 0.00 15270 O
g 28/09/2012 DEPOSIT [Direct debit] Job: 114; MAYTON, SALLY 0.00 149.00 O
g 28/09/2012 DEPOSIT [Direct debit] Job: 63; THOMSON GEORGE 0.00 50.00 O
ﬂ 28/09/2012 DEPOSIT [Direct debit] Job: 68; THOMSON GEORGE 0.00 100.00 O
2| 06/10/2012 MAKE A PAYMENT Ref: 11 CLEANING 224.00 0.00 O
o | 07102012 MAKE A PAYMENT Ref: 13 ADVERTISING 660.00 0.00 O
2| 071072012 MAKE A PAYMENT Ref: 16 ADVERTISING 330.00 0.00 O
2| 29/10/2012 SUPPLIER PAYMENT CHECKPOINT 2040 0.00 O
2| 29/10/2012 SUPPLIER PAYMENT CAPRICORN SOCIETY LIMITED 11.00 0.00 O
o | 29/10/2012 SUPPLIER PAYMENT CAPRICORN SOCIETY LIMITEDCAP291012 251.90 0.00 O -
To see more details click on selected grid line Unpresented total ‘ d‘UUB.BUH 10‘787.B3H -5‘784.53‘ (&) Printto Screen
[ Show prasented Cust. Payment | Bank depositsip| | Suppl. Payment | Current presented | 0.00] 0.00][ 0.00] © Exportto 8V
transactions at end of list
Make & payment|  Make a deposit | General Journal | Closing balance ‘ 115_50” 0_00“ 115_50‘ Print / Export
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Note that deposits and withdrawals appear on your screen the same way as
they are displayed on your bank statement. On your bank statement Debit
refers to liability and expense accounts and Credit refers to revenue, asset and
owner’s equity accounts. Bank statements are written from the bank’s point of
view. Therefore, what is under Debit on your bank statement is asset for the
bank and liability for you. By the same token, what is under Credit is a liability
for the bank and asset for you, that is your money.

On top of the screen your calculated debit and credit figures (which are the
previous period’s closing figures) are displayed. Check that they equal the
opening balance figures on your bank statement. If they do, they will also equal
the opening debit/credit figures on your screen (third line) and you can start
reconiling your transactions. When you do your first bank reconciliation these
fields are empty.

If you need to adjust the opening balance, click Edit Adjustment to access the
Edit Adjustment window. The requested password is “MOLNAR”. (Make sure
that you thoroughly investigate the reasons for any adjustments.)

Edit Adjustment... X

e
Password ‘...__- oK

‘1-1110 Cheque Account ‘ | T

s Credi

Adjustment | 100}0o]| 0.00]

o Work through the transaction one by one. If a transaction shows up on
your bank statement, tick the box in the Presented column. If you want
to un-tick it, simply click on the box again. For your convenience there is
a Present All command button on the top right hand side of the Bank
Reconciliation screen. If you click this button, all items on the screen will
be flagged as presented. You can always un-tick those not appearing
on your bank statement.

e When you tick an item as presented the date entered in the Date to
field appears automatically in the Cleared column. You can overtype
this date in order to enter the date that is shown on your bank
statement.
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Bank Reconciliation - X

1-1110 Cheque Account Change Bank Account Evaluate Save Cancel Save / Exit
Debit Credit Balance m
Date from: [01/11/2012 |~ Calculated balance 115.50 0.00 115.50‘ ©
Datetor 30112012 |~ Adjustment 0.00 0.00 Adjustment
Opening balance 115.50] 0.00] 115.50] |_Present Al
Date + Description Debit Credit Clear Date Presented |
o] 11/08/2012 SUPPLIER PAYMENT AUTOD BRAKE SERVICE 199.76 0.00(30/11/2012 )
2| 13/08/2012 DEPOSIT [Direct debit] Job: 69; HARRISON JOHN 0.00 218.57
| 13/08/2012 DEPOSIT [Direct debit] Job: 84; HARRISON,JOHN 0.00 435.50 / O
2| 13/08/2012 DEPOSIT [Direct debit] Job: 90; HARRISON,JOHN 0.00 110.00 O
| 1310812012 DEPOSIT [Direct debit] Job: 91; HARRISON,JOHN 0.00 165.00 O
| 15/08/2012 DEPOSIT [Direct debit] Job: 93; HARRISON,JOHN 0.00 220.00 O L
g 15/08/2012 DEPOSIT [Direct debit] Ref: E Eftpos payment 0.00 31140 O 7
2] 03/09/2012 DEPOSIT [Direct debit] Job: 99; TAYLOR MARK 0.00 152.70 O
| 28/09/2012 DEPOSIT [Direct debit] Jab: 114, MAYTOM,SALLY 0.00 149.00 O
| 28/09/2012 DEPOSIT [Direct debit] Job: 63; THOMSON GEORGE 0.00 50.00 O
| 28/09/2012 DEPOSIT [Direct debit] Job: 68; THOMSON GEORGE 0.00 100.00 O
| 06/10/2012 MAKE A PAYMENT Ref: 11 CLEANING 224.00 0.00 O
2| 07/10/2012 MAKE A PAYMENT Ref 13 ADVERTISING 660.00 0.00 O
| 07102012 MAKE A PAYMENT Ref: 16 ADVERTISING 330.00 0.00 O
2| 29/10/2012 SUPPLIER PAYMENT CHECKPOINT 2040 0.00 O
| 29/10/2012 SUPPLIER PAYMENT CAPRICORN SOCIETY LIMITED 11.00 0.00 O
2] 29/10/2012 SUPPLIER PAYMENT CAPRICORN SOCIETY LIMITEDCAP291012 251.90 0.00 O -
To see more details click on selected grid line Unpresented total 3.803.54 10,787.85 —5‘984.31‘ (%) Printto Screen
Shaw presented Cust, Payment | |Bank depositsiip| | Suppl. Payment | Current presented ( 199 76 0.00 199 75 Exportto CSV
transactions at end of list
Make a payment | Make a deposit || General Journal | Closing balance 315.26 0.00 31526/ | Print / Export

¢ Note that when you mark a transaction as presented, the amount will be
taken up in both the Current Presented Debit/Credit Balance line and
the Closing Presented Debit/Credit Balance line at the bottom of the
screen. Check that the closing balance figures on your screen equal
the figures on your bank statement.

e Click Save/Exit.

e You can sort transactions a number of ways. As a default transactions
are displayed in transaction date order. Note that the arrow found in the
header of this column is green. If for example you want to sort
transactions by their clearing date, click on the header of the Cleared
column (the colour of the arrow changes from red to green). Sorting
transactions by their dollar amount in ascending order for both Debit
and Credit comes handy when you are searching for a specific amount
missing on your bank reconciliation.

e Click on the “drill down” (zoom) box in front of individual transactions to
view the original transaction in detail.

e |f a customer pays several invoices by one direct deposit transaction,
you should enter the same reference number for each payment made
on the same day (e.g. “16/11/2012"). This way on the bank
reconciliation screen those payments will come up as one transaction
for a day. For example, your customer pays two invoices with one direct
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debit. When you enter the payments against the relevant invoices select
Direct Debit as payment method and in the reference field enter
16/11/2012 for both invoices. On the Bank Reconciliation screen you
will found only one transaction for these payments.

 Bank Reconciliation - X
1-1110 Cheque Account | Change Bank Account Evaluate Cancel Save / Exit
Debit Credit Balance [ Cancel / Exit |
Date from: [01/11/2012 | ~ Calculated balance | 115,50 0.00] 115,50, ©
Dateto:  [30M/2012 ]~ Adjustment \ 0.00]| 0.00] Adjustment
Opening balance 115.50“ 0.00” 115_50‘ Present Al
Date ¥ Description '+ Debit ¥ Credit .| Clear Date . 2| Presented | *
o /09 i it] Job. 9% TAYLOR MARK 0.00 15270 k/ O
( t’] 16/11/2012 DEPOSIT [Direct debit] Ref: 16/11/2012; ROBINSON,BRIAN 0.00 117.10 ) O
31 15/08/2012 DEPOSIT [Direct debit] Ref: E Eftpos payment 0.00 31140 O

Click on the drill down box on the line to display the Look-up
Transactions window.

| Look-up Transactions

|1-1110 Cheque Account | Exit

|DEPOSIT [Direct debit] Ref: 16/11/2012; ROBINSON,BRIAN |

Name Date Suppl. Inv. No. | Cust. Job ID Debit Credit |
51| ROBINSON, BRIAN 16/11/2012
| ROBINSON,BRIAN 16/11/2012 124 0.00 73.10
Total 0.00]| 117.10]

To view a transaction, select it and click on the Look-up button.

If you pay several invoices for a particular third party on a given day
enter the same particulars in the Cheque No/Particulars field for each
payment. (e.g. “CAP161112” meaning payments made to Capricorn on
16/11/2012). This will help you to find a payment when you make you
bank reconciliation as payments made for a third party will be displayed
as one daily figure on your bank statement.
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| 16/11/2012 DEPOSIT [Direct debit] Ref: 16/11/2012; ROBINSON_BRIAN 0.00 K 117.10 O J

| 16/11/2012 SUPPLIER PAYMENT CAPRICORN SOCIETY LIMTEDCAP161112 231.54) 0.00 O

To see more details click on selected grid line Unpresented total | 3,735.14]| 10,904.95|| 7.169.81) &) Printto Screen
Show presented Cust. Payment | |Bark deposit sip| | Suppl. Payment | Current presented | 5gg_gg” g_[][]H 5UU_UU| ) Exportto G2V
jransastinns e endclist Make a payment| | Make a deposit | | General Journal | Closing balance | G15.50” U.UUH 515.50| Print / Export

o Click on the drill down box or double click on the line to display the
Look-up Transactions window.

‘1-1110 Cheque Account ‘ Exit

‘SUPPLIER PAYMENT CAPRICORN SOCIETY LIMITEDCAP161112 ‘

Name Date Suppl. Inv. No. | Cust. Job ID Debit Credit

2

2| REPCO AUTO PARTS 16/11/2012 REP12345 58.04 0.00

o If you tick the Show presented transactions at end of list box in the
bottom left hand side of the screen, the un-presented transactions
appear on top of the screen.

e Click Print to print the Reconciliation Slip.

Enter New or Edit Existing Transactions

¢ You may need to enter transactions (e.g. bank fees and interests) that
have been missed and adjust transactions that are incorrect. For your
convenience, you can access the various modules where you can enter
new transactions or edit existing ones from the Bank Reconciliation
screen. Just click on the appropriate button at the bottom of the screen.

To see more details click on selected grid line
Show presented | Cust, Payment | Bank deposit slip | Suppl. Paymeﬂ

transactions at end of list] -y .
ke a payment  Make a deposit || General Journal

After making your entry click Exit to return to the Bank Reconciliation
module. Click on the Refresh icon and the system will update the
screen.

Reminder letters

In Auto Care Software Premier you can create and automatically print various
reminder letters for your customers. You have the option to send next service;
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registration; transmission as well as air conditioner reminder letters. (Note that
inactive and suspended customers will not be listed for service reminder and
other marketing letters.)

Auto Care Software Premier Version 14.0

MARKETING | UTILITY  SYSTEM

| Beminder Letters » Service Reminder

Customer Follow Up N Registration Reminder

Transmission Reminder

Ajr Conditioner Reminder

Next Service Reminder

When you add a service oriented billing code to a debtor’s invoice, the next
service date is recorded automatically on the invoice screen. The default
setting is: next service date = current date + 6 month. However, the next
service date can be overtyped in SYSTEM/System Setup/Debtors 4.

Creating Next Service Reminder Letters

To create reminder letter follow the steps described below:

e On the Next service reminder screen enter the time period and click
Evaluate. The system will list all vehicles that are due for service within
the given period. Note that as default the Send column for all customers
on the list are ticked. If you do not want to send reminder letter to a
customer you need to un-tick this box in the appropriate line. For each
line either Print or Email option is ticked automatically according to your
setting in the customer card file. However, you can change this on the
screen.
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") X

Next service reminder

Date from: [01/11/2012 =] to: 301112012 - Evaluate | ()
Name Due Date Vehicle Registration Send Print, E-mail, SMS Sent |
E| ADAMS, PETER
| BROWN, STAN 07/M11/2012 FORD FALCON 2WWWWA23 @ Print O E-mail O SMS  No
| HARRISOM, JOHN 231112012 TOYOTA CAMRY VOW 787 ©Prnt O E-mail O SMS  No
| MAYTON, SALLY 01/11/2012 NISSAM PATROL J5TR222 @ Print O E-mail O SMS  No
| SMITH, GREG 09/11/2012 TOYOTA CAMRY 25TW321 ©Prnt O E-mail O SMS  No
| TAYLOR, MARK 231112012 FORD FALCON VOX 567 @ Print O E-mail O SMS  No
To see more details click on selected grid line
Print Letter E-mail Follow up Postage Labels Export to CSV Exit

e To create your letters, click on the Print Letter button at the bottom of
the screen. A word processor will appear with the service reminder
letter template. Note that you can change the logo and body script on
the reminder letters at any time.
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Word Processor ==l

File Home Insert Page Layout Mailings ‘ View ‘ Review | -

oa) e § & @

Simple Draft | Print | Horizontal Vertical <Zoom Out Zoom In

View  View |Layout | Ruler
Document Views Show Zoom

&l P ¥ Font|tmesNewRoman |~ Fontsize[12  |~]
Template |erged Docment
] 00 S R, IR NN SO ORI SURCIC NI, SRMCI RO SO N SR = 00 ] 5

Service Reminder

‘Our customer records show that your vehicles next service/service+tune will be due shortly. To
arranae an nlease contact us an the ahoue phone numher

o To see all the letters that were on your reminder list, click on the
Merged Document tab. Just scroll down to see all letters.

=l _f '\7 Fant Times New Roman |~ fcnt Size| 12 | |

ITemplat{Merged Docment [}

K 1 & 1 1 2 1 1 4 1 1 1 1

~N

i

Suyak :
Auto Repairs

MR PETER ADAMS Monday, 206 Movember 2012
3 CASTLE STREET
ATHELSTOME SA 5076

Service Reminder

-1.......:3.......2.....‘.|..‘|...u...|E|

Vehicle: TOYOTA HILUX Registration: WOS 783

Dear Mr Peter Adams,

Our customer records show that your vehicles next service/service#tune will be due shortly. To
arrange an appointment please contact us on the above phone number.

Regular Service and Tuning ensures your car is in pesk condifion, thus extending the ife of the
vehicle, and helps prevent expensive repsirs when potentisl faults sre detected and comected
==*LOAMN CAR AVAILABLE"" availability and conditions apphy

TS IR A AT
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Note that in The Customers Card File you can set up the way you want to have
the customer’s name in the greeting section of the reminder letter. (Note that

the system will import information to the reminder letter from the actual invoice
in question. Changes made will not take effect on previously created invoices.)

Options 1: If Title is not selected the greeting section of the reminder letter will
be “Dear Valued Customer”

Options 2: If Title is selected the greeting section of the reminder letter will be
“Dear; Title; First Name; Second Name”.

Options 3: If the box next to the Contact field is ticked the content of this field
will be printed in the greeting section of the reminder letter (regardless whether
Title field is empty or not). Do not tick the box if you use this field to store other
information (e.g. a phone number).

Sending Next Service Reminder Letters

You can print or e-mail service reminder letters. Furthermore, you can export
them in .CSV files.

e To print them, click on the Print icon on the task bar.

File | Home Insert Page La!pu;\ Mailings

Mew Open Save As  Quick '\ Print
Print \

Commaon

e To email letters, click on the E-mail button. The Windows Mail window
appears displaying the first customer’s email address and the subject.
Click Send to send the email. Note that you have to send each email
individually.

Windows Mail [

A program is attempting to send the following e-mail
! i message on your behalf:

To:  sallyl5@gmail.com

Subject:  ServiceReminderMerged.rif

\ Would you like to send the message?

| Send |) | Do Mot Send
e —
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o To export the reminder letter list to an Excel .CSV file, click on the
Export to CSV button. A message appears with the name of the .csv
file created.

[0] File 'C:\SQLWORK_AutoCare 14_C\MextServiceReminder,csv' has been created successfully,

Postage Label Printing

You can print postage labels for customers who you want to send service
reminder letters to. On the bottom of the screen tick Postage labels and click
Print/Export. Use label sheet (code: 38931) to print your labels.

lel The system is ready to print 3 label{s). Put 1 sheet(s) of labels {Unistat 33 labels/sheet; code: 38931) into the printer. Print Yes to continue,

Yes MNo

Note that inactive and suspended customers are not listed on service reminder
and other marketing letters.

Service Reminder Follow up Report Printing

Click on the Follow up button to print this report.

Sunshine Auto Repairs Page: 1"
Monday, 26 Movember 2012 4:55 PM
Service Reminder follow up
From 01/11/2012 to 30/11/2012

i Customer Name Phone Reminder Sent Media Vehicle Registration )

ADAMS, PETER 08 8765 1232 Yes E-mail TOYOTA HILUX WOS 789
BROWN, STAN 039365 1111 Yes E-mail FORD FALCON 2WWW123
HARRISON, JOHN 08 8382 1234 Yes E-mail TOYQOTA CAMRY VOW 787
MAYTOM, SALLY 08 8283 3236 Yes E-mail NISSAN PATROL 35TR222
SMITH, GREG 08 8321 1256 Yes E-mail TOYOTA CAMRY 28TW321
TAYLOR, MARK 08 8225 0003 Yes E-mail FORD FALCON VOX 567
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Creating New Letter Templates

You may want to create several variations for a service reminder (e.g. winter
specials). You can create and save these letters in the word processor.

e Click on the Save As button on the task bar. Find C:\Users\Public\
AutoCarePremier\ AutoCarePremier414 on the left hand side. Enter a
new file name (e.g. ServiceRemainderWinter) and click Save.

File Home Insert Page Layout Mailings
® , 9 3
|J el 29 (
MNew Save As Qulck Prlnt
Print
~ Common

e Make your changes in the body of the letter.

Registration Reminder/ Transmission Reminder/Air Conditioner Service
Reminder

e Select Reminder Letters on the DEBTORS menu pad.

e Select the type of reminder letter you want to send out. To print your
letters apply the same principles as in the Next Service Reminder
module. In all cases, the system picks up the due dates from the
detailed vehicle information section.

Vehicle Details. X
MANDATORY INFORMATION REGISTRATION INFORMATION =

Make: TOYOTA Vehicle TOYOTAHILUX

Model Registralon WOS 789 ||| gqjct Make & Hada

Model code I:l EngineMo. [ ] from database
Engine capacity Chassis No.
Build date Month Year Colour
Fuel l:l Approval No l:l
Induction System l:l Category l:l Transfer Ownership

Motes (DbIClick to enlarge)
OPTIONAL INFORMATION 1 [OPTIONAL INFORMATION 2, (Printed on job card)

e e T —
e —

Cruise Control  |Yes 7 Drive Awd

Airbag Yes - Next Service  +

Air Conditioning m Aircondition Serv. |01/02/2013 |~
Power Steering E Trans. Service 01/06/2013 |~
Transmission Rego Due Date | 15/12/2012 |~

months from invoice //
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Productivity Report

To print various serviceman productivity reports, select the Servicemen
Productivity module on the DEBTORS menu pad. Enter the start and finish
date and click OK. The following reports will be printed:

(Star‘[ date  [26m172012 7] | 4 /

Ending date |27/11/2012 |~ Exit

| Al Staff Members = -|

Productivity Report |. Detailed report. Grouped by Days and Technicians. Lists all jobs.
Productivity Report II. Detailed report. Grouped by Technicians and Days. Lists all jobs.

Productivity Report Il Summary report. Grouped by Technicians and Days.

The Servicemen Productivity reports show actual (real) hours as well as
assigned hours.

Note that for creating these reports you need to turn on the “Record real hours
required per billing code” option on the SYSTEM\System Setup\Debtors 1
page.

System Setup

Debtors 1 |Debtors 2 Debtors 3 Debtors 4 Stock | Creditors | Booking|

CUSTOMER
[JWork in Progress OFF
Job Costing ON
Contact Information ON Enter Contact Methods

O Debtor'_s Invoice can be modified after rintin____ /

Note that you can create reports for all staff members or for individual
servicemen.
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Servicemen Productivity Reports...

Startdate  [26/11/2012 |~
Ending date [27/11/2012 |~ /

[* All Staff Members *

Mame
* All Staff Members * Lrt' Groupe

-

Garry Jones
John Brown

rt. Groups

Productivity Report |

This is a detailed report for each serviceman for the selected period. It shows
the job numbers; vehicles; real hours spent on job; type of jobs performed;
assigned hours and the total price charged (both GST inclusive and exclusive)
for each day.

Productivity Report Il
This report shows the assigned hours grouped by servicemen.

Productivity Report Il
This is a consolidated report for all servicemen.

Utilities
Servicemen Database

This is the place where you enter servicemen details. Enter details including
the approximate cost/hour figure for your servicemen. This cost figure is sed in
the Profit on the Job and Sales reports in the Debtors Invoice Module. (Note
that you only can see the cost field if the Hide Cost check box is not ticked in
the Operators & Passwords module’s Inventory section.) The length of the
Address field is unlimited. Therefore, this area can be used for entering memos
regarding the serviceman. You can select one service man as default. In this
case when you create a new invoice the service man selected as default will
automatically appear on the invoice. If the log-in operator’'s name (code) is the
same as the serviceman code and no default serviceman is selected in the
servicemen database the operator’s code will be the default serviceman on any
new invoices.
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Seniceman Code

Department |Wnrk5hnp -
Title

First name

Sumame

Jobtitle |Mechamc

Address

Telephone 08 8336 2555
Mabile 0408 0222 0333

Cost / hour 2750

Set Default Seviceman

New Prev M ext Eind Delete Exit

Backup Your Database

Every day when you exit Auto Care Software Premier for the first time the
system will do an automatic backup to your C drive. However, it is crucial that
you do make a backup of your entire database at the end of each working day.
We recommend that you use Removable Hard Drives for backup purposes.

To make a backup, click Backup Database on the UTILITY Menu.

Select Your Backup ox

Exit
® Internal Backup
C:\Users\Public\AutoCarePremierMainBackup\Premier14_Backup\AutoCare14_ \YYYY_MM_DD_[TIME] folder.

O External Backup to CD,DVD, Memory stick or External hard drive

KA\Users\Public\AutoCarePremierMainBackup\Premier14_Backup\AutoCare 14 \YYYY_MM_DD_[TIME] folder.

(X represents media drive letter. YYYYY stands for Year, MM for Month, DD for Day)

On the select your backup screen you can select from the following two options
to do a backup:
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Option 1 - Internal multiple backup

Click on the Internal Backup button on the Select your Backup screen and
click OK. Auto Care Software Premier will make a backup to your local C:
drive’s Auto Care Software Premier backup directory. In this directory each
backup will have its own subdirectory.

Internal Backup oK

Backup into

C:Wsers\PubliciutoCarePremierMainBackup\Premier14_Backuplc_Users_Public_AutoCarePremier_AutoCarePremier41412012_11_27_[11-07] |

Keep last backup(s)

As a default, the system will keep the last ten backups. However, you can set
the number of backups that you want to keep on your hard drive. The
subdirectory’s name explains the date and time of the backup. In our example
above the back was done on 27/11/2012 at 11:07am.

Benefits of internal backups:
e Very fast.
¢ In multi user environment every user (computer) can do backups, and
other users do not have to exit from Auto Care Software Premier.
e ltis better than not doing a backup at all.
Disadvantages of internal backups:
¢ If the hard drive crashes or your computer has been stolen you end up
with no backup.
e There is no data integrity check performed before backups and so you
may have a small risk of backing up damaged data.

Option 2: External Backup

Click on the External Backup button on the Select your Backup screen and
click OK. The system supports CD, DVD, memory stick and external hard dive.
However, we would recommend that you use an external hard dive as it is the
most reliable media.
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Backup will be made to the root directory of the backup media. When the media
is used again, the backed up files will be deleted and a new backup will be
performed. You always will have one backup per media and it is the last
backup. Before executing a backup, the system checks the data tables if they
are in good condition. Backup will not be made if any of the data tables is
damaged. Note that if you use several computers in a local area network,
you have to exit the Auto Care Software Premier on all of the other
computers.

The first time make a backup, you have to enter your external backup media’s
name (e.g. “F”). When you do the next backup, the system will remember this
letter. If you are uncertain, click on the Help to Select External Drive button
and find the name. Note that the letter C will not be accepted as C always
represents you local hard drive.

Benefits of external backups:

e You can take it off the premises.

e |tis fast, if you make it on a removable hard drive or zip drive.

e Data is checked before backup. (In a multi user environment the other

users have to exit Auto Care Software Premier)

Note that making external backups has no disadvantage. You should make a
backup at the end of each workday. Take the backup with you, and keep it in a
safe place.

Retrieve Database from a Backup

The only reason for retrieving a database from backup is if the computer hard
drive has crashed.

e To retrieve a database from backup, select Backup Database on the

UTILITY Menu. Enter MOLNAR in the Password field. You can retrieve
both internal and external backups. Make your selection and click OK.
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Retrieve Database from Backup >
Password " & Exit

Backup location is:

etrieve Database from Internal Backup. Backup located on

C:\WUsers'\Public\AutoCarePremierMainBackup\Premier1d_Backup\AutoCare14__ \YYYY_MM_DD_[TIME] folder.
™YY stands for Year, MM for Month, DD for Day)

(O Retrisve Database from External Backup. Backup can be on CD burner, DVD burner or External Hard Drive.
K \Wsers\Public\AutoCarePremierMainBackup\Premier14_Backup\AutoCare14__\WYYYY_MM_DD_[TIME] folder.
("x" represents media drive letter)

External Drive Letter Name (e. g. E) Help to Select External Drive

| Retrieve Database from Local Hard Drive

Retrieve Database from Local Hard Drive /
Retrieve database from Exit

C:\Users\Public\AutoCarePremierMainBackup\Premier1d_Backup\c_Users_Public_AutoCarePremier_AutoCarePremierd 14\ + f
selected in listbox below.

20

€ 2012_11_27_[15-24]

20121127 T12-34]
2012_11_26_[17-56]
2012_11_21_[13-44]

2012 11 20 [18-10] b

- Mote: If the Software is being used on more than one computer,
exit from it on the other computer(s) during data retrieval.

Note that when you retrieve your database from either your internal or external
backup, the dates and times of the last backups are displayed on the screen.

(The latest is on the top of the list.) Select the database that you want to
retrieve.

If you use Auto Care Software Premier on more than one computer in a

network, exit from the software on the other computers before retrieving
the database.
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Business Activity Statement

The Business Activity Statement module provides you with the GST
Collected and Paid detailed report and the Business Activity Statement report
to assist you with your obligation to account for and pay your GST tax to the
Australian Tax Office (ATO). To access the these reports:

e Select Business Activity Statement on the UTILITY menu pad on the

main menu.
e Enter the start and ending date and select the GST basis (Cash or
Accrual). Select Business Activity Statement report by ticking the

check box.

Startdate  |0w11/2012 || @ Printto Screen
. (O Export to CSV
Ending date |30/11/2012  ~ k / Exit

GST Basis (=) CASH [1GST Collected and Paid detailed report

() ACCRUAL
[ PAYG Tax Withheld detailed report J

( Business Activity Statement repc»rD
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Sunshine Auto Repairs Page: 11
Tuesday, 2T Movember 2012 5:07 PM

Business activity statement - Cash
based
FromQ1/07/2012 to 30082012

ik. Reference Reference Code Amount )
1, Goods and services tax (G5T)
Totalzales G1 558,513
Dioes the amount show at 1 indude GET? MO
Exportsales G2
OtherGET-free sakes G2
Input taxed ssies G4
Capital purchasas 510
Mon-capital purcheses G111 3318
Purchases formaking input taxed sskes G513

2, PAYG tax withheld

Total salary, wages and other peyments W1 517,215
Amount withheld from payments shown at W1 W2

Amount withheld where no ABN & quoted W4

Other Amount withheld excludng W2 and 4 W3

Total Amount withheld (W2 +Wd +03) W5

3, Summary

G5Tan sales 14 55,851
PAYG withheld 4

1A+4 BA 35,851
GSTon purchasa 1B 331

4, Payment or refund
is 84 more than 1B YES

“ourpayment amount 3 55,820

For input taxed purchases and sales use the INP tax code. See available GST
codes below:
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Pur-
Default  Comple- Export Non Pur- ek aal lekes s
G Gst Input Pur- | Pur- for
st Gst Description  Gst % for etian/|Conple p o ) £ Free s Taxed Captichase chase chase K makin
Code B ° | Debtors Gst Gst Description | Sales (Gst Pur- Gst 3 = 9
Sales Sales incl.  excl. | input
Invoice  Code free) chase | free
Gst Gst | taxed
sales
»|+csC L L L) o L) L) L) o L)
_|#G8T  Plus GST 10.00.. [0 INCL Inluding GST O O O O O O O
__|CAFR  Capital purchase ... 0.0000 [J CAFR  Capital purchase .. [ O O O O O O O
__|EXPT  Export SalesFree 00000 [J EXPT  Export Sales Free [ O O O O O O O
__|FREE  NoGST 00000 [ FREE NoGST O o o 0O O O O
__|INCC  Capital Purchase.. -9.0909 [ +GSC  Capital Purchase.. [ O O O O O O O
__|/INCL  Inluding GST -9.0909 +GST  Plus GST O O O O O O O
NP Input Taxed g0000 [ INP Input Taxed O O O O O O O
T Non taxable 00000 [0 NT Non taxable O o o ad O O O
Default for Debtors invoice O +GST ®INCL Exit

PAYG Tax Withheld report

e Select Business Activity Statement on the Utility menu pad of the
Auto Care Software Premier main menu.

o Enter the start and ending date, select the GST basis (Cash or Accrual)
and select PAYG Tax Withheld report by ticking the check box.

Suns hine Aunto Dealers hip 12 Movember
ABN 11222333 444 . Page
4 Rustic Court, PAYG Tax Withheld 98-
Highbury 54 5089 Cash based
Phone:  (05) 8396 5605 from  01/07/2004 to 30/00/2004
Fax (08 8265 5959

Date Reference” Transaction Amount

1, W, Salary, Wayes & Other Payments

0702004 MP WAGES B-8500 Wages 1,000.00
22092004 MP WAGES G-5300 Wages 700.00
240%2004 MO WAGES 63300 Wages -100.00
4, W1, Salary, Wages & Other Payments  totak 1,600.00

2, W2, Amounts withheld from payments show at W1
0702004 MP WAGES 2-1420 PAYE Tax Payabie 300.00
0702004 MP WAGES 2-1420 PAYE Tax Payable 100.00
22092004 MP WAGES 2-1420° PAYE Tax Payable 440,00
240%2004 MO WAGES 2-1420 PAYE Tax Payable -48.30
2, W2 Amounts withireld from payments shovn at W1 total: 491.50

3, Wd, Amounts withheld where no ABN is quoted

24092004 Tl Complo. 61 2-1350 Wrhhokiing tax 67.70
2202004 MP WITHHOLDING TAX 2-1550 Wihhotiing tax 48500
3, W4, Amounts vithireld where no ABNis quoted  total: 552.70

& W3, Other amounts withheid
NO TRANSACTIONS
4, W3 Other amounts witirheld  total:
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Word Processor

For your convenience Auto Care Software Premier has its own Word
processor.

Word Processor [E=RECR )

J File | Home Insert Page Layout View Review

e &sHB9 ¢
New  Open Save As  Quick  Print
Print

Commen

& < 5/ Font arial Font Size| 10

Index and Maintenance Files

This module rebuilds the connections between the different data tables. It can
be useful in case of a power blackout or in case the computer was shut down
before exiting the Auto Care Software Premier. Click Index and Maintenance
Files on the SYSTEMS menu pad. It is good practice to run this module once a
month. This module can also be used if the system does strange things like
print blank invoices or statements that do not show a transaction.

Personalising Your System

You can personalise your system by choosing settings that are appropriate for
your business. To open the System Setup module:

e Select SYSTEM on top of the main menu screen.
Select System Setup. The Debtors 1 menu screen appears. You will
find all the optional settings on twelve menu screens. Just click on the
tabs on top of the screen to move around.
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Debtors 1 |Debtors 2 Debtors 3 Debtors 4 Stock | Creditors Booking| Ledger System 1) System 2 System 3 SystemD‘
CUSTOMER INVOICE SCREEN SETTINGS

[[]'Work in Progress OFF Suppress Code printing on invoices/quotations ON
Job Costing ON [[] Brought forward printing on debtors invoice is OFF

e On the various screens, in most cases a list of alternative statements
appears. You can change the status of a statement by clicking on the
small check box located next to the statement (YES/NO; ON/OFF).
(Note that the Point of Sales and Payroll settings command button is
only visible if these modules have been purchased.)

Debtors 1

Work in Progress (ON/OFF)

When a Debtor Invoice is raised, the invoice will be marked as a Work in
Progress invoice. Work in Progress invoices are not printed on statements. In
the General Ledger, the Work in Progress account (default 1-1204) shows the
cost (material only) of the Work in Progress jobs. Work in Progress jobs are not
included in the General Ledger’s Sales and Trade Debtors Accounts. When a
Work in Progress job is printed, the Work in Progress flag is automatically
taken off. Now it becomes a Work Completed invoice. If this box is checked
OFF, invoices are not marked automatically as Work in Progress, and they
function as an invoice immediately.

Job Costing (ON/OFF)

If this box is checked ON, and a supplier invoice (Creditors Invoice) is entered,
the received parts can be allocated to a job by entering the job number. A
Markup percentage based on the cost or the sales price can be entered. At the
time of allocating the part to the job, the system automatically enters the part to
the corresponding debtors invoice. The new line created on the debtors invoice
shows the part number, quantity, unit price, total price and description of the
item. See more details in the Creditors Invoices section.

Contact Information (ON/OFF)

This function serves as a marketing tool. If it is ON you can record how you
obtained your customers (e.g. through advertisement, referral etc.) When
raising a debtor invoice, you can select whether the customer is an existing
customer (REPEAT) or a new customer. There is a weekly summary about the
number of customers you have served and information about the way that
these customers were acquired (Debtors/Weekly Sales Summary Report).
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Debtors Invoice Can Be Modified After Printing

If this function is OFF, you can make changes to an invoice after it has been
printed. If the check box is ticked, debtors invoices cannot be modified after
printing.

Record Real Hours (ON/OFF)
Please find detailed description in the Invoices for Customers section.

Automatic Rounding on Customers’ Invoices (ON/OFF)
Automatic rounding to the nearest 5 and 10 cents can be turned ON or OFF.

Split Job on Customer Invoice (ON/OFF)
Please find detailed description in the Invoices for Customers section.

Print invoice if Order/Reference Number Entered
If this setting is ON, you can print customer invoice only if order number is
entered on the invoice.

Remember Customer Invoice Grid Column Settings (ON/OFF)

If this setting is ON, you can personalise the line items’ column order and size
on the customer invoice screen. E.g. the “Mechanic” column is hidden to the
right in the Grid, but can be dragged to the visible screen area if required, or
the “Unit” column can be dragged to the hidden area. In multi user environment
this setting affects the computer workstation only.

Suppress Code Printing on Invoices (ON/OFF)

When a debtors invoice is raised, stock codes can be used to call up the price
and the description of a stock item. These codes appear on the printouts. If you
do not want to print this code, set this option ON. In this case, at the time of
printing individual invoices you can decide whether or not to print the item code.

Brought Forward Printing (ON/OFF)
If this box is checked ON, printed invoices show the outstanding amount as
Brought Forward.

Print ZERO Value Parts on Debtors Invoice (ON/OFF)

There are two methods of charging for services. You can provide services for a
fixed price that include both labour and the parts or you charge for labour and
parts separately. If the fixed price method is used, the parts are taken out of
stock and listed on the invoice. In order to avoid charging customers twice, you
need to change the unit price of parts to zero. If the option is ticked, stock items
are not shown on the customer invoice.
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Suppress Printing Assembly Components on Invoice (ON/OFF)
When you enter an assembly on an invoice, you can decide whether or not to
print its components.

Print the Payment Received Amount on Customer Invoice (ON/OFF)

If this option is ON, a “Payment received with thanks” message is printed on
the bottom left hand side of the last page of the invoice. The payment date,
method and amount is also printed.

Print Account Terms on Invoices (ON/OFF)
Customers’ account status can be either “CASH” or “ACCOUNT”. The account
term can be printed on the customer invoice if required.

Debtors 2

Customer invoice Report settings
On the top part of the page you can enter texts that you want to print on all of
your invoices.

Debtors Print Settings

In this section of the page you can select if you want to print on letterhead.
Furthermore, you can set the default printing either to go straight to printer or to
the screen first. The Invoice print Right click No. function is explained under
shortcuts.

Debtors Invoice and Credit Print Options

When you print Invoice and Credit Adjustment Note you can select the fields
you want to be on the printouts (Qty, Unit Price, Unit, and Extended Price). As
a default you print all these fields.

Quotation Print Options

When you print a quote you can select the fields you want to be on the
printouts (Qty, Unit Price, Unit, and Extended Price). As a default you print all
these fields.
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Debtors 3

Check Registration Number Uniqueness (ON/OFF)
If this option is ON, you cannot enter the same registration number for two
different vehicles.

Registration Reminder (ON/OFF)

If there is a compulsory mechanical test on vehicles in your state or territory,
you can send Registration Reminders to customers automatically. Note that
this reminder works independently from the next service reminder.

Use Chassis Number (ON/OFF)

If this box is checked ON, a vehicle’s service history can be found by Chassis
Number or Registration Number. If it is OFF, service history can be found by
Registration Number only.

Vehicle Details Entry Order

In the vehicle details screen you can enter vehicle information in Make — Model
— Model code or Make — Model - registration Number order depending on the
Vehicle Entry Order settings.

Next Service Due Date

When you enter a vehicle in the vehicle database, the next service date is
automatically set to the date we have entered here. If there is a service
oriented billing code on the invoice, the next service date will be automatically
entered for the vehicle (current date + 6 months).

Caption Setting
If you have a marine or bike shop you can change the captions as required.

Debtors 4

Monthly Statements Sent to Customers (YES/NO)

When a new customer is entered into the Customers database you have to
select whether or not you want to send monthly statements to your customers.
The default setting in the table will correspond to the default setting established
here. If the setting is not appropriate for the new customer, you can make
changes by typing it over in the Customers Card file module.
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Customer Category (ON/OFF)

If this box is checked ON, customers can be categorised at the time of entering
their details into the customer data table. When printing a customer list, you
can select a combination of categories to be printed. (This is discussed in more
detail later on.)

Credit Stop (ON/OFF)

If this box is checked ON, invoices cannot be raised for customers who are
over the credit limit. The credit limit can be set for each customer individually in
the Customer Data Table (explained later).

Find Customers by Name, Phone Number or Rego Number
If this function is ticked, you can find customer records by name, phone number
or registration numbers.

Show Internal Customer Number
Each customer has an internal number in the system. You have the option to
show this number on the customer card file.

Statement Settings

You can print statements with one overdue figure or with 30, 60 and 90 days
overdue figures. In this section you can make your preference. You can also
enter a message that will appear on all your statements.

Stock

Stock Categories (ON/OFF)

If this option is ON, you can create stock categories. See detailed description
under Stock. If categories are entered, sales analysis can be printed grouped
by categories.

Stock Automatically Marked Up (YES/NO)

When new stock is entered in the Stock data table, you have to decide whether
you want automatic or manual mark up for pricing. When you enter a new
stock, the mark up setting will correspond to the default setting established
here. If the setting is not appropriate, you can make changes by typing it over.
If most of your stock is manually marked up, it is recommended that you leave
this check box unchanged (NO).
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Secondary Stock Description
The secondary stock description helps in identifying a stock item. It is not
printed on invoices or any other reports.

Stock Location (ON/OFF)
If this option is ON, you can enter the location for each stock item in the Stock
module.

Price Types
You can have either Retail only or Retail, Trade and Wholesale prices in your
system.

Set Stock On Hand > 0 check box on Find Stock screen
If this option is turned on and you click Find on the Stock screen, only stock
items with an on hand value of grater then zero will appear on the screen.

Print Stock location on Job Cards (ON/OFF)
If this option is ON, stock location will be displayed on job cards.

Number of records in Find Stock screen

The number you select here will determine how many records you can browse
through at any time on the Find window. The number you should set here
depends on speed of your computer and/or network. We recommend that you
set the number between 500 and 1,000.

Creditors

Supplier Invoice Settings

If the Remember Supplier Invoice grid column settings is turned ON, and you
change the column order on your screen the system will remember your setting
after exiting the module.

Check Supplier Invoice Number Unigueness (ON/OFF)
If this option is ON, you cannot enter the same supplier invoice number twice.

Supplier Card File Setting
Turn this option ON if you want to pay suppliers through a third party (e.g.
Capricorn).

Booking
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Remember Booking Diary Line Items grid column setting (ON/OFF)
If this settings is turned ON, and you change the column order on your screen
the system will remember your setting after exiting the module.

Ledger

Block data entry on or before this date
The system will not allow you to enter or change any transactions which were
entered before the block date.

System 1

Check newly entered date

If you enter a date which is earlier than the number of days set here you will get
the following message: “Date is out of range! Please check it.” This feature can
help in eliminating accidental data entry errors.

Decimal Place Setting Input Masks

If more than 2 decimals are required for the stock average cost, stock price,
debtors invoice unit cost, unit price and creditors invoice unit cost and unit price
fields, you can make the here.

Set GST Codes Command Button

If you click on this button the GST Codes table will appear. At the bottom of the
screen you make the default GST setting for your customer invoices. Tick the
appropriate button to select GST inclusive or exclusive prices.

In the grid area there is a list of all available tax codes in the system with their

proper setting for the GST calculation. Please ask for professional advice
before you make any alteration to the settings in the grid.
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Gst Codes X

Pur- ]

Default | Comple- Export MNon Pur- Lapialoniall Ehases
Gst Input : Pur- Pur- for
& Gst Description | Gst % i mETEY | Gang EmETEy Free ks axed e | e chase  chase = makin
Code Debtors|  Gst Gst Description | Sales (Gst Pur- Gst 5 9
. Sales Sales incl. | excl | input
Invoice | Code free) chase | free

Gst Gst | taxed
sales

NARaCE M Capital Purchase....

Capital Purchase...

||
a

| | | | |
| |+GST  Plus GST 1000 [] INCL Inluding GST O O O O O O O
I_‘CAFR Capital purchase ... 0.0000 [ CAFR Capital purchase ... [ O O O O O O O
| EXPT  Export SalesFree 00000 [J EXPT  Export Sales Free [ | O | | | | O
|_|FREE  NoGST 00000 [ FREE  MaGST O O O O O O |
|_|INCC  Capital Purchase.. -9.0909 [ +GSC  Capital Purchase.. [] O O O O O O O
L |meL Inluding GST -9.0909 +GST  Plus GST [} [} 0 [} [} [} 0
L Input Taxed po0000 [ NP Input Taxed | | | | | O O
_|NT Mon taxable 0.0000 [ NT Mon taxable [} [} | [} [} [} O

Default for Debtors invoice O +GST ® INCL

Tax Field/Column Settings

You can have both GST and GST free items on the customer invoices,
guotations, credit adjustment notes as well as on the supplier invoices and
supplier credit adjustment notes. You can select to print the Tax Field on the
above reports.

System 2

Screen Colour setting

In Auto Care Software Premier there are 35 skin colour options to choose from to
accommodate a wide range of tastes. You can make your selection in the System
setup module on System 2 page.

| System Setup

| Debtors 1) Debtors 2| Debtors 3| Debtors 4| Stock| Creditors | Booking Ledger) System 1| System 2

Screen Color Setting

Coffee -
Money Twins

Lilian

The Asphalt World

iMaginary

Black

Blue -

i »
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[y System Setup

Debtors 1 | Debtors 2 | Debtors 3 | Debtors 4

Screen Color Setting /4"

Xmas 2008 Blue o
Blue =
Coffee

Liquid Sky =
London Liguid Sky

Glass Oceans

Stardust

System3

Start Date for Bank Deposit Slip

The system will collect all transactions for bank deposit from the date you
select here.

Start Date for Bank Reconciliation
Bank reconciliation can be started either from the first payment made or from
the Accounting opening balance date set in the Chart of Accounts module.

Debtors Invoice screen Shortcut keys

The following shortcut keys work only on the debtors invoice screen.
Eind  right click go to last invoice. (Right click means right mouse click)
New right click new CASH SALES invoice

F4 same as click on New

F3 Cash payment / Account Payment

F2 Exit from Cash payment or Account Payment modules

F5 Print

CTRL+TAB move to next page. (From Customer Invoice ... To Quotation)
CTRL+SHIFT+TAB move to previous page

Print right click on the Print icon (Set the number of right clicks in
System\System Setup\Debtors 2 page.)
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Screen resolution and multiple open windows

Auto Care Software Premier has been developed on 1024X768 screen
resolution. In addition, you can open and work in several Auto Care modules at
the same time on the one monitor screen. Alternatively, if you have more than
one monitors installed to your computer you can spread the various Auto Care
screens over several monitors.

An example for several screens open on one monitor:

s

Windows Calculator  Windows Calendar  Auto Care Modules

[x

Customer Invoice | Quotation| Stock Purchase Order| Supplier Invoice | Customers| Suppliers| Booking Diary| Make a Payment

Customer Information 108 Vehicle Information
Name  [HARRISON, JOHN il Vehicle ~ [TOYOTACAMRY | |¥| Registration” [VOW 787
Address | HIGH STREET ! Kilometra | I Next canice -
Address2 g
Suburb  |ADELAIDE IE Windows Calculator ~ Windows Calendar  Auto Care Modules
Ph. Work [08 8382 1234 Fax | Customer Inveice| Quotation| Stock | Purchase Order| Supplier Invoice |Customers| Suppliers| Booki
Contact Price [RETALL
e | Supplier Information |
Add Stock - I3
. Name  [MAIN NORTH NISSAN Supplier Invoice 15 |
Cod ay Unit Price *
. y | Unit Price Address |75 MAIN NORTH ROAD Supplier Invaice No. ||
» | BX367123 1.00 435,50/ a
= Address2 Invoice Date [q
Suburb  [NAILSWORTH |[sa | [s083 Purchase Order No. ||
Phone (62694999 | Fax [so2696155
iCIlﬂmlm Invoice w |
[HARRISON, JOHN HARRICONSIOEN Invoices from: [01/09/2012 ~| to: [30/09/2012] | [ Evaluate
Mo <] [5 High Street ey
Adelaide Sa 5000 @ Printto Screen | Print / Ex
|| BROWN, STAN Work: 08 8382 1234 OExporttoCsV |
| | casHsaes _| | Mobile: 0400 123 456 -
Nord |2 HARRISON, JOHN
Notg |
__ MAYTON, SALLY Exit
| SAMS RADIATORS I
| SMITH, GREG * Work in progress
SV VIETIPN 3 CR Crdit Adjustment
P
- Date Name 23 JobNo. £3 Vehicle Registration | Sales Excl | Salesincl | */CR
B[ 10092012 |HARRISON, JOHN 08| TOYOTA CAMRY

Example for spreading two data entry screens on two monitors:

Monitor 1: Customer invoice Monitor 2: Stock

B done | waet Fwclwou  Befewces  Maloss  feies  Vew  Deriape i

J
Widoves Coesiotor  Windows Calender At Care Mo

Customer Invoice | Quotation | Stock | Purchase Order | Suppier invoice | Gustomers | Supgiers | Booking Diary | Make a Payment Code: WOV Edr ASSEMBLY 2
e [Jen o [rrry— @f Description:  OUTER CV JOMT KIT Unit EACH Location
MName " SWTH,GREG = vehicle | Registration” g:::;; Categary: KITS
Address. Kilometre MNext service -] Exchuding GST Including GST
- e Average Cost 8050 £ Last sale [Z2082012 [+
Suburb v Number 7 Ivoice date 22082012 [< Retai price. 1270 12397 On Hard 0.00]
Ph Wodk Fax Accounstns  OrdRet Na Prin Date Austormatic Mariap Trade price 10468 512
Camact Price RETAL S| cASH | Tectnician sV |- “Sincl Gst Yes [ B Wholesale: 9660 10626,
e Stucx. 208 INFORMATION I Work completed BILL OF MATERIAL {ASSEMBLY) LINES Puthiew Assembly to Stoce
Code ey | Unt Prce Dascipion _* bew ins [F5] = O Hard | Unt | ToraiPrica | <] (NemURS ) Gote ay Oescipion Unt | Ut Cost | Unit Prce | | [ Acanem o1
+KTCY 1.00) 121.97| QUTER CV JONT KIT EACH 123.97] Insed Line. | BEMOMEX 1.0000| OUTER CV JOINT EACH 66 00| 119,00} R e
Un (o 51160 0000 00T ExcH 550 as0
; It 10000 LARGE CLAWP eaH 25 as0
] 51 10000 SHALL CLAMP EacH 2w
Line meme. 9004312 1.0000 GREASE 1206 TUBE EACH 100 300
Deise Loe
oy
Sz
w
< Frction b
Mote: {DBICick to eniarge) %/ Mema [D6ICkck to enlargs) v Subtotal ™ 1297 Rounds 202
100 Outor O Joint = o - fing Uik Cast & Uit Retail Price excl. GST Totsl excl GST 12430 12430
1.00 Boat Fresght 100 Total inel. Gst. 1395
100 Large Clamp. =) Discount * 000 (Gst amount) 1.27) A Mistnizd WareUIp List
Pagment || Balancs || Cancal imv [ il 123.97) Paym. recebsed .00 bew Prev Hext Eind Print Delete Copy. Fat Cgmmene (nnouss use)
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Please note that you have to exit the screen or click on the Refresh button for
changes made on one Auto Care Software Premier’s screen to take effect on
another screen. For example, if you have both the customer invoice and the
customer payment register open and you make a change in the payment
register the customer invoice will only pick up the changes if you click on the
Refresh button on the customer invoice or if you exit from the payment
register.

Entering Dates

In Auto Care Software Premier you can enter or select a date by either entering
the date in the date field or by clicking on the down arrow on next to the date
field. In the latter case a diary will appear where you can make your selection.
Please note that the earliest date you can enter is 01/01/1900. However, in
most cases if the date is set to 01/01/1900 the date field becomes empty.

e Entering the date in the date field: Click on the date field. The first two
digits representing the day will be highlighted. Enter the day you want to
select, e. g. 2,15, etc. (you do not need to enter a “0” before the 2.)

Find...

Start date  |Z08/2012 |+
Ending date  |28/08/2012 |~

e Press the Tab button or click on the next two digits representing the
month and enter the month. The same rules apply here as with the day.

e Press the Tab button or click on the next four digits representing the
year and enter the year. The same rules apply here as with the day. For
example if you enter 1 the year displayed will be 2001.

o Entering the date through the diary:

e Click on the down arrow next to the date field. A diary will appear
dispaying the curren year and month and highlighting the current day..
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| Find...
SIELRECIN|01/08/20 12 R
e —— Tuesday, 28 August 2012
B August 2012 4
— Mon Tue Wed Thu Fri Sat Sun
Invoice Date i 2 3 4 5
13/08/2012 —
1310872012 6 7 8 9 10 11 12
1308/2012 13 14 15 16 17 18 19
13‘#08#‘2012 20 21 22 23 24 25 %
13/08/2012 w8 2 30 3
13/08/2012

e To change the day click on the day you want to select.
o Use the left and right arrow to change the month. Alternatively, click on the field
displaying the month and year in the second line of the diary.
| Find... " Find...
Start date = 7 Startdate  |CHUCARE |-
Ending date | T“u/’ | Ending dete TuesdaMEZBO:\ZquIStZDWZ N
- Mon Tue Wed Thu Fri Sat Sun | L
Invoice Date ; 2 3 4 5 L Invoice Date Jan Feb Mar A I
6 7 8 9 10 11 12
13 14 15 16 17 18 19 May Jun Jul Aug
ZU' 21 22 23 M4 23 2% .
B L Sep Oct Nov Dec
e If you want to change the year click on the year field and select the year.
0/08/2012 -
Thursday, 30 August 2012
1 2010-2019 4
2010 201 012
2013 2014 2015 2016
2017 2018 2019
Printing

In Auto Care Software Premier you can save your report in a document file with
a variety of extensions like PDF, Excel, CSV, etc. As an example, this can be
handy if you want to email a report when otherwise there is no emailing option
from Auto Care Software Premier.
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On the Print Preview screen select the extension you want and click OK to
create the file in request.

@ et MR [ - B Q
7 PDFFile I
HTML File

MHT File

RTF File Q 5

Excel File ) UL0]
CSV File Auto
Text File

Image File

-1 N e -la @
XLS Export Options: x|
[ show grid ines
Export hyperlinks
e

If you want to use a printer other than the default one then click on the Printer
icon to select the printer of your choice.

i
L / 0 oafom -a @

Print &I
Printer

Name Canon Inkjet PIXMA iP5000 - Properties

5 “\\Data24"Canon PIXMAP5000
tatus: “WServer2008"\Canon MX700 series Printer ‘

Type Amyuni Document Converter
Wh Auto Care Software PDF Prirter
©r%._ Auto Care Software PDF3264 Printer
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